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REQUEST FOR RECORDS DISPOSITION AUTHORITY SE— LEAVESLAE
(See Instructions on reverse) N 1-28L-8L-1
TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 11/12/85

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Aggncv For International Devel opment In accordance with the provisions of 44 U.S.C. 3303a
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved

. . except for items that may be marked “‘disposition not
Washington Headquarters Offices approved” or “withdrawn’ in column 10,’If n<IJ records
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is

not required.

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. |[DATE ARCHIVIST OF THE UNITED STATES

rt E. Gibson 875-1819 S-d0-¥

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in_patters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of i(), page(s) are not now needed for the business of this
agency or will not be needed after the retention pericds specified; and that written concurrence from the General
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is
attached.

A. GAO concurrence: D is attached; or g iS unnecessary.

B. DATE C. SIGN OF AGENCY, PRE ATIVE D. TITLE
11/7/85 MW/ Agency Records Officer

7. < ~ 9.GRSOR | 10. ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) JoB (NARS USE

: CITATION ONLY)

The attached listing provides comprehensive schedule coverage
for all records, except machine-readable materials, for A.I.D.
Headquarter office's records. It is based on an actual inven-
tory and appraisal of currently accunulating records in both
program and administrative offices and therefore supersedes
administrative offices and therefore, supersedes and/or
cancels all previously submitted schedules.

It is practically impossible to cross reference the records
descriptions for the items listed on the attachment to the
items on the Agency's current schedule (A.I.D. Handbook 21)
because of format and listed as parts of the A.I.D. overall
subject classification system, rather than as separate recordﬁ
series as has been done in the attached '"revised' schedule.

This schedule does not cover the records of the several A.I.D
predecessor agencies. However, this schedule does cover all
A.I.D. records held by contractors.

Microfilming of project records was done in accordance with 36
CFR Chapter XII.

The General Records Schedules citations have been added paren:
thetically following the authorized disposition statement for
each item as appropriate.
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1. RECORDS COMMON TO MOST OFFICES

ITEM NO. DESCRIPTION OF RECORDS

01010

01020

Office General Administrative Files

Office Administrative Files

Records accumulated by individual offices that
relate to the internal administration or house-
keeping activities of the office, rather than the
functions for which the office exists. In general,
these records relate to the office organization,
staffing, procedures, and communications; the ex-
penditure of funds, including budget papers; day-
to-day administration of office personnel, includ-
ing training and travel; supplies and office ser-
vices and equipment requests and receipts; and the
use of office space and utilities. They may in-
clude copies of internal activity and workload re-
ports (including work progress, statistical, and
forwarded to higher levels) and other materials
that do not serve as official documentation of the
programs of the office

Note: This item is not applicable to the record
copies of organizational charts, functional state-
ments, and related records that document the essen-
tial organization, staffing, and procedures of the
agency.

Chronological Files
Files of extra copies of cables, letters, memoranda,
etc., maintained for ease of reference in chronolog-

ical order, by serial number, or by date of issuance.

a. Cable or Telegram File

Files consisting of copies of incoming and outgoing
telegraphic communications. Files are normally
maintained by serial number by point of origin and
are kept, for the most part, as a source of easy
reference.

1) AID/Washington Communications Center
Master File

The master file of all telegraphic corres-
pondence sent or received by the Agency. In
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AUTHORIZED DISPOSITION

Destroy when 2 years

old or when no longer
needed, whichever is

sooner.

(GRS 23 Item 1)

Cut off at end of
fiscal year, retire to



I. REOORDS COMMON TO MOST QFF!!!g

ITEM NO.

01030

01040

01050

DESCRIPTION OF RECORDS

addition to being a reference point for the
Communications Center message analysts,
this file also receives considerable use
for investigations, background studies,

and research.

2) Other Offices

Files maintained in the individual offices of
the Agency's Washington headquarters as ''easy
reference' files.

. Correspondence Files

Files consisting of extra copies of letters, memo-
randa, and other, nontelegraphic, communications
media. Files are normally maintained by date of
issuance and are kept, for the most part, as '‘easy
reference' files.

1) Files maintained by or for the immediate of-
fices of the following Agency executives: the
Administrator, Deputy Administrator, Assistant
Administrators, and the Directors of Offices
that report directly to the Administrator.

2) Files maintained by other offices.

Page 3

AUTHORIZED DISPOSITION

Washington National
Records Center (WNRC)

3 months after cutoff.
Destroy when 7 years old.
NC 1 286-82-2 1Item 1A

Cut off at end of fis-
cal year, retain in
active office space.
Destroy when 1 year old
or sooner if no longer
needed for reference. NC
1 286-82-2 Item 1B

Cut off at end of cal-
endar year, retain in
active office space.
Destroy when 1 year
old or sooner if no
longer needed for ref-
erence.

Cut off at end of cal-
endar year, retain in
active office space.
Destroy when 1 year old
or sooner if no longer
needed for ref- erence.
NC 1 286-82-2 Item 2A



I. RECORDS COMMON TO MOST OFF [CES

ITEM NO.

01060

01070

01080

01081

01082

DESCRIPTION OF RECORDS

Employee Travel Files

Correspondence copies of travel request, authori-
zations, vouchers, itineraries, and other papers
pertaining to employee travel, exclusive of records
maintained in the Office of Financial Management.

Office Personnel Files

Folders on employees consisting of correspondence,
memoranda, forms, copies of position descriptions,
requests for personnel action, and other records
on individual employees duplicated in or not ap-
propriate for the Official Personnel Folder.

Transitory Files

Paper of short term interest which have no docu-
mentary or evidential value and normally need not
be kept more than 90 days. Examples of transitory
correspondence are shown below:

a. Request for Information or Publications

Routine request for information or publications
which require no administrative action, no policy

decisions, and no special compilations or research

for reply, such as requests for publications or
other printed material.

b. Letters of Transmittal

Letters of transmittal that do not add any infor-
mation to that contained in the transmitted
material.

c. Quasi-Official Notices

Memoranda and other papers that do not serve as
the basis of official actions, such as notices of

holidays, charity and welfare fund appears, bond
campaigns, and similar papers.
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AUTHORIZED DISPOSITION

Cut off at end of
fiscal year. Destroy
when 1 vear old.

Review annually and
destroy superseded or
obsolete documents; or
destroy all documents
relating to an indi-
vidual employee 1 year
after separation or
transfer. (GRS 1

Item 184)

Destroy when 90 days old
or sooner if purpose has
been served. (GRS 23
Item 4)

Destroy when 90 days old
or sooner if purpose has

been served. (GRS 23
Item 4)

Destroy when 90 days old
or sooner if purpose has

been served. (GRS 23
Item 4)



I. RECORDS COMMON TO MOST OFFLCES

ITEM NO.
01090

01100

01110

DESCRIPTION OF RECORDS

Technical Reference Files

Copies of documents retained strictly for reference
and informational purposes and which are not part
of the official files. Includes extra copies of
project material, copies of reports, studies, spe-
cial compilations of data, drawings, periodicals,
books, clippings, extra (nonrecord) copies of ''pol-
icy and precedent' files, brochures, catalogs, ven-
dor price lists, and publications prepared inter-
nally and externally.

General Subject Correspondence Files

Letters, memoranda, studies, reports, forms, and other

data documenting and/or implementing plans, policies
procedures, accomplishments, opinions, and decisions
pertaining to AID program and staff activities, with
related indexes and finding aids. Arranged by sub-
ject/name/country as appropriate.

a. Program Correspondence Files Maintained at High
Organizational Levels

Subject, name, or country files maintained by or
for the immediate offices of the following Agency
executives: the Administrator, Deputy Adminis-
trator, the Assistant Administrators, and the
Directors of Offices that report directly to the
Administrator or his Deputy and that are filed
centrally or in decentralized locations.

b. Program Correspondence Files of Country Desk
Offices in the Geographic Bureaus

These files document the operations in USAIDs
and relect their problems and accomplishments.
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AUTHORIZED DISPOSITION

Review at end of fiscal
year and destroy material
of no further reference
value. (GRS 23 TItem 6)

Permanent. Cut off at
end of fiscal year.

Hold in office for 2
years, then retire to
WNRC. Offer to NARA in

5 yr. blocks when most
recent record is 10 yrs.
old. (e.g, in 1987 offer
1973-77 records.)

Cut off at end of fis-
cal year. Hold in of-
fice for 2 years, then
retire to WNRC. Des-
troy 10 years after
cutoff.



I. RECORDS COMMON TO MOST OFFiCES

ITEM NO. DESCRIPTION OF RECORDS

01120

01130

01140

01150

c. All Other Program Correspondence Files in AID
Headquarters Offices

Budget Records

Annual Budget Submission Files

Annual budget submission by each overseas post and
each AID/W organizational entity. Includes instruc-
tions, assumptions, and guidelines for preparation;
the budget request itself; supporting papers; and
related information, as follows:

a. PPC/PB's printed record copy of annual budget
submissions of overseas posts and AID/W
Bureaus and Staff Offices.

b. PPC/PB budget background files containing
justifications, amounts requested and supporting

papers.

c. Files of all AID/W components, except PPC/PB,
consisting of guidelines on annual budget prep-
aration and preliminary budget estimates, sup-
porting papers, cost estimates, rough drafts,
and data accumulated in preparation of annual
budget estimates, including duplicates of papers
included in overseas posts' final budget estimate
files.

Congressional Presentation

These records relate to the development and prep-
aration, of the Agency's budget request to Congress.
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AUTHORIZED DISPOSITION

Cut off at end of fis-
cal year. Hold in of-
fice for 2 years, then
retire to WNRC. Des-
troy 10 years after
cutoff.

Permanent. Cut off

files annually. Hold

in office for 5 years
after cutoff, then re-
tire to WNRC. Offer to
NARA in 5 yr. blocks when
most recent record is 10
yrs. old. (e.g., in 1987
offer 1973-77 records.)

Cutoff at end of budget
year. Hold in office

for 1 year, then retire -
to WNRC. Destroy 5 years
after cutoff.

Destroy 3 years after
close of fiscal year
covered by the budget.
(GRS 5 1Item 5B)



I. RECORDS COMMON TO MOST OFFICES

ITEM NO.

01160

01170

01180

DESCRIPTION OF RECORDS

a. Office Of Legislative Affairs record copy of
the printed congressional presentation. and one
copy of each congressional notification.

b. Files document the preparation of the detailed
Agency budget request to Congress, including sup-
plementary schedules, exhibits, etc. The files
contain documents used in Congressional budget
presentations, providing, by years, the U.S.
assistance, subdivided by major programs.

c. All other copies of congressional presenta-
tions.and notifications.

Project Assistance Records

These records relate to the AID Development Assistance Program.

AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Hold in office
for 2 yrs. after cut off,
then retire to WNRC.
Offer to NARA in 5 yr.
blocks when most recent
record is 10 yrs. old
(e.g., in 1987 offer
1973-77 records.)

Cut off annually. Hold
in office one year then
retire to WNRC. Destroy

5 yrs. after cut
of f.

Destroy when no longer
needed.

Assistance is

provided in the form of loans and grants for improving the quality of life of people
in less developed countries through programs in agriculture, rural development,
nutrition, family planning, health, education and human resources, energy, private
industry development, science and technology, and is administered primarily by USAIDs

located in host countries.

Development Assistance Project File

Case files on technical and capital assistance de-
velopment projects, consisting of studies, surveys,
project identification documents, project papers,
copies of loan and grant agreements and amendments,
project implementation orders, implementation
letters, contracts, audits, reports and evaluations,
and other related records and correspondence.

These files document the initial concept, the
approved design, the progress and problems of
implementation, the successes and/or failures

of the individual project.
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I. RECORDS COMMON TO MOST OFFICES

ITEM NO.
01190

01200

01210

01220

01230

01240

01250

01260

01270

DESCRIPTION OF RECORDS

a. Original silver master microfilm and silver
duplicate. '

b. Computerized index to project.

c. All other silver master and silver duplicates.

d. Bureau master diazo file.

o

. Project officer diazo working file.

[y

. Original paper copies of microfilm project
records.

g. Closed project records which have not been
microfilmed and are transferred to the
Washington National Records Center.

h. Reference copies of project documents maintained
in various Agency offices.

Project Plan and Engineering Files

Copies of engineering plans and related material
pertaining to individual projects.
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AUTHORIZED DISPOSITION

Permanent. Review auto-
mated index to project
data base annually and
indicate closed projects.
Transfer the microfiche
with following images to
NARA in 5 yr. blocks when
most recent record is 2
yrs. old: All pre-PID
documents, project paper
or equivalent, core
official correspondence
and all reports.

Permanent. Transfer
pertinent portion of
index in ASCII (or
EBCDIC) format to
magnetic tape. Offer
magnetic tape with all
necessary documentation
to NARA with corres-
ponding project records.

Destroy 2 yrs. after cut
off.

Destroy 4 yrs after
termination of project,
or when no longer needed,
which ever is sooner.

Destroy upon termination
of project.

Destroy original paper
records upon verification
of film.

Permanent. Offer all
project records to NARA.
Those not accessioned,
destroy immediately.

Destroy upon termination
of the project.

Destroy in accordance with
a. and b. above.



I. RECORDS OOMMON TO MOST OFFICES

ITEM NO.

01280

01290

01300

01310

DESCRIPTION OF RECORDS

Technical Project Feasibility Studies

Copies of studies, reports, and related correspon-
dence pertaining to proposed projects which do not
develop into projects. (If project is approved,
materials are filed in project file.)

Project Status/Tracking System Reporting

This documents the monitoring of the status and
tracking of projects. Some of the documents found
in this file are: policy data inventory, project
status reports, weekly status reports, and project
accounting information system reports.

Bureau Project Evaluation Files

Documents pertaining to glans, evaluations, and re-

ports on Mission (USAIDs) and Bureau activities in

project planning and evaluation. This material dup-

licates information in project files.

Non-Project Assistance Records

AUTHORIZED DISPOSITION

Cut off annually. Hold

in office for 2 yrs., then
retire to WNRC. Destroy
when 10 yrs. old

Cut off file at end of
fiscal year. Hold in
office for 1 yr., then
retire to WNRC. Destroy
when 5 yrs. old.

Cut off files when
closed. Destroy when
3 yrs. old

These records relate to Economic Support Fund activities and include grants and loans
for program assistance in selected countries of special political interest to the
United States. Recipients purchase goods and services from U.S. institutions and
firms under existing Public Laws. Cash transfers and sector assistance are also

provided as non-project assistance.

Program (non-project) Procurement Files

Case files of grants and loan agreements on cash
transfer or commodity import activities consisting

of such records as agreements, implementation letters,
action memos, program assistance papers, and related

documents and correspondence pertaining to program
assistance transactions.

Other General Files
Schedules of Daily Activities
Calendars, appointment books, schedules, logs,

diaries, and other records documenting meetings,

appointments, telephone calls, trips, visits, and
activities of Federal employees.
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Cut off after loan has
been fully repaid (maximum
of 40 yrs.). Destroy 1
year after cutoff.



RECORDS COMMON TO_MOST OFFICES

DESCRIPTION OF RECORDS

Records containing substantive information relating
to the official activities of high-level officials,
the substance of which has been incorporated into
memoranda, reports, correspondence, or other
records included in official AID files. High-level
officials include the Administrator, Deputy
Administrator, the Assistant Administrators,

and the Directors of Offices that report directly
to the Administrator or his Deputy, and staff
assistants to these aforementioned officials,

such as special assistants, confidential assis-
tants, and administrative assistants.

Records of other than high-level Agency employees
as defined in a. above containing substantive
information relating to official activities, the
substance of which has not been incorporated into
official files.

Routine materials containing no substantive in-
formation regarding the daily activities of other
than high-level officials as defined in a. above;
records of all Federal employees containing sub-
stantive information, the substance of which has
been incorporated into official files; and person-
al records of all Federal employees relating to
nonofficial activities.

Research Studies Files

Social and Economic Studies files prepared by AID staff
or by outside contractors (individuals or institutions),
including periodic progress reports, correspondence,

a. Final reports of studies not described elsewhere

in this schedule.

b. Back-up material consisting of copies of pro-

gress reports, correspondence, etc.

I.
ITEM NO.
01320 a.
01330 b.
01340 c.
and final reports.
01350
01360
01370

c. Reference copies of reports.

Page‘lO

AUTHORIZED DISPOSITION

Cut off at end of calen-
dar year. Retain in
active office space.
Destroy when 1 yr. old or
sooner if no longer
needed for reference.

Destroy when 2 years old.
(GRS 23 1Item 2A)

Destroy when no longer
needed or when 1 yr. old,
whichever is sooner.

(GRS 23 Item 20)

Permanent. Cut off at
end of fiscal year.
Retire to WNRC transfer
to NARA in 5 yr. blocks
when most recent report
is 10 yrs. old.

Cut off after final
report is submitted.
Destroy 3 yrs. after cut
off.

Destroy when no longer
needed for reference.



I. RECORDS COMMON TO MOST OFFICES

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

01380 Audit Reports Files

Copies of Inspector General and General Accounting Destroy 1 yr. after all
Office audit reports and relating correspondence all audit exceptions
maintained by individual offices where audits oc- noted in reports have
cured. been resolved.

Publications File

a. Record copies of publications maintained by the
office responsible for the publication. These
consist of books, pamphlets, booklets, formal
reports and papers, studies, etc. Prepared by
or for the Agency.

01390 1) In-house publications Permanent. Retire to
WNRC when 3 yrs. old.
Offer to NARA in 5 yrs.
blocks when most recent
record is 10 yrs. old.
(e.g., in 1987 offer
1973-77 records.)

01400 2) Publications prepared under Grants and Permanent. Retire to
Contracts WNRC when 3 yrs. old.
Offer to NARA in 5 yr.
blocks when most recent
record is 10 yrs. old.
(e.g., in 1987 offer
1973-77 records.)

01410 b. Reference copies of publications Review annually. Destroy
material when no longer
needed for reference.
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II. REQORDS ¢ ("HE ADMINISTRATOR AND ASSISTANT sDMINISTRATOR

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

These records are maintained by or for the immediate offices of the following Agency
executives: the Administrator, Deputy Administrator, Executive Secretary, Assistant
Administrators, and the Directors of Offices that report directly to the
Administrator.

02010 1. General Subject Correspondence Files

Letters, memoranda, studies, reports, forms, and Permanent. See Section
other data documenting and/or implementing plans, I, Item 01100.
policies, procedures, accomplishments, opinions,

and decisions pertaining to AID program and staff

activities. Arrange by subject/name/country as

appropriate.

02020 2. Chronological Files

Files consisting of extra copies of letters, See Section I, Item 01040.
memoranda, and other nontelegraphic communi-

cations media. Files are normally maintained by

date of issuance and are kept, for the most part,

as "‘easy reference" files.

02030 3. Schedule of Daily Activities

Records containing substantive information See Section I, Item 01320.
relating to the official activities of high-
level officials, the substance of which has

been incorporated into memoranda, reports,
correspondence, or other records included in
official AID files. High-level officials
include the Administrator, Deputy Administrator,
the Assistant Administrators, and the Directors
of Offices that report directly to the Admini-
stator or his Deputy, and staff assistants to
these aforementioned officials, such as special
assistants, confidential assistants, and admini-
strative assistants.
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IIT. EXTERNAL AND PUBLIC AFFAIRS RECORDS

ITEM NO. DESCRIPTION OF RECORDS

03010

03020

03030

03040

Public Inquiries Files

Mandatory Classification Review (MCR) Files

Reports and correspondence regarding inquiries from
the public for information in the files which was
classified. This review is made under FOIA and the
current Executive Order on National Security Infor-
mation.

Freedom of Information Act (FOIA) Requests Files

Files created in response to requests for information
under the Freedom of Information Act, consisting of
the original request, a copy of the reply thereto,
and all related supporting files, which may include

the official file copy of a requested record or a copy
thereof.

a. Correspondence and supporting documents (EXCLUDING
the records requested, if filed therein).

1) Granting access to all the requested records.

2) Responding to requests for nonexistent records,
to requestors who provide inadequate descrip-

tions, and those who fail to pay Agency repro-
duction fees.

a) Request not appealed.
b) Request appealed.

3) Denying access to all or part of the records
requested.
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AUTHORIZED DISPOSITION

Cut off when action is
completed. Hold in office
for 2 yrs., then retire to
WNRC. Destroy 30 yrs.
after completion of the
action.

Destroy 2 yrs. after date
of reply. (GRS 14
Item 16 Al)

Destroy 2 yrs. after date
of reply. (GRS 14
Item 16 A2)

Destroy as authorized
under Item 03080 below.
(GRS 14 1Item 16 A2)



III. EXTERNAL AND PUBLIC AEF’Q RECORDS .

ITEM NO. DESCRIPTION OF RECORDS
03050 a) Request not appealed.
03060 b) Request appealed.

03070 b. Official file copy of requested records.

FOIA Appeals Files

Files created in responding to administrative appeals
under the FOIA for release of information denied by
the Agency, consisting of the reply thereto, and re-
lated supporting documents, which may include the of-
ficial file copy of records under appeal or a copy
thereof.

03080 a. Correspondence and supporting documents (EXCLUD-
ING the file copy of the records under appeal if
filed therein).

03090 b. Official file copy of records under appeal.

FOIA Control Files

Files maintained for control purposes in responding
to requests, including registers and similar records
listing date, nature, and purpose of request and name
and address of requestor.
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AUTHORIZED DISPOSITION

Destroy 5 yrs. after date
of reply. (GRS 14 Item
16 A3)

Destroy as authorized
under Item 03080 below.
(GRS 14 item 16 A3)

Dispose of in accordance
with approved disposition
instructions for the
related records, or the
related FOIA request,
whichever is later. (GRS
14 TItem 16B)

Destroy 4 yrs. after final
determination by Agency or
3 yrs. after final
adjudication by courts,
whichever-is later. (GRS
14 TItem 17A)

Dispose of in accordance
with approved disposition
instructions for the
related record, or the
related FOIA request,
whichever is later. (GRS
14 TItem 17B)



III. EXTERNAL AND PUBLIC AEFAL!E RECORDS

ITEM NO.

03100

03110

03120

03130

03140

DESCRIPTION OF RECORDS

a. Registers or listing.

b. Other files.

FOIA Reports Files

Recurring reports and one-time information require-
ments relating to Agency implementation of the FOIA,
including annual reports to the Congress.

a. Annual reports originating in OPA.

b. Other reports

FOIA Administrative Files

Records relating to the general Agency implemgnta-
tion of the FOIA, including notices, memorand(}:
routine correspondence, and related records.

News and Media Relations Files

03150

Audio Visual Files

a. Original video tapes.
1) Important subjects that reflect the mission;
for example, relating to its overall program
in a country or region; relating to contro-
versial topics or having historical interest
such as birth control, counterinsurgency
training, police training, etc.; relating
to the history or U.S. foreign relations
with a specific country or region; having
anthropological or ethnographic value by
documenting the impact of tEe agency program
on foreign societies.
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AUTHORIZED DISPOSITION

Destroy 5 yrs. after date
of last entry. (GRS 14
Item 184)

Destroy 5 yrs. after
final action by the
Agency or after final
adjudication by courts,
whichever is later. (GRS
14 TItem 18B)

Permanent. Offer to NARA
when 15 yrs. old. (GRS
14 Item 19a)

Destroy when 2 yrs. old
or sooner if no longer
needed for administrative
use. (GRS 14 Item 19b)

Destroy when 2 yrs. old or
sooner if no longer needed
for administrative use.
(GRS 14 1Item 20)

Permanent. Retire to WNRC
when no longer needed.
Offer the original or
earliest generation of
recording and one dubbing
(reference copy) to NARA
in five~year blocks when
the oldest tape is 10 yrs.
old.


http:impl~~~p.ta

I11. EXTERNAL AND PUBLIC AFFATRS RECORDS

ITEM NO. DESCRIPTION OF RECORDS

03160 2) Routine subjects that do not reflect the
agency's mission, such as management training
films, or those used for training in narrow
areas of technology such as 'how to' build
a bridge, irrigate a field, build a shed or
house, maintain cattle, pasteurize milk, etc.

03170 3) Automated index.

b. Motion Pictures

1) Important subjects reflecting the agency's
mission for example, relating to its overall
program in a country or region; relating to
controversial topics or having historical
interest such as birth control, counter-
insurgency training, police training, etc.;
relating to the history of U.S.foreign rela-
tions with a specific country or region having
anthropological or ethnographic value by docu-
meeting the impact of the agency program on
foreign societies.

03180 a) Agency Sponsored Films: the original
negative or color original plus sepa-
rate sound track, an intermediate master
positive or duplicate negative plus
optical sound track, and a sound pro-
jection print or a video recording.

03190 b) All other Agency sponsored film.

03200 b) Agency acquired films: two projection
prints or one projection print and a
video recording.

03210 c) Unedited footage: the original nega-
tive or color original, work print,
and an intermediate master positive
or duplicate negative if one exists,
appropriately arranged, labeled, and
described. '
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AUTHORIZED DISPOSITION

Cutoff annually. Destroy
when one year old or when
no longer needed, which-
ever is sooner.

Permanent. Transfer

index on magnetic tape in
ASCII or EBCDIC format,
including all necessary
documentation, to NARA
with pertinent videotapes.

Permanent. Offer to NARA
in 5 year blocks when

the oldest film is 10
yrs. old.

Destroy when no longer
needed.

Permanent. Offer to NARA
in 5 year blocks when the
oldest film is 10 yrs.
old.

Permanent. Offer to NARA
in 5 year blocks when the
oldest film is 10 yrs.
old.



I1I.

EXTERNAL AND PUBLIC AFFAIRS RECORDS

ITEM NO.

03230

03240

03250

03260

03270

2)

DESCRIPTION OF RECORDS

Routine subject that do not reflect
the Agency's mission.

c. Still Photography

D

2)

Important subjects reflecting the agency's
mission for example, relating to its overall
program in a country or region; relating to
controversial topics or having historical
interest such as birth control, counter-
insurgency training, police training, etc.;
relating to the history of U.S.foreign rela-
tions with a specific country or region having
anthropological or ethnographic value by docu-
meeting the impact of the agency program on
foreign societies.

a) Black & white negatives and captioned
prints.

b) Black & white contact prints

c) Official portraits of senior agency
officials.

Routine subjects that do not reflect the
agency's mission.
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AUTHORIZED DISPOSITION

Cut off annually. Destroy
one year old or when no
longer needed whichever

is sooner.

Permanent. Cut off
annually. Offer original
to NARA in 5 year blocks
when the most recent
record is 20 yrs. old.

Permanent. Cut off
annually. Offer to NARA
with related negatives in
5 yr. blocks when most
recent records are 20
yrs. old.

Permanent. Cut off
annually. Offer to NARA
negatives and captioned
prints in 5 yr. blocks
when the most recent
records are 20 yrs. old.

Cut off annually. Destroy
when one year old or when
no longer needed, which-
ever is sooner.



ITI.

EXTERNAL AND PUBLIC AFFA RECORDS

ITEM NO. DESCRIPTION OF RECORDS

03280

03290

03300

03310

03320

03330

d. Color Slides (35 mm)

1) Important subjects reflecting the agency's
mission for example, relating to its overall
program in a country or region; relating to
controversial topics or having historical
interest such as birth control, counter-
insurgency training, police training, etc.;
relating to the history of U.S.foreign rela-
tions with a specific country or region having
anthropological or ethnographic value by docu-
meeting the impact of the agency program on

foreign societies.

2) Routine subjects which do not relect the
agency's mission.

e. Film Strips

1) Important subjects reflecting the agency's
mission for example, relating to its overall
program in a country or region; relating to
controversial topics or having historical
interest such as birth control, counter-
insurgency training, police training, etc.;
relating to the history of U.S.foreign rela-
tions with a specific country or region having
anthropological or ethnographic value by docu-
meeting the impact of the agency program on
foreign societies.

2) Routine subjects which do not relect the
agency's mission.

f. Finding aids including indexes, catalogs, shelf
list, caption sheets.

Biographical File on Senior AID Officials

Background information on top AID officials or
other key personnel for public dissemination.
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AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Offer

original and duplicate to
NARA in 5 yr. blocks when
most recent records are 20
yrs. old.

Cut off annually.
Destroy when one yr. old
or when no longer needed,
whichever is sooner.

Permanent. Cut off
annually. Offer
original and duplicate
to NARA in 5 yr. blocks
when most recent records
are 20 yrs. old.

Cut off annually. Destroy
when one year old or when
no longer needed which-
ever is sooner.

Transfer to NARA or
dispose of with related
records. (GRS 21/63)

Destroy when official
leaves the agency or when
no longer needed, which-
ever is sooner.



EXTERNAL AND PUBLIC AFFAIRS RECORDS

III.
ITEM NO.
03340

a.
03350 b.

DESCRIPTION OF RECORDS

Public Relations Files

Speeches, addresses, and comments. Remarks made
at formal ceremonies and during interviews by
heads of agencies or their senior assistants con-
cerning the programs of their agencies. The
speeches and addresses may be presented to exec-
utives from other Federal agencies, representa-
tives of State or local governments, or private
groups, such as college and university students,
business associations, and cultural news media
camentators.

News releases. One copy of each prepared state-
ment or announcement issued for distribution to
the news media. News releases announce events
such as the adoption of new Agency programs,
termination of old programs, major shifts in
policy, and changes in senior Agency personnel.
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AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Hold in office
for 5 yrs., then retire to
WNRC. Transfer to NARA in
5 yr. blocks when 20 yrs.
old. (GRS 14 1Item la)

Permanent. Cut off
annually. Hold in office
for 5 yrs., then retire to

WNRC. Offer to NARA when
20 yrs. old. (GRS 14 Item
1b)



IV. FOOD FOR PEACE AND VOLUNTARY ASSISTANCE (FVA) RECORDS

ITEM NO. DESCRIPTION OF RECORDS

04010

04020

04030

04040

04050

04060

Common Type Files

FVA Grant Files

These files pertain to grants made under the several
FVA programs. Included are copies of proposals,
grant applications, agreements, and amendments;
project financial, progress, and evaluation re-
ports; PIO's; and related documentation and corres-
pondence.

Unsuccessful Grant Applications

Copies of applications of unsuccessful grant appli-
cants and related documents and correspondence.

Private and Voluntary Cooperation Files

Ocean Freight Files

These files pertain to the reimbursement by AID for
shipping expense incurred by voluntary agencies un-
der "subvention' arrangements. Included are copies
of procurement authorizations, Schedule D-Overseas
Transportation, AID 1550 or equivalent, approval
letters, etc., and related correspondence.

Registered Agency Files

These files document the private voluntary agencies'
applications for registration containing all support-
ing papers pertaining to the applicant agencies'
legal, financial, and operational status.

a. Case Files on Individual Agencies

b. Annual Financial Submission

Denied Agency Registration Files

Applications and related correspondence pertaining
to private voluntary organizations' registration.
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AUTHORIZED DISPOSITION

Cut off when grant is
terminated. Hold in
office for 2 yrs., then
retire to WNRC. Destroy
6 yrs. after termination
of grant.

Cut off when grant is
awarded. Hold in office
for 2 yrs., then destroy.

Cut off when file is
closed. Hold in office
for 2 yrs., then retire
to WNRC. Destroy 5 yrs.
after file is closed.

Cut off when agency is
removed from registry.
Destroy 5 yrs. after
removal.

Cut off annually.
Destroy when 3 yrs. old.

Cut off after denial.
Destroy 3 yrs. after
denial.



IV. FOOD FOR PEACE AND VOLUNT

Y ASSISTANCE (FVA) RECORDS

ITEM NO.

04070

04080

04090

04100

04110

DESCRIPTION OF RECORDS

Food for Peace Files

Title I and III Voluntary Agency Agreement Files

Copies of agreements and related documentation per-
taining to AID Agreements with host govermments un-
der Titles I and III of P.L. 480.

Title II Bilateral Agreements

Files consist of the original agreements between
the U.S. (AID) and host governments under Title II
of P.L. 480. Arrange alphabetically by country.

a. Original Agreements

b. Copies of Agreements

Section 416 Agreement Files

Files consist of the original agreements between U.S.
(AID) and voluntary organizations, multilateral organ-
izations, or foreign govermments, entered into under
the provisions of Section 416 of the Agricultural Act
of 1949. Arranged alphabetically by country.

a. Original Agreements

b. Copies of Agreements

Title II Program Files

Files arranged by country documenting all Title II
program and project activity with individual host
countries. Included are copies of program plans and

projections, program operating and financial documents,

annual estimates and requirements, project documenta-
tion, and related documents and correspondence.
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AUTHORIZED DISPOSITION

Cut off when agreement

is terminated. Hold in
office for 2 yrs., then
retire to WNRC. Destroy
6 yrs. after cut off.

Permanent. Retire upon
termination of agree-
ments. Offer to NARA in
accunulations of one
cubic foot.

Destroy when agreement is
terminated.

Permanent. Retire upon
termination of agree-
ments. Offer to NARA in
5 yr blocks, 5 yrs. after
the most recent
termination date.

Destroy when agreement is
terminated.



IV. FOOD FOR PEACE AND VOLUNTARY ASSISTANCE (FVA) RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

04120 a. Annual estimates of requirements (AERs) signed by Permanent. Cut off
AID and the private agency and operational plans. annually. Hold in

office for 2 years.
Offer to NARA in
five-year blocks when
most recent records are
10 years old. Example:
1987 offer 1973-77

records.
04130 b. All other program documentation including Cut off annually. Hold
quarterly estimates, call forward agreements, in office for 2 years,
cables for shipping instructions. then transfer to WNRC.

Destroy when 6 years old.
04140 Voluntary Agency Ocean Transport Files

Files include copies of Letters of Commitment, Cut off annually. Hold
Procurement Authorizations, Expenditure Reports, in office for 2 years,
etc., and related correspondence. then retire to WNRC.

Destroy when 6 years old.
04150 Agricultural Commodity Files

Reference copies of such documents as commodity Review annually.
specifications, technical studies, and general Destroy when
material on agricultural commodities used in the superseded, obsolete,
Food for Peace program. or no longer needed.
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ITEM NO.

05010

05020

05030

V., _GEOGRAPHIC BUREAUS GENERAL RECORDS

DESCRIPTION OF RECORDS

Program Correspondence Files

Subject and Country Files of Country Desk Offices.
These files document in a unique way the opera-
tions in USAIDs and reflect their problems and
accomplistments. Arranged by subject and country
as appropriate.

General Financial Files

Working files pertaining to financial

management functions of the several geographic

areas covering materials relating to annual budget
submissions, budget expenses, funding limits, back-
ground justification and expenses, monthly operating
expenses, etc. Files contain such forms as: copies
of Request for Budget Allowance, annual Budget Sub-
missions, Request for Operational Year Budget Change,

Project Implementation, and Advice of Budget Allowances.

Files are used to control expenditures of funds.

Congressional Notification and Congressional
Presentation File

These working files contain information

needed for presentation of the Bureaus' annual
program and budget to Congress and any changes to

the program that require congressional notifi-
cation. They contain information on operational year
budget changes, congressional notifications, program
revision requests, guidelines for preparation of
congressional notification, advice of program change,
and monthly project accounting information system
reports.

Country Development Strategy Statement (CDSS)
File

Formal statements on each country's foreign

aid assistance program are submitted by USAIDs
annually. These statements are printed and bound
and distributed to appropriate offices throughout
the Agency.
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AUTHORIZED DISPOSITION

Cut off at end of
fiscal year. Hold in
office for 2 years,
then retire to WNRC.
Destroy when /@ years

31d.
( SEE 1TEM 01110 ',(:(f’ﬁ

Cut off files at end of
fiscal year. Hold in
office for 3 years,
then destroy.

Close file at end of
fiscal year. Hold in
office for 1 year, then
retire to WNRC.

Destroy when 6 years
old.



V. GEOGRAPHIC BUREAUS GENERAL RECORDS

ITEM NO. DESCRIPTION OF RECORDS

05040 a. Record copies maintained in Geographic Bureaus
arranged by country and thereunder chrono-

logically.

05050 b. Copies used for reference.

Briefing Files

05060 Files consist of reports prepared by AID staff
members for AID officials anticipating visits to
countries where AID has a mission. These reports
contain pertinent information on the country to
be visited and the current AID assistance program

in the country.
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AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Hold in

office for 3 years, then
retire to WNRC. Transfer
to NARA in 5 yr. blocks
when most recent record
is 10 yrs. old.

Destroy when no longer
needed for reference.

Permanent. Cut files
off annually. Offer

to NARA in five-year
blocks when the most
recent records are 10
years old, e.g. in 1987
offer 1973-77 records.



ITEM NO.

06010

06020

06030

06040

06050

VI. LEGISLATIVE AND LEGAL AFFAIRS RECORDS

DESCRIPTION OF RECORDS

Congressional Correspondence Files

This correspondence is between the Agency and

members of Congress and signed by the

Administrator, his Deputy, or the Director of
Legislative Affairs. Arranged alphabetically by

the name of the Congressional member.

a. Papers containing policy and precedent and
requiring research which documents relations
with Congress.

b. All other routine correspondence.

Correspondence Brief

Briefs or drafts of letters to members of Congress
prepared by the legislative affairs office.

Comittee Prints and Hearing Records

Copies of printed comittee reports and Congres-
sional hearings.

Litigation and Enforcement Case Files

Case files containing documents containing,
information on all dispute matters where AID is
involved, such as contract disputes, civil or
criminal litigation, etc. Files also contain
legal information in the form of advice furnished
the Inspector General's office in the conduct of
their investigations.

Legal Opinions and Decisions Files

Files of legal opinions on law and Executive
Orders as a result of requests from AID offices on
any matter requiring interpretation of Federal or
other law. Files include requests for advice,
formal legal opinion and decisions, and related
correspondence.
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AUTHORIZED DISPOSITION

Cut off at the end of
each Congress. Hold in
office for 3 years, then
retire to WNRC. Destroy
when 10 years old.

Cut off annually.
Destroy when 2 years old.

Destroy when no longer
needed for reference.

Destroy when no longer
needed for reference.

Cut off file when case
is closed. Hold in
office for 1 year, then
retire to WNRC. Destroy
10 years after case is
closed.



VI. LEGISLATIVE AND LEGAL AFFAIRS RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

06060 a. Original paper copies microfilmed. Destroy original paper
records after verfication
of film.

06070 b. Original silver master & duplicate Permanent. Transfer to

NARA in 5 yr. blocks when
most recent record is 20
yrs. old.

06080 c. Original paper copies not microfilmed HJ&JYD Permanent. Lkn5+ﬂm?
W/ B S, 7 ;
D) 5-7-§FWRE. Offer to NARA in
) five-year blocks when
%ﬂ"wﬁ most recent record is 30
Ni years old.

Financial Disclosure Reports

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

06090 1) Records including SF 278A for individuals Destroy 1 yr. after
filing according to Section 20lb of the nominee ceases to be under
Act and not subsequently confirmed by the consideration for appoint-
Senate. ments, EXCEPT that docu-

ments needed in an ongoing
investigation will be
retained until the inves-
tigation is completed.

06100 2) All other records including SF 278. Destroy when 6 yrs. old,
EXCEPT that documents
needed in an ongoing
investigation will be
retained until the inves-
tigation is completed.

06110 b. All other statements of employment and interests Destroy when 6 yrs. old
and related records, including confidential EXCEPT that documents
statements filed under Executive Order 11222. needed in an ongoing

investigation will be
retained until the inves-
tigation is completed.
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ITEM NO.

07010

07020

07030

07040

VII. PRIVATE ENTERPRISE (PRE) RECORDS

DESCRIPTION OF RECORDS

PRE Project Files -

These files consist of documentation pertaining
to the management of grants, contracts, loans,
and cooperative agreements between AID and the
U.S. private sector. Files include, but are not
limited to, copies of proposals, applications,
project authorizations, loan and grant
agreements, contracts, interim project progress
reports, PIO's, etc., and related correspondence.

a. Published or unpublished reports (exclusive of
interim project progress reports), project

concept papers, and any other final project
product.

b. All other project records.

Status Reports on Loans

Reports on private sector initiative loans
showing disbursements, payment progress, etc.,
on status of outstanding loans.

Unsuccessful Investment Opportunity Proposals

Proposals from businesses which did not result in
a loan.
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AUTHORIZED DISPOSITION

Permanent. Cut off at
close of project. Offer
to NARA in 5 yr. blocks,
when most recent records
is 10 yrs. old. (e.g.,
in 1987 offer 1973-77
records. )

Cut off when project is
completed or loan is
paid, as applicable.
Hold in office for 2
years, then retire to
WNRC. Destroy 6 years
after completion of
project.

Cut off annually.
Destroy when 1 year old.

Cut off when withdrawn
or denied. Hold in
office for 2 vears, then
destroy.



VII. PRIVATE ENTERPRISE (PRE) RECORDS

ITEM NO.
07050

07060

07070

07080
07090

DESCRIPTION OF RECORDS

Company Correspondence Files

General correspondence between AID and enter-
prises in the private sector on all aspects of
the AID program for encouraging the participation
of the U.S. private sector in financial trans-
actions which can accelerate the development
process overseas.

Housing, and Urban Development Project Files

Case files on housing construction under the AID
Housing Guaranty Program (HG). Files include, but
are not limited to, guarantee and loan agreements,
implementation agreements, cost schedules, progress
reports, inspection and evaluation reports, and
related documents and correspondence.

a. Basic contractural documents and related materials.

b. Inspection reports on housing construction.

c. General correspondence.

Studies and_Reports on Shelter Activities and
Housing Guaranty Programs

Studies and reports on various aspects of the AID
worldwide shelter sector activities, including the
Housing Guaranty Program. Arranged by subject.
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AUTHORIZED DISPOSITION

Cut off annually. Hold
in office for 2 years,
then destroy.

Cut off when loan is
paid. Hold in office for
3 yrs., then destroy.

Cut off when construction
is completed. Hold in
office for 3 yrs., then
destroy.

Destroy when 2 yrs. old.

Permanent. Cut off
annually. Transfer to
NARA in 5 yr. blocks when
most recent record is 10
yrs. old.



ITEM NO.

08010

08020

08030

08040

08050

VIII. PROGRAM AND POLICY COORDINATION RECORDS

DESCRIPTION OF RECORDS

Donor Coordination Files

International Organizations Files

a.

Correspondence, reports, agendas, and minutes
of meetings of consultative groups and
subsidiary and affiliated organizations
regarding development assistance and AID
liaison with such organizations.

. Working papers for conference sessions, such

as delegate lists, admission cards and badges,
correspondence on arrangements, and duty
schedules.

. Files regarding programs of the UN and its

affiliated organizations, which show relation
to cooperating countries and AID liaison.

. Reports of international conferences attended,

providing the Administrator with a brief
report of the conference or meeting.

. Development Assistance Coordination (DAC)

donor files, consisting of correspondence and
other documents relating to specific donors,
bilateral relations between AID and others,
and information on various donor programs.
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AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Hold in
office for 3 years
after cutoff, then
retire to WNRC. Offer
to NARA in 5 yr. blocks,
when most recent record
is 10 yrs. old. (e.g.,
in 1987 offer 1973-77
records.)

Destroy 1 year after
date of conference.

Permanent. Cut off
annually. Hold in office
for 3 years after cutoff,
then retire to WNRC.
Offer to NARA in 5 yr.
blocks, when most recent
record is 10 yrs. old.
(e.g., in 1987 offer
1973-77 records.)

Permanent. Cut off
annually. Hold in
office for 3 years

after cutoff, then retire
to WNRC. Offer to NARA
in 5 yr. blocks, when
most recent record is 10
yrs. old. (e.g., in 1987
offer 1973-77 records.)

Permanent. Cut off
annually. Hold in office
for 3 years after cutoff,
then retire to WNRC.
Offer to NARA in 5 yr.



VIII.

PROGRAM AND POLICY OOORDINATION RECORDS

ITEM NO.

08060

08070

08080

DESCRIPTION OF RECORDS

National Advisory Council on International
Monetary and Financial Policies Files

Files accumulated by AID documenting the
activities of the Council, chaired by the
Treasury Department, and its periodic meetings.

Multilateral Development Banks Files

Files documenting AID's relations with
multilateral development banks, such as the World
Bank, International Development Bank, etc.,
consisting of minutes of meetings, bank policy
statements, and related correspondence.

Program Evaluation Files

Correspondence, reports, special studies, and
other records pertaining to Agency evaluative
research, socioeconomic impact assessments, and
program evaluation development issues and AID
programs.

a. Final products of the following series:
° Impact Evaluation Reports,
o

Discussion Papers,

° Special Studies,

]

Program Evaluation Reports, and

-}

Program Design and Evaluation Methods
Files.
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AUTHORIZED DISPOSITION

blocks, when most recent
record is 10 yrs. old.
(e.g., in 1987 offer
1973-77 records.)

Cut off annually. Hold
in office for 3 years
after cutoff, then retire
to WNRC. Destroy when 10
years old.

Permanent. Cut off
annually. Hold in
office for 3 years
after cutoff, then re-
tire to WNRC. Offer to
NARA in 5 yr. blocks,
when most recent record
is 20 yrs. old. (e.g.,
in 1987 offer 1963-67
records.)

Permanent. Cut off
annually. Hold in

office for 3 years

after cutoff, then

retire to WNRC. Offer

to NARA in five-vear
blocks when most recent
record is 20 years old.
(e.g., in 1987 offer 1963-
67 records.)



VIII.

PROGRAM AND POLICY OOORDINATION RECORDS

ITEM NO.

08090

08100

DESCRIPTION OF RECORDS

b. Background files and related correspondence.

Project Evaluation Summaries (PES) Files

These files pertain to in-depth studies and
analyses of the social and economic impact of
alternative types of strategies, programs and
projects on the lives of foreign assistance
beneficiaries. Included are copies of studies
and analyses and related correspondence. These
files are not duplicated in the Impact Evaluation
records (Item 4.a above).

Budget Files

Agency Budget Files

See Budget Records of Section I. (01130 - 01150)

Records Common to Most Offices
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AUTHORIZED DISPOSITION

Cut off annually. Hold
in office for 3 years,
then retire to WNRC.
Destroy when 6 years old.

Permanent. Cut off
annually. Hold in
office for 3 years
after cut off, then
retire to WNRC. Offer
to NARA in five-year
blocks when most recent
record is 20 years old.
(e.g., in 1987, offer
1963-67 records.)



ITEM NO.

09010

09020

09030

09040

IX. SCIENCE ADVISOR RECORDS

DESCRIPTION OF RECORDS

Grant Application Files

Applications, memoranda, correspondence, and other
records relating to the decision to accept or reject
grant proposals.

a. Unsuccessful (rejected or withdrawn) applica-
tions.

b. Accepted applications.

Grant Case Files

Proposals or applications, contracts, project reports,
studies, certificates, agreements, memoranda, corres-
pondence, and other records relating to receipt,
review, award, evaluation, status, and monitoring of
grants; allocation of funds; and project budgets.

a. Project reports and studies produced under the
grant.

b. All other documentation related to the grant.
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AUTHORIZED DISPOSITION

Destroy 3 yrs. after
rejection or withdrawal.

Dispose of with related
grant case file (see Item
2 below).

Permanent. Cut off files
when closed. Hold in
office for 2 yrs., then
retire to WNRC. Transfer
to NARA in 5 yr. blocks
when most recent record
is 20 yrs. old.

Cut off files when case
is closed. Hold in
office for 2 yrs., then
retire to WNRC. Destroy
when 6 yrs. old.



ITEM NO.

10010

10020

10030

10040

10050

X. SCIENCE AND TECHNOLOGY (S&T) RECORDS

DESCRIPTION OF RECORDS

S&T Project Files

These files consist of documentation pertaining
to the management of grants, contracts, and
cooperative agreements of centrally funded
projects. Files include, but are not limited to,
copies of proposals, applications, agreements,
contracts, interim progress reports, PIO/T's,
project papers, published and unpublished
reports, and other documents and correspondence
pertinent to the project.

a. Project papers and published or unpublished
reports (exclusive of interim project progress
reports), books, studies, or any other final
product.

b. All other project records.

c. Closed project records stored in WNRC.

Unsolicited Project Proposals

a. Successful proposals

b. Unsuccessful proposals
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AUTHORIZED DISPOSITION

Permanent. Cut off at
close of project. Offer
to NARA in five-year
blocks when most recent
record is 10 years old.
(e.g., in 1987, offer
1973-77 records.)

Cut off when project is
terminated. Hold in
office for 2 years, then
retire to WNRC. Destroy
6 years after termination
of project.

Permanent. Offer all
project records to NARA.
Those not accessioned,
destroy immediately.

File in applicable
project files and apply
authorized disposition as

indicated in Item 1.b.
above.

Cut off when project is
awarded. Hold in office
for 2 years, then destroy.



X. SCIENCE AND TECHNOLOGY (S&T) RECORDS

ITEM NO.

10060

10070

10080

10090

10100

DESCRIPTION OF RECORDS

Memoranda of Understanding (MOU) Files

Copies of signed MOU's with universities

regarding the scope of work to be performed by
institutions under AID strengthening grants and
contracts. Included is related correspondence.

Sector Council Files

Files pertaining to the activities of several AID
councils or committees composed of appropriate AID
staff members to advise the agency in the various
areas (sectors) of AID development assistance to
host countries. Included are meeting agendas, min-
utes of meetings, copies of papers prepared by the
councils, and related records and correspondence.
Arranged chronologically within sector councils.

International Organizations Files

These files consist of correspondence, reports, and
records of meetings and conferences pertaining to
AID interest in the organization, planning, and
operations of international organizations (such as
the Consultative Group on International Agricult-
ural Research (CGIAR) in AID areas of concern.
Arranged by organization and thereunder chronol-
ogically.

Research Advisory Committee (RAC) Files

Documentation accumulated by the Office Of Research

and University Relations (RUR) in its capacity as the

Secretariat for the RAC.

a. Meetings records consisting of agendas, minutes
of meetings, and related documentation on RAC
meetings. Arranged chronologically.

b. Members files, consisting of general material on
the individual RAC members.
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AUTHORIZED DISPOSITION

Cut off when MOU is
cancelled or superseded.
Hold in office for 2
years, then retire to
WNRC. Destroy 6 years
after termmination of
related project.

Permanent. Cut off
annually. Hold in office
for 3 yrs., then retire to
WNRC. Transfer to NARA
when most recent record is
10 yrs. old.

Permanent. Cut off
annually. Hold in office
for 3 yrs., then retire to
WNRC. Offer to in NARA

in 5 yr. blocks when most
recent record is 10 yrs.
old. (e.g., in 1987 offer
1973-77 records.)

Permanent. Cut off
annually. Offer to NARA
in 5 yr. blocks when most
recent record is 10 yrs.
old. (e.g., in 1987
offer 1973-77 records.)

Destroy when superseded,
obsolete, or no longer
needed.



X. SCIENCE AND TECHNOLOGY (S&T) RECORDS

ITEM NO.
10110

10120

10130

10140

10150

10160

DESCRIPTION OF RECORDS

c. Administrative files documenting the routine
housekeeping functions supporting RAC activi-
ties.

Joint Career Corps (JCC) Files

Files consist of correspondence and other records
pertaining to the recruitment of member in the JCC
and AID negotiations with universities on matters
relating to the Corps activities.

a. Agreements with universities.

b. JCC member biographical data file.

c. Correspondence and other general records.

Resource Support Services Agreement Files

These files pertain to the agreement between AID
and the National Science Foundation for the latter
agency to review AID research projects for
scientific soundness before actual commitment.
Included are correspondence, reports, and other
documentation relating to the National Science
Foundation involvement in AID project research
activity.

a. Reports

b. All other documentation.
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AUTHORIZED DISPOSITION

Cut off file annually.
Hold in office for 2 yrs.
then destroy.

Cut off when agreements
is terminated. Hold in
office for 3 yrs., then
destroy.

Cut off when member is
separated from Corps.
Hold in office for 1 yr.
after separation, then
destroy.

Cut off annually. Hold
in office for 3 yrs.,
then destroy.

Permanent. Cut off
annually. Hold in office
for 3 yrs., then retire
to WNRC. Offer to NARA
in 5 year blocks when
most recent document is
10 yrs. old. (e.g., in
1987, offer 1973-77
records.)

Cut off annually. Hold
in office 3 yrs., then
retire to WNRC. Destroy
when 10 yrs. old. )


http:TECHOOI..mY

XII. ADVISORY COMMITTEE ON VOLUNTARY FOREIGN AID RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

12010

Comnittee Meeting Files

General correspondence, copies of meeting agendas,
minutes, and other documentation pertaining to the
proceedings of the individual meetings. Arranged

chronologically. 1 cu. ft. per year.

Permanent. Cutoff
annually. Hold in office
for 3 yrs., then retire to
WNRC. Offer to NARA in 5
yr. blocks when most
recent record is 10 yrs.
old. (e.g., in 1987
offer 1973-77)

12020 Files on Individual Committee Members
Copies of resumes, travel records, and other per- Cutoff files when member-
tinent administrative records. ship is terminated. Hold
in office for 1 yr., then
destroy.
12030 Contract Files on Meetings

Administrative copies of contracts on the individ-
ual meetings (4 per year).
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Cutoff files annually.
Hold in office for 1 yr.,
then destroy.



XIII. BOARD FOR INTERNATIONAL FOOD AND AGRICULTURAL DEVELOPMENT (BIFAD) RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
Meeting Files

Files consisting of such records as notices to the
Federal Register, agendas and minutes of meetings,
discussion papers, transcripts of proceedings, and
related correspondence.

13010 a. Board for International Food and Agricultural De- Permanent. Cut off
velopment (c sed of 7 Board members from the annually. Hold in office
private sector) meetings files. for 3 vyrs., then retire

to WNRC. Offer to NARA
in 5 year blocks when
latest record is 10 yrs.
old. (e.g., in 1987,
offer 1973-77 records.)

13020 b. Joint Committee on Agricultural Research and De- Permanent. Cut off
velopment (JCARD) meeting files. JCARD is composed annually. Hold in office
of 20 members and is a subcoammittee of the Board. for 3 yrs., then retire

to WNRC. Offer to NARA
in 5 year blocks when
latest record is 10 yrs.
old. (e.g., in 1987,
offer 1973-77 records.)

13030 c¢. Bi-annual charters for the board, correspondence Permanent. Cut off files
relating to the charters and amendments to the bi-ennially. Hold in
charter. office for 3 yrs. Offer

to NARA in accumulations
of one cubic foot.

13040 Agricultural Projects Case Files

Documents accumulated in the initial development of Cut off when BIFAD has
agricultural projects under grants with universi- completed its work on
ties. The official project files on these projects initial project nego-
are maintained by the Geographic Bureaus. tiations. Destroy 3 yrs.

after cut off.
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XIV. ADMINISTRATIVE MANAGEMENT RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

14010

14020

14030

14040

14050

14060

This section lists records of the organization, functional management, and emergency
planning of the Agency; administration coordination and relations with other Federal
agencies and with cooperative service type organizations of host governments. It
also includes paperwork and other management systems and programs records.

Formal Directives, Procedural and Operating
Manuals.

Formal directives, distributed as orders, circulars,
or in loose-leaf manual form announcing major
changes in the agency's policies and procedures.

a. Issuances related to agency program functions. Permanent. Cut off files
annually. Hold in office
for 3 yrs. then retire to
WNRC. Offer to NARA in 5
year blocks when 20 yrs.
old (e.g., offer 1970-74
block in 1995). (GRS

16/1.a)

b. Case files related to (a) above which Cut off files annually.
document important aspects of the See Item 14010a above.
development of the issuance. (GRS 16/1.b)

c. Issuances related to routine administrative Destroy when superseded
functions (e.g., payroll, procurement, or obsolete. (GRS 16/1.c)
personnel).

d. Case files related to a. and c. above, which Destroy when issuance is
document routine aspects of development of destroyed. (GRS 16/1.d)
the issuance.

Publications

Pamphlets, reports, leaflets, file manuals,

or other published or processed documents,

or the last manuscript report if not

published, relating to management projects.

a. Record copy with the supporting papers Permanent. See Section 1
which document the inception, scope Items 01390-01410.
and purpose of the project.

b. Working papers and background materials. Destroy when 1 yr. old.

(GRS 16/2.b)
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XIV. ADMINISTRATIVE MANAGEMENT RECORDS

ITEM NO.

14070

14080

14090

14100

14110

14120

DESCRIPTION OF RECORDS

Records Disposition Files

Descriptive inventories, disposal authorizations,
schedules, and reports.

a. Basic documentation of records description and
disposition programs, including SF 115,
Request for Records Disposition Authority;

SF 135, Records Transmittal and Receipt, and
related documentation.

b. Extra copies and routine correspondence and
memoranda.

c. Working papers and background material.

Forms Files

a. One record copy of each form created by an
agency with related instructions and
documentation showing inception, scope,
and purpose of the form.

b. Working papers, background materials,
requisitions, specifications, processing
data, and control records.

Management Improvement Reports

Copies of reports submitted to the Office of
Management and Budget and related analyses
and feeder reports.

Records Holdings Files

Statistical reports of agency holdings including
feeder reports from all offices and data on the
volume of records disposed of by destruction or
transfer.
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AUTHORIZED DISPOSITION

Destroy when related
records are destroyed, or
when no longer needed,
whichever is sooner.

Destroy when no longer
needed for reference.

See item 014180 of this
schedule. (GRS 16/11)

Cutoff when related form
is discontinued, super-
seded or cancelled.:
Destroy 5 yrs. after
related form is discon-
tinued, superseded, or
cancelled. (GRS 16/4.a)

Destroy when related form
is discontinued, super-
seded, or cancelled.

(GRS 16/4.b)

Permanent. Cutoff files
annually. Hold in office
for 3 yrs. then retire to
WNRC. Offer to NARA in 5
yr. blocks when 20 yrs.
old. (e.g., in 1987
offer 1963-67 records.)



XIV.

ADMINISTRATIVE MANAGEMENT RECORDS

ITEM NO.

14130

14140

14150

14160

14170

14180

DESCRIPTION OF RECORDS
a. Records held by the office which prepares
reports on agency-wide records holdings.

b. Records held by other offices.

Project Control Files

Memoranda, reports, and other records documenting
assignments, progress, and completion of projects.

Reports Control Files

Case files maintained for each agency report
created or proposed, including public use
reports. Included are clearance forms,
including SF 83; copies of pertinent forms
or descriptions of format; copies of
authorizing directives; preparation instruc-
tions; and documents relating to the evalu-
ation, continuation, revision, and discon-
tinuance of reporting requirements.

Working Papers

Project background records, such as studies,
analyses, notes, drafts, and interim reports.

Records Management Files

Correspondence, reports, authorizations, and
other records that relate to the management

of agency records, including such matters as
forms, correspondence, reports, mail and files
management ; the use of microforms, ADP systems,
and word processing; records management surveys;
vital records program; and all other aspects of
records management not covered elsewhere in
this schedule.
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AUTHORIZED DISPOSITION

Cutoff annually.
when 3 yrs. old.

16/6.a)

Destroy
(GRS

Destroy when 1 yr. old.
(GRS 16/6.b)

Destroy 1 year after the
year in which the project
is closed. (GRS 16/7)

Cut off when report is

discontinued. Destroy 2
yrs after the reports is
discontinued. (GRS 16/8)

Cut off annually.
Destroy 6 months after
final action on project
report or 3 yrs. after
completion of report if
no final action is taken.
(GRS 16/10)

Cut off annually. Hold
in office 1 yr. retire to
WNRC. Destroy when 6 yrs.
old. Earlier disposal is
authorized if records are
superseded, obsolete, or
no longer needed for ref-
erence. (GRS 16/11)



XIV. ADMINISTRATIVE MANAGEMENT RECORDS

ITEM NO.

DESCRIPTION OF RECORDS

14190 Organizational Files

14200

14210

14220

a. Organizational charts and reorganizational
studies. Graphic illustrations which provide
a detailed description of the arrangement and
administrative structure of the functional
units of an agency. Reorganization studies
of an agency. Reorganization studies are
conducted to design an efficient organizational
framework most suited to carrying out the
agency's programs and include materials such
as final recommendations, proposals, and staff
evaluations. These files also contain admini-
strative maps that show regional boundaries and
headquarters of decentralized agencies or that
show the geographic extent or limits of an
agency's programs and project.

b. Functional statements. Formally prepared
descriptions of the responsibilities assigned to
the senior executive officers of the agency
at the division level and above. If the
functional statements are printed in the Code of
Federal Regulations (CFR), they are not designated
for preservation as a separate series.

c. Agency histories and selected background
materials. Narrative agency histories
including oral history projects prepared by
agency historians or public affairs officers
or by private historians under contract to the
(such as interviews with past and present per-
sonnel) generated during the research stage
may also be selected for permanent retention.
Excluded are electrostatic copies of agency
documents made for convenient reference.

Feasibility Studies

Studies conducted before the installation of any
technology or equipment associated with information
management systems, such as word processing, copiers,
micrographics, and communications. Studies and
system analyses for the initial establishment and
major changes of these systems. Such studies
typically include a consideration of the
alternatives to be proposed system and a
cost/benefit analysis, including an analysis of

the improved efficiency and effectiveness to be
expected from the proposed system.
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AUTHORIZED DISPOSITION

Permanent. Cut off files
annually. Hold in office
for 3 yrs. then retire to
WNRC. Offer to NARA in 5
year blocks when 20 yrs.
old (e.g., offer 1970-74
block in 1995).

(GRS 16/13.a)

Permanent. Cut off files
annually. Hold in office
for 3 yrs. then retire to
WNRC. Offer to NARA in 5
yr. blocks when 20 yrs.
old (e.g., offer 1970-74
block in 1995). (GRS
16/13.b)

Permanent. Cut off files
annually. Hold in office
for 3 yrs. then retire to
WNRC. Offer to NARA in 5
yr. blocks when 20 yrs old
(e.g., offer 1970-74 block
in 1995). (GRS 16/13.c)

Cut off files when study
is complete. Destroy when
the study is 5 yrs. old.
(GRS 16/14)



XIV. ADMINISTRATIVE MANAGEMENT RECORDS

ITEM NO. -

14230

14240

DESCRIPTION OF RECORDS

Emergency Planning Administrative Correspondence

Files

Correspondence files relating to administration
and operation of the emergency planning program,
not covered by Item 1 or elsewhere in this
schedule.

Fmergency Planning Case Files

Case files accumulated by offices responsible
for the preparation and issuance of plans and
directives, consisting of a copy of each plan
or directive issued, with related background

papers.
a. One record copy of each plan or directive

issued, if not included in the agency's
permanent set of master directives files.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 18/27)

Permanent. Cut off when
superseded or obsolete.
Offer to NARA when 15
yrs. old in 10 yr. blocks
(e.g., offer 1970-79
block in 1995). (GRS
18/28.a



XIV. ADMINISTRATIVE MANAGEMENT RECORDS

ITEM NO.
14250

14260

14270

14280

DESCRIPTION OF RECORDS

b. Case file copy of plan or directive if agency

record copy is maintained in a master directives

file and all related background materials.

Emergency Directives Reference Files

Copies of directives and plans issued by the
agency (other than those maintained in case
files described in Item 16 above), as well as
those issued by FEMA, other Federal agencies,
State and local govermments, and the private
sector.

FEmergency Planning Reports

Agency reports or operations tests, consisting
of consolidated or comprehensive reports
reflecting agency-wide results of test conducted
under emergency plans.

Emergency Operations Tests Files

Files accumulating from tests conducted under
agency emergency plans, such as instructions

to members participating in test, staffing
assigmments, messages tests of communications and
facilities, and reports (excluding consolidated

and comprehensive reports under Item 14270 above).
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AUTHORIZED DISPOSITION

Destroy 3 yrs. after
issuance of a new plan or
directive. (GRS 18/28.b)

Destroy when obsolete or
superseded. (GRS 18/29)

Permanent. Cut off when
related plan or directive
becomes obsolete or is
superceded. Offer to
NARA when 15 yrs. old in
10 yr blocks (e.g., offer
1970-79 block in 1995).
(GRS 18/30)

Cut off files annually.
Destroy when 3 yrs. old
(GRS 18.31)



XV. FISCAL MANAGEMENT RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

This Section groups to%ether material regarding the collection, disbursement, and
accounting for Agency funds; the operation of accounting and fiscal reporting

systems; accounting procedures for special programs; payroll operations and allied
functions of a fiscal nature.

Accountable Officer Account Files

Accountable Officers' Files

15010 a. Original or ribbon copy of accountable officers' Cut off files after period
accounts maintained in the agency for site audit covered by account. Hold
by GAO auditors, consisting of statements of in office 3 yrs then
transactions, statements of accountability, retire to WNRC. Destroy 6
collection schedules, collection vouchers, dis- yrs and 3 months after
busement vouchers, and all other schedules and period covered by account.
vouchers or documents used as schedules or (GRS 6/1.a)

vouchers, exclusive of freights records and pay-
roll records described elsewhere in this section.
These records document only the basic financial
transaction, money received and money paid out or
deposited in the course of operation of the agency.
All copies except the certified payment or
collection copy, usually the original or ribbon
copy, and all additional or supporting documentation
not involved in an integrated system are covered by
succeeding items in this section.

Site audit records include, but are not limited
to, the Standard Forms and Optional Forms listed
below. Also included are equivalent agency forms
which document the basic financial transactions
as described above.

SF 224, Statement of Transactions

SF 1034, Public Voucher for Purchase and Services
Other Than Personal

SF 1036, Statement of Certificate and Award

SF 1047, Public Voucher for Refunds

SF 1069, Voucher for Allowance at Foreign Post

of Duty

SF 1080, Voucher for Transfer Between Appropriations
and/or Furnds

SF 1081, Voucher and Schedule of Withdrawals and
Credits

SF 1096, Schedule of Voucher Deductions

SF 1097, Voucher and Schedule to Effect Correction
of Errors
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XV. FISCAL MANAGEMENT RECORDS
ITEM NO. DESCRIPTION OF RECORDS
SF 1098, Schedule of Cancelled Checks
SF 1113, Public Voucher for Transportation Charges
OF 1114, Bill of Collection
OF 114A, Official Receipt
OF 114B, Collection Voucher
OF 1129, Reimbursement Voucher
OF 1143, Advertising Order
OF 1145, Voucher for Payment Under Federal Tort
Claims Act

OF 1154, Public Voucher for Unpaid Compensation
Due a Deceased Civilian Employee

OF 1156, Public Voucher for Fees and Mileage

OF 1166, Voucher and Schedule of Payments

OF 1185, Scheudle of Undeliverable Checks for
Credit to Govermment Agencies

OF 1218, Statement of Accountability (Foreign
Service Account)

OF 1219, Statement of Accountability

OF 1220, Statement of Transactions According to
Appropriation, Funds and Receipt Accounts

OF 1221, Statement of Transactions According to
Appropriations, Funds and Receipt Accounts
(Foreign Service Account).

15020 b. Memorandum or extra copies of accountable
officers' returns including statements of
transactions and accountability, all supporting
vouchers, schedules, and related papers not
covered elsewhere in this schedule, and excluding
freight records covered by Section XX and payroll
records covered by Section XV.

15030 GAO Exceptions Files

General Accounting Office notices of exceptions,
such as Standard Form 1100, formal or informal,

and related correspondenc.

Certificates of Settlement Files

Copies of certificates and settlement of accounts
of accountable officers, statements of differences,
and related records.

15040 a. Certificates covering closed account settlements,

supplemental settlements, and final balance
settlements.
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AUTHORIZED DISPOSITION

Cut off files after period
covered by account.
Destroy 3 yrs after the

period of the account.
(GRS 6/1.b)

Destroy 1 yr. after excep-
tion has been reported as
cleared by GAO. (GRS 6/2)

Cut off files after

settlement. Destroy 2 yrs.
after date of settlement.
(GRS 6/3.a)



XV. FISCAL MANAGEMENT RECORDS

ITEM NO.

15050

15060

15070

15080

15090

15100

15110

15120

DESCRIPTION OF RECORDS

b. Certificates covering periodic settlements.

General Fund Files

Records relating to availability, collection,
custody and deposit of funds including approp-
riation warrants and certificates of deposit
(SF 215), other than those records covered by
Item 1 of this Section.

Accounting Administrative Files

Correspondence, reports and data relating to

voucher preparation, administrative audit, and

other accounting and disbursing operations.

a. Files used for workload and personnel
management purposes.

b. All other files.

Federal Personnel Surety Bond Files

a. Official copies of the bond and
attached powers of attorney.

1) Bonds purchased before
January 1, 1956.

2) Bonds purchase after
December 31, 1955.

b. Other bonds files, including other copies
of bonds and related papers.

Gasoline Sales Tickets

Hard copies of sales tickets filed in support of
paid vouchers for credit card purchases of gasoline.

Page 46

AUTHORIZED DISPOSITION

Destroy when subsequent
certificate of settlement
is received. (GRS 6/3.b)

Cut off files annually
Destroy when 3 yrs. old.
(GRS 6/4)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 6/5.a)

Cut files annually.
Destroy when 3 yrs. old.
(GRS 6/5.b)

Destroy 15 yrs. after bond
becomes inactive. (GRS
6/6.a)

Destroy 15 yrs after the
end of the bond premium
period. (GRS 6/6.a.(2))

Destroy when bond becomes
inactive or after the end

of the bond premium
period. (GRS 6/6.b)

Cut off files annually.
Destroy after GAO audit
or when 3 yrs. old,
whichever is sooner.
(GRS 6/7)



XV.

FISCAL MANAGEMENT RECORDS

ITEM NO.

15130

15140

15150

15160

15170

15180

DESCRIPTION OF RECORDS

Telecommunications Records

a. Originals and copies of toll tickets filed
in support of telephone toll call payments.

b. Originals and copies of telegrams filed in
support of telegraph bills.

Transportation Voucher Files

Vouchers identified by "T'' prefixed to the
voucher and schedule of payment number
which involves U.S. Tariff rates.

Claims Files

Documentation and claimants who suffer loss of
property and effects and other loss.

Expenditure Accounting Files

Expenditures Accounting General Correspondence

and Subject Files

Correspondence or subject files maintained by
operating units responsible for expenditures
accounting, pertaining to their internal oper-
ations and administration.

Accounting Ledgers

a. General accounts ledgers, showing debit
and credit entries, and reflecting
expenditures in summary.

Page 47

AUTHORIZED DISPOSITION

Cut off files annually.
Destroy after GAO audit
or when 3 yrs old,
whichever is sooner.
(GRS 6/8)

Cut off files annually.
Destroy after GAO audit
or when 3 yrs old,

whichever is sooner.
(GRS 6/9)

Cut off files when paid.*
Destroy 10 yrs after
payment. *Note:

Vouchers are sent to GSA
for review on monthly
basis.

Cut off files when
resolved. Hold in office
3 yrs. then retire to
WNRC. Destroy 6 yrs.
after settlement of claim.

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 7/1)

Cut off files annually.
Hold in office 3 yrs.
then retire to WNRC.
Destroy 6 yrs, 3 months
after the close of the
fiscal year involved.
(GRS 7/2)



XV. FISCAL MANAGEMENT RECORDS

ITEM NO. DESCRIPTION OF RECORDS

15190 b. Agpropriation Allotment Ledgers showing status
of obligations and allotments under each auth-
orized appropriation.

Expenditure Accounting Posting and Control Files

Records used as posting and control media, sub-
sidiary to the general and allotment ledgers,
and not elsewhere covered in this schedule.

15200 a. Original records.

15210 b. Copies.

Stores Plant and Cost Accounting Files

(See Section XVI. GENERAL SUPPORT SERVICES RECORDS).

Employee Services Files

15220 Individual Accounts Files

Individual earning and service cards, such as
Optional Form 1127 or equivalent.

15230 Payroll Correspondence Files

General correspondence files maintained by

payroll units pertaining to payroll preparation
and processing.
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AUTHORIZED DISPOSITION

Cut off files annually.
Hold in office 3 yrs then
retire to WNRC. Destroy
6 yrs 3 months after the
close of the fiscal year
involved. (GRS 7/3)

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 7/4.a)

Cut off files annually.
Destroy when 2 yrs old.
(GRS 7/4.b)

Transfer to the National
Personnel Records Center
(NRPC), St. Louis,
Missouri. (a) If filed
in official personnel
folder (OPF) or in
individual pay folder
adjacent to the OPF,
destroy with the OPF.

(b) If not in or filed
adjacent ot the OPF,
destroy 56 yrs. after the
date of the last entry on
the card. (GRS 2/1)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 2/2)



XV. FISCAL MANAGEMENT RECORDS

ITEM NO.

15240

15250

15260

15270

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
Time and Attendance Reports Files
a. Forms such as Optional Form 1130 or equivalent.

1) Payroll preparation and processing copies. Cut off files annually.
Destroy after GAO audit
or when 3 yrs. old,
whichever is sooner.
(GRS 2/3.a.(1))

2) All other copies. Destroy 6 months after
the end of the pay
period. (GRS 2/3.a.(2))

b. Flexitime Attendance Records.

Supplemental time and attendance records, such Cut off files annually.
as sign-in/sign-out sheets and work reports, Destroy after GAO audit or
used  for time accounting under Flexitime systems. when 3 yrs. old,

whichever is sooner.

(GRS 2/3.b)

Individual Pay Case Files

Folders containing documents pertaining to employees Cut off files when

. pay history including allotments from purchases employee separates. Hold
documents, leave data, SF 50s, payroll change slips, in office 3 yrs then
income tax and retirement material, levied and retire to WNRC. Destroy
garnishment records and related other documents and 7 yrs. after separation
correspondence. of employee.

(1) NOTE: This item brings together documents
pertaining to the pay history of indivi-
dual employees. The retention period
prescribed exceeds those contained in
General Records Schedule 2, Payrolling
and Pay Administration Records for all of
the documents which some agencies do not
bring together in one separate record
series but rather maintain in several
series. The 7 year retention period
satisfies all Agency needs for the
records based on reference experience
over an extended period of time.
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XV. FISCAL MANAGEMENT RECORDS

ITEM NO.

15280

15290

15300

15310

15320

15330

DESCRIPTION OF RECORDS

(2) See Treasury Fiscal Requirements Manual,

AUTHORIZED DISPOSITION

para, 60 20.20e for instructions relating
to savings bonds authorizations, and FPM

Chapter 550, Subchapter 3, Part 8, for
instructions relating to CFC authoriza-

tions.

Bond Registration Files

Issuing agent's copies of bond registration stubs.

Bond Receipt and Transmittal Files

Receipts for transmittals of U.S. Savings Bond and
checks.

Budget Authorization Reference Files

Copies of budget authorizations in operating
payroll units used to control personnel ceilings
and personnel actions.

Payroll Files

Memorandum copies of payrolls, check lists,
and related certification sheets, such as SF
1013A, SF 1128A, or equivalents.

a. Security copies of documents prepared or
used for disbursement by Treasury disbursing
offices, with related papers.

b. All other copies.

1) 1If earning record card is maintained.

2) If earning record card is not maintained.
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Cut off files annually.
Destroy when 2 yrs. old.
(GRS 2/5)

Destroy 3 months after
date of receipt. (GRS
2/6)

Destroy when superseded.
(GRS 2/12)

Destroy when Federal
Record Center receives
second subsequent payroll
or checklist covering the
same payroll unit. (GRS
2/13.a)

Cut off annually.
Destroy after GAO audit
or when 3 yrs. old,
whichever is sooner.
(GRS 2/13.b.(1))

Transfer to NPRC, St.
Louis, Missouri when 3
yrs. old. Destroy when
10 yrs. old. (GRS
2/13.b.(2))



XV. FISCAL MANAGEMENT RECORDS

ITEM NO.
15340

15350

15360

15370

15380

15390

15400

DESCRIPTION OF RECORDS

Payroll Control Files

Payroll control registers.

Fiscal Schedules Files

Memorandum copies of fiscal schedules used in the
payroll process.

a. Copy used in GAO audit.

b. All other copies.

Administrative Payroll Report Files

Reports, statistics, with supporting
and related records pertaining to payroll
operations and pay administration.

a. Reports and data used for workload and
personnel management purposes.

b. All other reports and data.

Insurance Deduction Files

Reports and related papers including copies of
vouchers and schedules of payments pertaining to
insurance deductions.

Wage Survey Files

Wage survey reports and data, working papers
and related correspondence pertaining to area
wages paid for each employee class; background
papers establishing need, authorization, direc-
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy after GAO audit
or when 3 years old,

whichever is sooner.
(GRS 2/14)

Cut off files annually.
Destroy after GAO audit
or when 3 yrs. old,
whichever is sooner. (GRS
2/16.a)

Destroy 1 month after the
end of the pay period.
(GRS 2/16.b)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 2/17.a)

Cut off files annually.
Destroy when 3 yrs. old.
(RS 2/17.b)

Cut off files annully.

Destroy when 3 yrs. old.
(GRS 2/22)

Cut off files after
completion of wage survey.
Destroy after completion
of second succeeding wage



XV. FISCAL MANAGEMENT RECORDS

ITEM NO.

15410

15420

15430

15440

15450

15460

15470

DESCRIPTION OF RECORDS

tion, and analysis of wage surveys; development
and implementation of wage schedules; and request
for and authorization of specific rates
(excluding authorized wage schedules and wage
survey recapitulation sheets).

Loan Services Files

Loan Files

Folders containing loan agreements, loan guaranty
documents, slected project implementation letters
(PILS), amortization schedules, and related
documents pertaining to loans with host counties
under foreign aid program.

Payment Files

These files consist of:

a. Payment records on grants and contracts,
including investment guarantee contracts,
with private contractors.

b. Letters of comitments and related document-
ation pertaining to program funded projects
with host countries.

c. Bank letters of credit.

Ledgers

Investiment Guaranty and loan accounting records
showing totals of payment activity.

a. Investment Guaranty Ledger showing amounts

of coverage and prepayments for each contract.

b. Investment Guaranty General Ledger showing
monthly totals reflecting activity.

c. Individual Loan Ledger.
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AUTHORIZED DISPOSITION

survey. (GRS 2/24)

Cut off files when loan is
paid. Hold in office 3
yrs. then retire to WNRC.
Destroy 6 yrs 3 months
after loan is paid and no
claims are qtfistanding.

Cut off files when payment
is made. Hold in office 3
years then retire to WNRC.
Destroy 6 yrs. 3 months
after payment.

Destroy 6 yrs. 3 months
after contract
termination.

Destroy 6 yrs. 3 months
after contract
termination.

Destroy 6 yrs. 3 months
after final payment or
determination that loan
is uncollectable.



ITEM NO.

16010
16020

16030

16040

16050

16060

16070

16080

XVI. GENERAL SUPPORT SERVICES RECORDS

DESCRIPTION OF RECORDS

AUTHORIZED DISPOSITION

This Section groups together records relating to internal service operations;
acquisition, allocation, and administration of agency space; building maintenance,
safety and protection; administration and accountability for supplies and equipment;
motor pool operation and maintenance; library, printing, reproduction, and

distribution services provided for Agency internal operating purposes.

It does not

provide for the disposition of records pertaining to the procurement of items, see

XVIII.

PROCUREMENT AND CONTRACTING RECORDS.

Building Services Records

a.

Requisition for nonpersonal services such as
laundry, telephone duplicating, and bindings.

. Plant accounting cards and ledgers pertaining

to structures.

. Requests for building and equipment maintenance,

moving service, and electrical (including reno-
vation), except fiscal copies.

Building Protection Records

a.

Security check on lock cabinet forms, record

of personnel opening and closing combination
or lock files or vaults each day, or performing
room security check at close of day.

. Copies of security inspections of Government

and privately owned buildings.

. Copies of investigative reports of fires or

other property damage and reports of minor
building damage.

. Material regarding accountability of keys issued:

1) For security area

2) For nonsecure areas
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Destroy when 1 yr. old.
(GRS 3/8)

Destroy when structures
leave AID control.

Destroy 2 yrs. after
completion of work or
cancellation of requisi-
tion. (GRS 3/9.a)

Destroy when 1 yr. old.
(GRS 18/19)

Destroy when 4 yrs. old.
(GRS 18/10 and 11)

Destroy when 2 yrs. old.
(GRS 18/12)

Destroy 3 yrs. after
turn-in of key. (GRS
18/17.a)

Destroy 6 months after
turn-in of key. (GRS
18/17.b)



XVI. GENERAL SUPPORT SERVICES RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

16090 e. Registers or logs of visitors admitted to Destroy 2 yrs. after final
security areas. entry or 2 yrs. after
date of document, as
appropriate.

(GRS 18/18.b)
16100 Building and Occupant Safety Records

Material regarding protection of buildings and Cut off files annually.
occupants from damage or injury. Includes fire Destroy when 3 yrs. old.
drills, civilian defense measures such as

designation of shelter areas, etc.

Telephone Use Records

16110 a. General correspondence on telephone and radio Cut off files annually.
service, not involving interagency agreements. Destroy when 3 yrs. old.
: (GRS 12/2.b)
16120 b. Interagency agreements for AID use of telephone Cut off files after termi-
facilities. : nation of agreement.

Destroy 2 years after
termination of
agreement. (GRS 12/2.e)

16130 c. Telephone installation or service general files. Destroy when 3 yrs. old.
(GRS 12/2.b)

16140 d. Telephone statements and toll slips. Dispose of with covering
voucher. (GRS 6/8)

16150 e. Telephone directories. Destroy when superseded
or obsolete. (non-record)

Equipment and Supplies Records

16160 a. General routine correspondence regarding receipt, Cut off files annually.
transfer, and assignment of personal property. Destroy when 2 yrs. old.
(GRS 3/3 and 4/4)
16170 b. Requisitions for supplies and equipment from Cut off files when order
current inventory. is complete.
16180 1. Stockroom Copies Destroy 2 yrs. after com-
pletion of order. (GRS
3/9.a)
16190 2. Requesting office copy Destroy when 6 months

old. (GRS 3/9.b)
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model number, acquisition cost, and market value.

j. Case files on sales of surplus property, compri-

sing invitations, bids, acceptance, listings of
materials, evidence of sales, and related corres-

which represent departure from established

XVI. GENERAL SUPPORT SERVICES RECORDS

ITEM NO. DESCRIPTION OF RECORDS

16200 . Requisition Register showing receipt and
progress of pending requisitions.-

16210 . Inventory listings of supplies and equipment.

16220 . Reports of surveys of personal property.

16230 . Property pass files authorizing removal to
persona custody of government property.

16240 . Files of Reports of Excess Personal Property
(SF 120) and correspondence relating to
personal property disposal.

16250 . Quarterly Utilization and Disposal of
Excess and Surplus Personal Property Reports.

16260 Excess Property Disposal Record, describing
pondence:

16270 1) Transactions of $10,000 or less.

16280 2) Transactions of more than $10,000.

16290 3) Transactions of more than $25,000

sales or disposal procedures.
16300

. Material documenting ownership or custody of

aircraft by AID, including assigmment to a
particular overseas office, flight plan
summary, detachment and disposition.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 2 yrs. old.

Cut off files when equip-
ment is transferred.
Destroy 2 yrs. after date
of list. (GRS 3/9.a)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 4/4)

Destroy 3 months after
return of property. (GRS
18/13)

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 4/5)

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 4/5)

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 4/5)

Cut off files after final
payment. Destroy 3 yrs.
after final payment.

Cut off files after final
payment. Destroy 6 yrs.
after final payment.

Send report of files to
M/SER/MO/PA/RM.

Destroy 5 yrs. after
aircraft leaves AID
control.



XVI. GENERAL SUPPORT SERVICES RECORDS

ITEM NO.

16310

16320

16330

16340

16350

16360

16370

16380

16390

16400

16410

16420

DESCRIPTION OF RECORDS

1. Invoices and related files used for stores
accounting, including returns and reports.

m. Listings and work papers used in accumulating
stores accounting data.

n. Plant accounting cards, reports, ledgers, and
inventories covering household type equipment
and furnishings.

0. Plant accounting reports, ledgers, and inven-

tories covering office equipment and furnishings.

p. General administrative correspondence relating
to acquisition, use, and release of office
equipment and furnishings.

Library Service Files

a. General correspondence regarding library opera-
tion and service.

b. Library accession records showing publications
received.

c. Control cards for items charged from library.

Motor Pool Operation Files

a. Annual Motor Vehicle Report (SF 82) and other
reports regarding vehicles and motor pool
operations.

b. Material regarding motor vehicle accidents.

c. Vehicle Dispatch Register, showing time,
destination, and driver of vehicle, or
individual trip tickets reflecting use of

vehicles (except copies used in collection of
funds).

d. Correspondence regarding on individual vehicles.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 8/3)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 8/5)

Destroy 3 yrs after item
is withdrawn from plant
account. (GRS 8/6)

Destroy 3 yrs after item
is withdrawn from plant
account. (GRS 8/6)

Cut off files annually.
Destroy when 3 yrs. old.

Cut off files annually.
Destroy when 2 yrs. old.

Destroy when no longer
needed.

Destroy when no longer
needed.

Cut off files annually.
Destroy when 4 yrs. old.
(GRS 10/4)

Cut off files after close
of case. Destroy 6 vyrs.
after close of case.

(GRS 10/5)

Destroy when 1 year old.

Cut off files annaully.
Destroy when 2 yrs. old.
(GRS 10/1)



XVI. GENFRAL SUPPORT SERVICES RECORDS

ITEM NO.

16430

16440

16450

16460

16470

16480

16490

16500

DESCRIPTION OF RECORDS

. Operating records on individual vehicles.

. Maintenance records on individual vehicles.

. Material regarding individual employee operation

of Govermment-owned vehicles, including appli-
cation forms, drivers' tests, authorization to
use, and safe-driving awards.

. Vehicle Release files, including Certification

of Release, or evidence of sale, transfer or
exchange.

Reproduction and Distribution Services Files

a.

Correspondence pertaining to printing and
distribution unit regarding administration
and operation of the office.

. Agency reports to Joint Committee on Printing

regarding operation and equipment inventories
of printing facility.

. Control registers, logs and forms pertaining to

requistions and work orders for printing.

. Requisitions for printing, binding, etc., to

Govermment Printing Office:

1) Copy of requisition, invoice, specification,
and related papers.
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AUTHORIZED DISPOSITION

Destroy when 3 months
old. (GRS 10/2.a)

Destroy when 1 yr. old.
(GRS 10/2.b)

Destroy 3 yrs. after sep-
aration of employee or 3
yrs. after recision or
expiration of permit,
whichever is earlier.
(GRS 10/7)

Cut off files when vehicle
leaves AID control.
Destroy 4 yrs. after
vehicle leaves AID
custody. (GRS 10/6)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 13/2)

Cut off files annually.

Destroy when 2 yrs. old.
(GRS 13/6)

Cut off files annually.
Destroy when 1 yr old.
(GRS 13/4)

Cut off files on comple-
tion or cancellation.
Destroy 3 yrs. after
completion or cancel-
lation or order.



XVI. GENERAL SUPPORT SERVICES REQORDS

ITEM NO.

16510

16520

16530

16540

16550

16560

16570

16580
16590

DESCRIPTION OF RECORDS
e. Job or project case files covering planning and
execution of duplication, collating, and binding
(except GPO jobs, for which see above):

1) Jobs performed by Agency.

2) Commercial contract jobs.

f. Mailing and distribution lists and related material:

1) Correspondence, request forms, and other
records regarding changes to mailing lists.

2) Card lists.

3) Plate or stencil lists (including the plate
or stencil).

Space Files

a. General correspondence files of the office respon-
sible for space and maintenance matters, including

warehousing, pertaining to its own operation and
administration.

b. Records regarding allocation, utilization,
occupancy, and release of space under AID
control:

1) Building plans and related records utilized

in space planning, assignment, and adjust-
ment.

2) Cards on individual occupants.

1166), listing land, buildings, and other
facilities,
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. Space reports including but not limited to Annual
%egort of Real Property Owned by U. S. Goverrnment
S

AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 1 yr. old.
(GRS 13/3.a)

Cut off files annually.
Destroy when 6 yrs. old.
(GRS 3/4)

Destroy after revision of
list. (GRS 13/5.a)

Destroy individual cards
when cancelled or
revised. (GRS 13/5.b)

Destroy when cancelled or
revised. (GRS 13/5.c)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 11/1)

Destroy 2 yrs. after term-
ination of assignment,
when lease is cancelled,
or when plans are
superseded or obsolete
(GRS 11/2.a)

See b. 1) above.

Cut off files annually.
Destroy when 3 yrs. old.
(RS 11/2.b(1))



XVI. GENERAL SUPPORT SERVICES RECORDS

ITEM NO.

16600

16610

16620

16630

DESCRIPTION OF RECORDS
Non-Residential Real Property Report,

Sumnary of Number of Installations owned by United
States as of end of fiscal year (GSA Form 1209),

Quarterly Agency Space Report (D.C. and adjacent
areas), providing current information on AID
utilization of space in and around D. C.,

General Purpose and Other Space Managed by GSA
(GSA Form 1731) -- estimated amounts to be trans-
ferred to GSA to finance space for expansion and
other purposes, etc.

d. Records documenting Agency use, custody, or
rental of office space, indicating square footage
held, organizational component in the space,
dates of occupancy, and location or address.

e. lease files on domestic and overseas offices.
Copies of leases, renewals, termination notices,
and related papers.

f. Papers used in space planning, assigmment, and
ad justment, including space requests, surveys,
floor plans, moving schedules, and issuance of
passes and permits (to conference rooms, dining
rooms, etc.).

Real Property Files

Title papers documenting the acquisition and disposi-
tion overseas real property (by purchase, donation,
exchange, or otherwise?eincluding astract or certi-
fication of title or equivalent and related corres-
pondence.
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AUTHORIZED DISPOSITION

Destroy 2 yrs. after term-
ination of occupancy.

Cut off files when lease
terminates. Destroy 3
yrs. after lease
terminates or is
cancelled, or 3 yrs.
after conclusion of
litigation (if any)
whichever is later.

Destroy 2 yrs. after space
is released. (GRS 11/1)

Permanent. Cut off at end
of FY when inventory is
disposed of, transfer to
NARA in 5 yr. blocks when
most recent record is 10
yrs. old.



XVII. PERSONNEL RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

17010

17020

17030

17040

17040

17050

This Section covers all phases o6f personnel administration, including position
classification and standards; recruitment, appointment, placement and separation of

employees; employee-management relations and necessary personnel services; programs;
and conditions of employment.

Official Personnel Folders

Folders on Civil Service and Foreign Service AID
employees. These records are designated as property
of the Civil Service Commission and are maintained
in accordance with the Federal Personnel Manual:

a. All copies of correspondence and forms main- Destroy upon transfer or
tained as temporary records on the left side separation of employee or
of the folder, in accordance with FPM. when 1 yr. old, whichever

is sooner. (GRS 1/10)

b. Folders of employees transferring to another See Federal Personnel
agency. Manual. (GRS 1/1.b(1))

c. Folders of separated employees. Transfer to inactive

files upon separation,
and forward to Federal
Records Center, St.
Louis, within:

1. 6 months for FS
employees.

2. 30 days for GS

employees.
(GRS 1/1) (GRS 1/1.b.(2))

Service Record Cards

Service Record Card (Standard Form 7 or its

equivalent).
a. Cards for employees separated or transferred Transfer to NPRC (CPR),
on or before December 31, 1947. St. Louis, Missouri.
Destroy 60 vrs. after
earliest personnel action
date. (GRS 1/2.a)
b. Cards for employees separated or transferred Cut off when employee sep-
on or after January 1, 1948. arates. Destroy 3 vrs.

after separation or
transfer of employee.
(GRS 1/2.b)
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XVII. PERSONNEL RECORDS

ITEM NO.
17060

17070

17080

17090

17100

17110

17120

17130

DESCRIPTION OF RECORDS

Personnel Correspondence Files

Correspondence, reports, memoranda, and other
records relatin% to the general administration
and operation of personnel functions, but
excluding records specifically described else-
where in this schedule and records maintained
at agency staff planning levels.

Offers of Employment Files

Correspondence, letters, and telegrams offering
appointments to potential employees.
a. Accepted offers.
b. Declined offers.
1) When name is received from certificate of

eligibles.

2) Temporary or excepted appointment.

3) All others.

Certificate of Eligibles Files

Certificates of eligibles with related requests,
forms, correspondence, and statement of reasons

for passing over a preference eligible and selecting
a nonpreference eligible.

Employee Record Cards

Employee record cards used for informational
purposes outside personnel office (such as SF 7-B).

Position Classification Files

a. Position Classification Standards Files.
1) Standards and guidelines issued or reviewed

by OPM and used to classify and evaluate
position within the agency.

Page 61

AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 3 years old.
(GRS 1/3)

Destroy immediately.
(GRS 1/4.3)

Return to OPM with reply
and application. (GRS
1/4.b.(1))

File inside application
(see item 15 of this
section.) (GRS 1/4.b(2))

Destroy immediately.
(GRS 1/4.b(3))

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 1/5)

Destroy on separation or
transfer of employee.
(GRS 1/6)

Destroy when superseded or
obsolete. (GRS 1/7.a.(1))



ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

XVII. PERSONNEL RECORDS

2) Memoranda, correspondence and other records
relating to the dggelo nt of standards for

classification of positions peculiar to the
agency and OPM approval or disapproval.

17140 (a) Case File. Cut off when position is
abolished. Destroy 5
yrs. after position is
abolished or description
is superseded. (GRS
1/7.a.(2)(a))

17150 (b) Review File. Destroy when 2 yrs. old.
(GRS 1/7.a.(2)(b))

b. Position Descriptions.

Files describing established positons including
information on title, series, grade, duties and
responsibilities.

17160 1) Record copy. Cut off when position is
abolished. Destroy 5
yrs. after position is
abolished or description,
superseded. (GRS
1/7.b.(1))

17170 2) All other copies. Destroy when position is
abolished or description
sugerseded. (GRS
1/7.

b.(2))
c. Survey Files.

17180 1) Classification Survey Reports. Survey Cut off files annually.
reports on various positions prepared by Destroy when 3 yrs. old or
classification specialists, including peri- 2 yrs. after regular
odic reports. inspection, whichever is

) sooner. (GRS 1/7.c.(l))

17190 2) Inspection, Audit and Survey File. Correspon- Destroy when obsolete or
dence, memoranda, reports and other records superseded. (GRS
relating to inspections, surveys, desk audits 1/7.¢.(2))

and evaluations.
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XVII. PERSONNEL RECORDS

ITEM NO.

17200

17210

17220

17230

17240

17250

17260

DESCRIPTION OF RECORDS
d. Appeals Files.

Case files relating to classification appeals.

Interview Records

Correspondence, reports and other records relating
to interviews with employees.

Performance Rating Board Case Files

Copies of case files forwarded to OPM relating to
performance rating board reviews.

Temporary Individual Employee Records

All copies of correspondence and forms maintained
on the left side of the Official Personnel Folder

in accordance with Federal Personnel Manual, Chapter

293, and Supplement 293-31.

Position Identification Strips

Strips such as Standard Form 7D, used to provide
summary data on each position occupied.

Employee Awards Files

a. General awards records.

1) Case files including recommendations,
approved nominations, memoranda, cor-
respondence, reports and related handbooks
pertaining to agency-sponsored cash and
non-cash awards such incentive awards,
within-grade merit increases, suggestions,
and outstanding performance.

2) Correspondence or memoranda pertaining to
awards from other govermment agencies or
private organizations.
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AUTHORIZED DISPOSITION

Cut off when case is
closed. Destroy 3 yrs.
after case is closed.
(GRS 1/7.4)

Destroy 6 months after
transfer or separation of
employee. (GRS 1/8)

Cut off files when case is
closed. Destroy 1 year
after case is closed.

(GRS 1/9)

Destroy upon separation or
transfer of employee or
when 1 year old, whichever
is sooner. (GRS 1/10)

Destroy when position is
cancelled or new strip is
prepared. (GRS 1/11)

Cut off files after
approval /disapproval.
Destroy 2 yrs. after
cutoff. (GRS 1/12.a.(1))

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 1/12.a.(2))



XVII.

PERSONNEL RECORDS

ITEM NO.

DESCRIPTION OF RECORDS

17270 b. Length of Service and Sick Leave Awards Files.

17280

17290

17300

17310

17320

17330

Records including correspondence, memoranda,
reports, computations or service and sick
leave, and list of awardees.

c. Letters od Commendation and Appreciation.
Copies of letters recognizing length of
service and retirement and letters of appreci-
ation and commendation for performance,

EXCLUDING copies filed in the Official Per-
sonnel Folder.

d. Lists or Indexes to Agency Award Nominations.

Lists of nominees and winners, and indexes of
nominations.

Incentive Awards Program Reports

Reports pertaining to the operation of the Incentive
Awards Program.

Notifications of Personnel Actions

Standard Form 50 documenting initial employment,
promotions, transfers in or out, separation, and
all other individual personnel actions, exclusive
of those in Official Personnel Folders.

a. Chronological file copies, including fact sheets,

maintained in personnel offices.

b. All other copies maintained in personnel offices.

Employment Applications

Applications (Standard Form 171) and related
records, EXCLUDING records relating to appointments
requiring Senatorial confirmation and applications

resulting in appointment which are filed in the
Official Personnel Folder (see item 1 above).
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 1 yr. old.
(GRS 1/12.b)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 1/12.c)

Destroy when superseded or
obsolete. (GRS 1/12.d)

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 1/13)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 1/14.a)

Cut off files annually.
Destroy when 1 yr. old.
(GRS 1/14.b)

Destroy upon receipt of
OPM inspection report or
when 2 yrs. old, whichever
is earlier, provided the
requirements of the
Federal Personnel Manual
Chapter 333, Section A-4,
are observed. (GRS 1/15)



DESCRIPTION OF RECORDS

Personnel Operations Statistical Reports

Statistical reports in the operating personnel
office and subordinate units relating to per-
sonnel management activities within the agency.

Correspondence and Forms Files

Operating personnel office records relating to
individual employees not maintained in Official

Personnel Folders and not provided for elsewhere

a. Correspondence and forms relating to pending

1) Registers from which reduction-in-force

actions have been taken.

2) Registers from which no reduction-in-force
actions have been taken.

c. All other correspondence and forms.

XVII. PERSONNEL RECORDS
ITEM NO.
17340

in this schedule.
17350

personnel actions.

b. Retention Registers.
17360
17370
17380
17390 Medical Case Files

Consist of medical histories, examinations, in-
cluding laboratory reports, hospital reports and

clinical interviews, and other material pertaining

to Foreign Service employees and their eligible
dependents and employees of other Government

agencies who are participating in the medical and
health programs of the Department of State.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 1/16)

Destroy when action is
completed. (GRS 1/17.a)

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 1/17.b.(1)))

Destroy when superseded or
obsolete. (GRS
1/17.b.(2))

Destroy when 6 months
old. (GRS 1/17.c)

Cut off when employee sep-
arates. Retire to NPRC
St. Louis, MO., 2 yrs.
after separation. Destroy
17 yrs. after separation
or last action. (NC1-59-
76-12, item la) (Disposal
suspended per GSA FPMR
Bulletin B112, August 5,
1981.)



DESCRIPTION OF RECORDS

Employee Performance File System Records

a. Non-SES appointees (as defined in 5 USC 4301(2)).

Appraisals of unacceptable performance,
a notice of proposed demotion or removal
is issued but not effected, and all
related documents.

Performance records superseded through
an administrative, judicial, or quasi-
judicial procedure.

Performance-related records pertaining to
a former employee.

All other sumary performance appraisals
records, including performance appraisals
and job elements and standards upon which

Support ing documents.

appointees (as defined in 5 USC 3132a(2)).
Performance records superseded through an

administrative, judicial, or quasi-judicial

Performance-related records pertaining to
a former SES appontee.

XVII. PERSONNEL RECORDS
ITEM NO.
17400 1)
17410 2)
17420 3)
17430 4)

they are based.
17440 5)

b. SES

17450 1)

procedure.
17460 2)
17470 3)

All other performance appraisals, along

with job elements and standards (job
expectations) upon which they are based.
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AUTHORIZED DISPOSITION

Cut off files after the
employee completes 1 yr.
of acceptable performance
from the date of the
written advance notice of
proposed removal or
reduction in grade
notice. (GRS 1/23.a.(1))

Destroy upon supersession.
(GRS 1/23.a.(2))

Cut off files annually.
Destroy when 3 yrs. old
or when no longer needed,
whichever is sooner.

(GRS 1/23.a.(3))

Cut off files after date
of appraisal. Destroy 3
yrs. after date of
appraisal.(GRS 1/23.a.(4))

Cut off files after
appraisal. Destroy 3 yrs
after date of appraisal
or when no longer needed,

whichever is sooner.
(GRS 1/23.a.(5))

Destroy upon supersession.
(GRS 1/23.b.(1))

Disposition pending.
(RS 1/23.b.(2))

Cut off files after
agpraisal. Destroy 5 yrs
after date of appraisal,
exclusive of any interim
service as a Presidential
appointee. (GRS
1/23.5.(3))



XVII.

PERSONNEL. RECORDS

ITEM NO.

17480

17490

17500

17510

17520

DESCRIPTION OF RECORDS

4) Supporting documents.

c. Presidential appointees.

Financial Disclosure Reports

Equal Employment Opportunity Records

a. Official Discrimination Complaint Case Files.

Originating agency's file containing complaints
with related correspondence, reports, exhibits,
withdrawal notices, copies of decisions, records
of hearings and meetins, and other records as
described in 29 CFR 1613.222. Cases resolved
within the agency, by EEOC, or by a U.S. Court.

. Copies of Complaint Case Files

Duplicate case files or documents pertaining to
case files retained in Official File Discrimi-
nation Complaint Case Files.

. Background Files

Background records not filed in the Official
Discrimination Complaint Case Files.
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AUTHORIZED DISPOSITION

Cut off files after
appraisal. Destroy 5 yrs
after date of appraisal
or when no longer needed,
whichever is sooner.

(GRS 1/23.b.(4))

Disposition pending.
(GRS 1/23.¢c)

See VI. LEGISLATIVE AND
LEGAL AFFAIRS RECORDS.

(GRS 1/25)

Cut off files after
resolution of case.
Destroy 4 yrs after

resolution of case. (RS
1/26.3)

Destroy 1 yr. after
resolution of case.
Destroy 2 yrs after final
resolution of case. (GRS
1/26.¢c)

Cut off files after
resolution of case.
Destroy 2 yrs after final
resolution of case. (GRS
1/26.c)



XVII. PERSONNEL RECORDS

ITEM NO.

17530

17540

17550

17560

17570

17580

17590

17600

DESCRIPTION OF RECORDS

d. Compliance Records

1) Compliance Review Files.

Reviews, background papers and correspondence
relating to contractor employment practices.

2) EEO Compliance Reports.

. Employee Housing Requests.

Forms requesting agency assistance in housing
matters, such as rental or purchase.

. Employment Statistics Files.

Employment statistics relating to race and sex.

. EEO General Files.

General correspondence and copies of regulations
with related records pertaining to the Civil
Rights Act of 1964, the EEQO Act of 1972, and any

. Compliance Records

1) Compliance Review Files.

Reviews, background papers and correspondence
relating to contractor employment practices.

2) EEO Campliance Reports.

. Employee Housing Requests.

Forms requesting agency assistance in housing
matters, such as rental or purchase.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 7 yrs. old.
(GRS 1/26.d.(1))

Cut off files annually.
Destroy when 3 yrs. old.
(RS 1/26.d.(2))

Cut off files annually.
Destroy when 1 yr. old.
(GRS 1/26.e)

Cut off files annually.
Destroy when 5 yrs. old.
(GRS 1/26.f)

Cut off files annually.
Destroy when 3 yrs. old,
or when superseded or
obsolete

Cut off files annually.
Destroy when 7 yrs. old.
(GRS 1/26.d.(1))

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 1/26.d.(2))

Cut off files annually.
Destroy when 1 yr. old.
(GRS 1/26.e)



XVII. PERSONNEL RECORDS

ITEM NO.
17560

17570

17580

17590

17600

17610

17620

DESCRIPTION OF RECORDS
f. Employment Statistics Files.

Employment statistics relating to race and sex.

g. EEO General Files.

General correspondence and copies of regulations
with related records pertaining to the Civil
Rights Act of 1964, the EEO Act of 1972, and any
pertinent later legislation; and agency EEO
Committee meeting records including minutes and
reports.

h. EEO Affirmative Action Plans (AAP).

1) Agency copy of consolidated AAP(s).

2) Agency feeder plan to consolidated
AAP(s).

Personnel Counseling Records

a. Counseling Files.

Reports of interviews, analyses and related
records.

b. Alcohol and Drug Abuse Program.

Records created in planning, coordinating
and directing an alcohol and drug abuse

program.
Standards of Conduct Files

Correspondence, memoranda and other records relating
to codes of ethics and standards of conduct.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 5 yrs. old.
(GRS 1/26.f)

Cut off files annually.
Destroy when 3 yrs. old,
or when superseded or

obsolete. whichever is
applicable. (GRS 1/26.g)

Destroy 5 yrs. from date
of plan. (GRS 1/26.h.(1))

Destroy 5 yrs. from date
of feeder plan or when
administrative purposes
have been serviced,

whichever is sooner. GRS
1/26.h.(2))

Cut off files after term-
ination of counseling.
Destroy 3 yrs. after cut
off. (GRS 1/27.a)

Cut off files annually.
Destroy when 3 yrs. old.
(GRS 1/27.b)

Destroy when obsolete or
superseded. (GRS 1/28)



DESCRIPTION OF RECORDS

Labor Management Relations Records

a. Labor Management Relations General and Case

Correspondence, memoranda, reports and other
records relating to the relationship between-
management and employee unions or other groups:

1) Office negotiating agreement.

Labor Arbitration General and Case Files.

Correspondence, forms, and background papers
relating to labor arbitration cases.

1) One copy of each manual, syllabus, textbook,
and other training aid developed for Agency
specific training.

2) Training aids developed for administrative
or facilitative training (Wang, Mgt.).

General file of agency-sponsored training.

1) Correspondence, memoranda, agreements,
authorizations, reports, requirment
reviews, plans, and objectives relating
to the establishment and operation of
training, courses and conferences.

XVII. PERSONNEL RECORDS
ITEM NO.
Files.

17630
17640 2) Other offices.
17650 b.

Training Records

a. Training Aids.
17660
17670

b.
17680
17690

2) Background and workpapers.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 5 vrs. old.

(RS 1/29.a.(1))

Destroy when superseded
or obsolete. (GRS
1/29.a.(2))

Cut off files after
resolution of case.
Destroy 5 yrs. after
final resolution of
case. (GRS 1/29.b)

Permanent. Transfer to
NARA in 5 yr. blocks when
most recent record is 10
yrs. old.

Destroy when superseded.

Cut off files annually or
after completion of
training. Destroy when 5
yrs. old or 5 yrs. after
completion of a specific
training program. (GRS
1/30.b.(1))

Cut off files annually.

Destroy when 3 yrs. old.
(RS 1/30.b.(2))



DESCRIPTION OF RECORDS

XVII. PERSONNEL RECORDS

ITEM NO. AUTHORIZED DISPOSITION

17700 c. Employee training.

Correspondence, memoranda, reports and other

- records relating to the availability of training
and employee participation in training programs
sponsored by other government agencies or non-
government institutions.

Cut off files annually.
Destroy when 5 yrs. old or
when superseded or
obsolete whichever is
sooner. (GRS 1/30.c)

17710 d. Course Announcement Files

Reference file of pamphlets, notices, catalogs
and other records which provide information on
courses or programs offered by govermment or
non-govermment organizations.

Destroy when superseded or
obsolete. (GRS 1/30.d)

Grievance, Disciplinary and Adverse Action Files

17720 a. Grievance, Appeals Files (5 CFR 771)

Cut off files when case is
closed. Destroy 3 yrs.

after case is closed.
(GRS 1/31.a)

Records originating in the review of grievance
and appeals raised by agency employees, except
EEO complaints. These case files include
statements of witnesses, reports of interviews
and hearings, examiner's findings and recommen-
dations, a copy of the original decision,
related correspondence and exhibits, and records
relating to a reconsideration request.

17730 b. Adverse Action Files (5 CFR 752)

17740

Case files and related records created in
reviewing and adverse action (disciplinary or
non-disciplinary removal, suspension, leave
without pay, reduction-in-force) against an
employee. The file includes a copy of the

proposed adverse action with supporting papers;

statements of witnesses; employee's reply;

hearing notices, reports and decisions; reversal
of action; and appeal records, EXCLUDING letters

of reprimand.

Personal Injury Files

Forms, reports, correspondence and related medical

and investigatory records relating to on-the-job
injuries, whether or not a claim for compensation
was made, EXCLUDING copies filed in the Official
Personnel Folder and copies submitted to the
Department of Labor.
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Cut off files when case is
closed. Destroy 4 yrs.
after case is closed.

(GRS 1/31.b)

Cut off files annually.
Destroy when 5 yrs. old.
(GRS 1/32)



XVII. PERSONNEL RECORDS
ITEM NO. DESCRIPTION OF RECORDS
17750 Merit Promotion Case Files

Records relating to the promotion of an individual
that document qualification standards, evaluation
methods, selection procedures, and evaluations of
candidates, EXCLUDING any records that duplicate
information in the promotion plan, in the Official
Personnel Folders, or in other personnel records.
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AUTHORIZED DISPOSITION

Cut off files when case is
closed. Destroy 2 yrs.
after the personnel action
has been audited by OPM,
whichever is sooner.

(GRS 1/33).



ITEM NO.

18010

18020

18030

18040

XVIII. PROCUREMENT AND CONTRACTING RECORDS

DESCRIPTION OF RECORDS

AUTHORIZED DISPOSITION

This Section covers records pertaining to AID operations regarding procurement of
commodities, services, and supplies for Agency assistance programs and for

administrative needs.

Unique Procurement Files

Procurement files (as in Item 4, below) documenting
the initiation and development of transactions that
deviate from established precedents with respect to
general agency prcurement programs.

Real Property Files

(See Section XV. GENERAL SUPPORT SERVICES RECORDS,

General Correspondence Files

Correspondence files of operating procurement units
concerning internal operations and administration
matters not covered elsewhere in this schedule.

Routine Procurement Files

Contract, requisition, purchase order, lease, and
bond and surety records, including correspondence
and related papers pertaining to award, administra-
tion, receipt, inspection and payment (other than
those covered in Items 1, 2, 13 and 15).

a. Procurment or purchase organization copy, and
related papers.

1) Transactions of more than $25,000 and all
construction contracts exceeding $2,000.

2) Transactions of $25,000 or less and
construction contracts under $2,000.
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Send report of files to
M/SER/MO/PA/RM

Item 16630

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 3/3)

Hold in office 3 yrs. then
retire to WNRC. Cut off
files after final

payment. Destroy 6 yrs.
and 3 months after final
payment. (GRS 3/4.a)

Cut off files after final
payment. (Close file at
the end of the fiscal
year, retain 3 yrs. and
destroy, except that
files on which actions
are pending shall be
brought forward to the
next fiscal year's files
for destruction
therewith.)



XVIII.

PROCUREMENT AND CONTRACTING RECORDS

ITEM NO.
18050

18060

18070

18090

18100

18110

DESCRIPTION OF RECORDS
b. Obligation copy.
c. Other copies of records described above used
by component elements of a procurement office

for administrative purposes.

Supply Management Files

Files of reports on supply requirements and procurement
matters submitted for supply management purposes (other
than those incorporated in case files or other files

of a general nature), exclusive of Department of Defense
Reports reflecting procurement under exemptions auth-
orized under Section 201(a) of the Federal Property and
Administrative Services Act of 1949 (40 U.S.C. 481).

a. Copies received from other units for internal
purposes or for transmission to staff agencies.

b. Copies in other reporting units, and related
work papers.

Solicited and Unsolicited Bids and Proposals Files

a. Successful bids and proposals.

b. Solicited and unsolicited unsuccessful bids
and proposals.

1) When filed separately from contract case

files.

2) When filed with contract case files.
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AUTHORIZED DISPOSITION

Destroy when funds are
obligated.

Destroy upon termination
or completion.

Cut off files annually.
Destroy when 2 yrs. old.
(GRS 3/5.a)

Cut off files annually.
Destroy when 1 yr. old.
(GRS 3/5.b)

Destroy with related
contract case files (see
item 4 above). (GRS
3/6.a)

Destroy when related con-
tract is completed. (GRS
3/6.b.(1))

Destroy with related con-
tract case files (see
item 4 above). (GRS
3/6.b.(2))



XVIII.

PROCUREMENT AND CONTRACTING RECORDS

ITEM NO.

18120

18130

18140

18150

18160

18170

DESCRIPTION OF RECORDS
¢. Cancelled Solicitations Files.

1) Formal solicitations of offers to provide
products or services (e.g., Invitations
for Bids, Requests for Proposals, Request
for Quotations) which were cancelled prior
to award of a contract. The files include
presolication documentation on the require-
ment, and offers which were opened prior to
the cancellation, documentation on any
govermment action up to the time of cancel-
lation, and evidence of the cancellation.

2) Unopened Bids.

Telephone Records

Telephone statements and toll slips.

Contractors' Payroll Files

Contractors' payrolls (construction contracts)
submitted in accordance with Labor Department
regulations, with related certifications, anti-
kickback affidavits, and other related papers.

Tax Exemption Files

Tax exemption certificates and related papers.

Contractor's Statement of Contingent or Other
Fees

Standard Form 119, Contractor's Statement of
Contingent or Other Fees, or statement in lieu
of the form, filed separately from the contract
case file and maintained for enforcement or
report purposes.
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AUTHORIZED DISPOSITION

Cut off files after date

of cancellation.
(GRS 3/6.c.(1))

Return to bidder.
(GRS 3/6.c.(2))

Destroy 3 yrs. after
period covered by related
account. (GRS 3/11)

Cut off files annually.
Destroy 3 yrs. after date
of completion of contract
unless contract
performance is subject of

enforcement action on
such date. (GRS 3/12)

Destroy 3 yrs. after

period covered by related
account. (GRS 3/13)

Destroy when superseded,
obsolete, or no longer
needed, whichever is
sooner. (GRS 3/20)



XIX. SECURITY AND INSPECTOR GENERAL RECORDS -

ITEM NO. DESCRIPTION OF RECORDS

AUTHORIZED DISPOSITION

The records described in this Section pertain to security and protective services
created a) to control and protect classified information and govermment facilities
from unauthorized entry, sabotage or loss and b) to determine the future and loyalty
of individuals employed by the govermment; and records accumulated by the Inspector
General's Office pertaining ot inspections, investigations and audits performed to
ensure agency-wide compliance with Federal law and regulations and agency
regulations; to reduce waste an fraud and to improve agency operations.

Security Files

19010 Identification Unit Files
These files contain Agency Employee ID photos and

cards. The cards are renewed and new photos made
periodically (5 years).

Personnel Security Clearance Files

Personnel security clearance case files and related
indexes maintained by the personnel security office
of the employing agency.

19020 a. Case files documenting the processing of inves-
tigations on employees or applicants for employ-
ment, whether or to a security clearance is
%ranted, and other persons, such as those per-

orming work for the Agency under contract, who
require an approval before having access to
Government facilities or to sensitive data.
These files include; questionnaires, summaries
of reports prepared by the investigating agency,
and other records reflecting the processing of
the investigation and the status of the clear-
ance, exclusive of copies of investigative
reports furnished by the investigation agency.

19030 b. Investigative reports and related papers
furnished to agencies by investigative organi-
zations for use in making security/suitability
determinations.

19040 c. Index to the Personnel Security Case Files.
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Destroy when IDs are
renewed or after termi-
nation of employee,
whichever is sooner.

Destroy upon notification
of death or not later than
5 yrs after separation or
transfer of employee or
not -later than 5 yrs

after contract relation-
ship expires, whichever

is applicable. (GRS
18/23.a)

Destroy in accordance
with the investigating

agency instructions.
(GRS 18/23.b)

Destroy with related case
file. (GRS 18/23.c)



XIX.

SECURITY AND INSPECTOR GENERAL RECORDS

ITEM NO.

19050

19060

19070

19080

19090

DESCRIPTION OF RECORDS

Personnel Security Clearance Status Files

Lists or rosters showing the current security
clearance status of individuals.

Security Violations Files

Case files relating to investigations of
alleged violations of Executive Orders, laws,
or agency regulations for the safeguarding of
national security information.

a. Files relating to alleged violations of a suffi-
ciently serious nature that they are referred to
the Departments of Justice or Defense for prose-
cutive determinations, exclusive of files held
by Department of Justice or Defense offices
responsible for making such determinations.

b. All other files, exclusive of papers placed
in official personnel folders.

Contractor Security Clearance Files

Files of institutions and organizations performing
work of the agency, under contract, they require
an approval before having access to govermment
facilities or to sensitive data.

a. University Contracts Files

Contract folders containing records of
release information (review of personnel),
resumes, record check requests, name check
request, request for approval for building
pass and other related papers.

b. Firms and Organizations

Files contain: Security investigative reports,
credit reports, Dunn & Bradstreet reports,
letters, memoranda, name check requests,

record checks, request for clearance and other
related documents.
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AUTHORIZED DISPOSITION

Destroy when superseded or
obsolete. (GRS 23/24)

Destroy 5 yrs. after close
of case. (GRS 23/25.e)

Destroy 2 yrs after com-
pletion of final action
or when no longer needed,
whichever is sooner.

(GRS 23/25.b)

Destroy 5 yrs. after con-
tract relationship
expires.

Destroy 5 yrs after
contract relationship
expires.



XIX. SECURITY AND INSPECTOR GENERAL RECORDS

ITEM NO.
19100

DESCRIPTION OF RECORDS

Investigators Working Files

These files are used as reference material by the
investigators in preparation of cases. Files may
contain extra copies of memos, letters, drafts,
reports, telegrams, and other personal notes. The
official documentation is maintained in the office
of Security Official files.

Investigations, Inspections and Audit Files

19110

19120

Official IG/II Case Files

This series documents the official inspection and
investigation cases of the office of Investigations

and Inspections. The files contain report of inves-

tigations and inspections including violations of
title 18 and or other criminal or civil matters
affecting the United States, possible violations
of A.I.D. regulations, and other related documents.

Audit Reports File

19130

19140

19150

The series consist of individual audit case files
which are filed by unique audit sequence numbers.
The case files consist of: the audit report,
correspondence, memoranda, audit recommendations,
and response thereto.

Audit Recommendation Files

This series is a follow up system on outstanding
replies to audit reports and is used to assure
appropriate implementation of recommendations.
The series contains both open and closed recom-
mendation files.

Inspectors Working Files

This series covers reference material used by the

Inspectors in conducting investigation and inspec-
tions. The official case files are maintained by

the IG/II file roam.

Program Subject Files

Subjects pertaining to A.I.D. program and/or
functions for which the office exist.
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AUTHORIZED DISPOSITION

Destroy when no longer
needed for reference.
(non-record)

Cut off file after case is
closed. Hold in office
space for 2 yrs., then
retire to WNRC. Destroy
when 15 yrs. old.

(GRS 25/3.b)

Close file after compli-
ance with recommendations.
Hold for 1 yr., then
retire to WNRC. Destroy
when 6 yrs. old. (GRS
25/4)

a. Open Recommendations-
Close file upon compli-
ance. Destroy when 5 yrs.
old.

b. Closed Recommendations-
Destroy when 5 yrs. old.

Destroy when no longer
needed for reference.
(non-record)

Cut off at end of fiscal
year. Destroy when 5 yrs.
old. (NC1-286-85-7)



XX. TRAVEL AND TRANSPORTATION RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

20010

20020

20030

20040

20050

This Section covers records pertaining to the movement of goods and persons under
Government orders. The recordkeeping involved in the movements centers around bills
of lading, transportation requests, vouchers, and associated records, including those
prescribed by Title 5 of the General Accounting Office Policy and Procedures Manual.
Copies of some records used to support payments become part of the accountable
officers' accounts, or are accounting posting media. Their disposition may be
covered by items in Section XV. FISCAL MANAGEMENT FILES.

Freight Files

Records relating to freight consisting of export
certificates, demurrage card record books, shipping
documents pertinent ot freight classification, memo-
randum copies of Goverrment or commercial bills of
lading, shortage and demurrage reports, and all
supporting documents; and including records relating
to the shipment of household goods.

a. Issuing office memorandum copies other than Cut off files after period
those identified in 1d. covered by account.
Destroy 3 yrs. after the
period of the account.

(GRS 9/1.a)

b. All other copies. Cut off files annually.
Destroy when 1 yr. old.
(GRS 9/1.b)

c. Registers and control records other than those Cut off files annually.
identified in 1d. Destroy when 3 yrs. old.

(GRS 9/1.c)

d. Records, including registers and control Cut off files after period
reports, on international shipments of covered by account.
household goods moved by freight forwarders. Destroy 6 yrs. after the

period of the account.
(GRS 9/1.4d)

Lost or Damaged Shipments Files

Schedules of valuables shipped, correspondence, Cut off files annually.

memoranda, reports, and other records relating Destroy when 3 yrs. old.

to the administration of the Govermment Losses (GRS 9/2)

in Shipment Act.
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@

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

XX. TRAVEL AND TRANSPORTATION RECORDS

Passenger Transportation Files -

Memorandum copies of vouchers (SF 1113A), memo-
randun copies of transportation requests (SF 1169),
travel authorizations, transportation request
registers, and all supporting papers.

20060 a. Issuing office memorandum copy. Cut off files annually.
Destroy when 3 yrs. old.
(GRS 9/3.a)

20070 b. Obligation copy. Destroy when funds are

obligated. (GRS 9/3.b)

20080 c. Unused ticket redemption forms, such as SF 1170. Destroy when no longer
needed for administrative
use. (GRS 9/3.c)

Passenger Reimbursement Files

Records relating to reimbursing individuals,
such as travel orders, per diem vouchers, trans-
portation requests, hotel reservations, and all
supporting papers documenting official travel

by officers, employees, dependents, or others
authorized by law to travel.

20090 a. Travel administrative office files. Cut off files annually.
Destroy when 3 yrs. old.
(GRS 9/4.3)

20100 b. Obligation copies. Destroy when funds are

obligated. (GRS 9/4.b)

General Travel and Transportation Files

20110 a. Correspondence, forms, and related records Cut off files annually.
pertaining to agency travel and transportation Destroy when 2 yrs. old.
functions, not covered elsewhere in this (GRS 9/5.a)
schedule.
20120 b. Accountability records. Destroy 1 yr after all
entries are cleared.
(GRS 9/5.b)
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National, @ ¢

Date
Reply to
Aun of

Subject :

To

. Archives
' Washington, DC 20408
+« A,/ 44) //’ 7

" November 23, 1987

Jeanne Young, NIRC
N1-286-86-1 AID HQ

" Memo to the File

Bob Gibson, Records Management Office, Agency for
International Development (AID) has requested the addition of
the phrase "and one copy of each congressional notification"
to the description of records in item 01160 and the addition
of "and notifications" to item 01180 for the purpose of
clarification. The notifications must be sent to Congress
when AID makes significant program changes that are not
printed in the congressional presentation. Specific reference
to the notifications was omitted from these items causing
confusion in the Office of Legislative Affairs which is the
office of record.

AID has been requested to include the change in its records

disposition manual. NCF and NNF have been informed of the
change.

ANNE YOUM

Records Appraisal & Disposition Division

National Archives and Records Administration



* . JOB NUMBER

RECOMMENDATION TO THE ARCHIVIST ON RECORDS N1-286-86-01
DISPOSITION REQUEST ITEM COUNT |

SUMMARY

The Agency for International Development (AID) requests authority to establish
disposition standards for the records of its Washington headquarters. Records
proposed for archival retention include subject correspondence of the Director
and high level executives that report to the director; the annual agency budget
submission and Congressional presentation; portions of the assistance projects
files; research studies and reports; publications; FOIA annual reports; program-
related audiovisual records; speeches of the Director; news releases; Title IT
bilateral agreements and program files; Section 416 agreements; strategy
statements and briefing files from geographic bureaus; 1legal opinions and
decisions; conference reports; project evaluation summaries; agendas and
minutes of meetings; directives; organization charts, functional statements;

real .propgrty files; unique training records; and records showing the
relatlgnshlp between programs of international organizations and the programs
and mission of AID. Records of routine administrative and housekeeping

functions are proposed for disposal. I recommend approval of this job.

RECOMMENDATION

1, APPROVED FOR DISPOSAL. The records described under all items of the schedule, except those that may be listed in blocks 2, 3, and 4 of this
X saction, are disposable because they do not, or will not after the lapse of the period specified, have sufficient administrative, legal, research, or
other value to warrant their continued preservation by the Government.

2. APPROVED FOR PERMANENT RETENTION. The records described under the following item or items have been appraised by the National
X Archives and Records Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preservation
by the United States Government. The agency will offer these records to the National Archives as specified.

See attached SF 115

3. DISPOSITION NOT APPROVED. The records described under the following item or items are not approved for disposition.

4, WITHDRAWN. The records described under the following item or items have been withdrawn at the request of the agency and/or NARA.

FEDERAL REGISTER NOTICE

Not Required. Required — Publication Date: 01/08/87
X Copies Requested: 0
Comments Received: O

SIGNATURES

TITLE SIGNATURE DATE

%'o/r/’/,] APPRAISER ;, M kj~, 7 ‘fﬂ
APPRA(SAL g:snfg;grdsEDcleg?gNAppnNSALAND /@WM 5//?/57
L P v ’ ’
CON- NNT ‘ / ek 5_’/9—87
CURRENCES NNS
Wi ¢ 5713177
NNF AQ/WI% /. 7]?&4,2: ~— Vidd 7.7

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 13133 (11-86)



N mmn&%rcbz’ves

Washington, DC 20408

Date - June 8, 1987

- g5t
Reply to b
Aunof : Jeanne Young, NIRC |

Subject : N1-286-86-1

To : Memo for the File

When preparing to distribute this job, I noticed that items
01110 and 05010 both describe the correspondence of country
desk officers in the geographic bureaus but the retention
periods were slightly different. I spoke with Barbara
Felton, AID, who agreed to a 10-year retention for these
records. I have changed item 05010 to agree with item 01110
and added a cross-reference.

National Archives and Records Administration



Natz’onal

Date

Reply to

Aun of :

Subject :

To

® @
'Archives

Washington, DC 20408

# /s
May 7, 1987 /77
Jeanne Young, NIRC

N1-286-86-1 Appraisal Report

Director, NIR

AID has revised their schedule for headquarters records
incorporating the changes requested by NARA. The schedule
has been renumbered to fit AID's handbook scheme. Chapter
11, Foreign Disaster Assistance Records, is omitted from
this schedule because the records were appraised in job no.
NC1-286-82~1. Those records will be included in the
handbook.

AID has incorporated the suggested guidelines provided by
NNSP and NNSM for the description and disposition of
audiovisual records. Les Waffen, NNSM, requested the
addition of audio tapes to the schedule, pointing out that
AID had transferred such records to NARA in 1977. Barbara
Felton, AID, checked with the External Affairs office again
and was told that audio tapes are no longer being created.
I 4did not see or hear of any during my appraisal. I have
made it very clear to the agency that audio tapes must be
scheduled if any exist or are created in the future.

In response to NNSP's comment about records held by
contractors, paragraph 3 on the SF 115 states that the
schedule covers all records held by contractors. It is my
understanding that AID's contracts have a clause specifying
that the records created belong to the agency. Therefore,
if records are held by a contractor, it is understood that
they will be transferred to NARA in accordance with the
schedule.

The definition of publications (p.11) has been modified to
address NNIL's concern.

NNFG and I have discussed the problem of the project records
that have been retired to WNRC and I understand NNFG's lack
of enthusiasm for accessioning records that require
extensive processing. NNFG realizes that the agency will
not screen the records and so they will reluctantly accept
the agency's offer of the entire project files and dispose
of the temporary records during processing. The agency will
separate the archival and temporary microfiche and forward
the archival records in blocks as requested.

National Archives and Records Administration



Because the agency has complied with all of our requestes
for changes, I am sending the schedule forward for
signature.

EANNE YOJEG %

Records Appraisal and Disposition Division
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Date

Reply to

Attn of

Subject :

To

Arcbz’ves

Washington, DC 20408

q*e(/b u/?‘

December 3. 1386 4:,,7?/.&/“.,. e
7

NNF [ 22 P .

N1-286-86~1
NIR

The above cited comprenernsive schedule has been reviewed bv
all interested NN units. The NIR appraiser has dore a good
100 1 analyvzaing thne schedule and makirg recommendations.
EBeliow are my comments based orn those of the NN units.

NNFG

I corncur tnat the real oroperty title papers snould be
retaired. The gisposition statement shouwld provice that the
records be transferred to NARA 1 five year blocks. The
records shoauld not be offered until 10 vears after the
property 1s sold or otherwise disoosed of. If thas
conflicts with the apgerncv’®s record keeping practices, the
aporalser should contact me rvegarding alternative ways of
dealing with the dispaosition statement.

As to Section 1, Fart 4, Item 1, I agree with the appraiser
that textuwal ang microfiche recoras should be retaired as
oroposed. The mediunm of the material snoulcd riot, as the
appraiser states, determine what 1s to be retairned and what
is not to be retairned. Some formula will have to ve
devioped for selecting the textual material that will rnot be
microfilmed. Ferhaps the criteria recommernded for tne
microfiche can be apolied to the textual material. Rliso,
the transfer statement, wher the above issue is resclveo,
should ernsure that the recoros are transferred to NARA 1n
blocks, perhapns five year blocks. The material shoulao be of
sufficient ape to ensure that NARA 1s rnot faced with access
problems 1n servicing microfiche. Orice the abpraiser
determines the best method of dealing with the 1tem, the
appraiser may corntact me to discuss tne proposal.

NI
I corncur witn NNI. The appraiser may work directly witn

NNI (NNIL) in ceveloping an acceptable disposition
statement.

National Archives and Records Administration



NNSM

The corncerns of NNSEM are well stated. The aopraiser should
review these. If tney can be i1ncorporated i1nto the schecule
as proposed, that is fine. If arnother resclution is
riecessary to meet the points raised by NNSM, the appraiser
may discuss them with NNSM; I would be interested in knowing
the final proposal.

NNSP

I concur with NNSF's position., The modifications suggested
should be worked out with NNSP, If there are difficulties
that need my ivivolvement, please let me krnow.

I agree that NNSF's concerns about finagirng aiagds and
cantractor produced records should be lcoked intoc before the
schedule comes back for final review. Feel free to work
directly with NNSF i1f necessary to resolve these issues.

If vyou or the aporaiser wish to discuss any matters with ne
concerning this schedule and/or the comments by the various
NN units, please let me know. If I missed commenting on any
issue railised by crie of the units and you would like my
opinion, please contact me.

(fol¥ Sy

Director
Civil Archives Division

At tachment
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, o
N a , Arcbz’ves

Washington, DC 20409

Date November 19 9 1986

Reply to
Amnof : NNFG

Subject : NI=286=86=01
. NNF

Jeamne Young has done a good job in preparing this appraisal memo to cover the
AID headquarters records. Except for the comments below, NNFG agrees with her
recomendations,

Section 15 Item 10s The real property title papers mentioned here reminded me of
the Public Buildings Service title papers which are used constantly for legal title
searches and litigation involving title. The fact that the agency also emphasized
their importance, caused me to call Jeamme Young to inquire why she thought the
records were of marginal value. After discussing the similarity of these title
papers to those of the PBS, she agreed that they were more important than she had
first thought. The schedule as proposed states that the records are permanent

and that they should be offered to NARA 10 years after the property is sold (or
otherwise disposed of). I would also recommend that these be offered in blocks
rather than a case or two at a time.

Section 1 Part 4 Items la-d involve some rather complicated arrangements. We
would agree with la-¢ if AID indeed will screen the microfiche, and if there are
no classification problems in dealing with the microfiche. As to item 1ld, we

do not know how much volume we are talking about, but we are not enthusiastic
about the prospect of screening records after accessioning to separate permanent
and disposable records.

John Butler's comments are attached,

9/91
ANET L, HAT T g/l

Chief, General Branch Qly ’
Civil Archives Division

National Archives and Records Administration




OCtObGr 27’ 1986
To: NNFG, NWF

Res Ny-286-86-1

I have reviewed the comprepensive AID schedule prepared by Wadlow
Associates, and have also gone through the 16 pages of comments by
Jeanne Young of NIR.

I agree with just about all of the comments and changes suggested by
Jeanne Young. This is a complicated agency, and the schedule reflects
this probleme I gladly defer to the NIR comments since these are based
on direct examination of gome of the records and conversations with agency
personnel,

I traditionally note that I do not approve of accessioning records
where the custodial branch then has to sereen for permanent records after
accessioning, I go note again.

Experience in working with these types of foreign assistance records
leads me to believe that the series description as prepared in the
schedule will often not reflect the contents of the recordse Thig is
gomething that the textual records holding unit simply has to live with.
I hope that in the case of the AID records this tradition is not as
customary as usuale

Bl

JOHN P. BUTLER
Asste Chief, General Branch
Civil Archives Division
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Date

Reply to

Aunof :

Subject :

To

] o
‘Archives

Washington, DC 20408

October 30, 1986
NNSM

Comments on Ni-—-286-86-d1

NNS it

I agree with the comments in Les Waffen’s attached memo.
Basically, the schedule as it pertains to motion pictures and
sound and video recordings must be rewritten to conform to GRS
&1i.

Rz further guidarnce, MIR should instruct ARID that in cases where
motiorn pictures have been transferred to videotape the mation
picture copies, namely, the original, intermediate, and print,
are considered the record set for archival purposes, though an
extra videotape reference capy 15 alsa desirable. All other
videotape copies of motion picture films are disposable as
duplicates.

Additiorally, it may be helpful to give guidelines on how to
distinguish "important subjects” from "routine subjects." The
following suggestions are proposed: Films or videotapes that,

Reflect RAID’s missiocn. Import ant

Relate to 1ts overall
program in a country
or region, Important

Relate to controversial

topics or have historical

interest such as birth

control, counterinsurgency

training, police training,

etc. Important

Relate to the history of

U. 8. foreign relations

with a specifiec country

or regiorn of the world. Important

Have anthropological

or ethnographic value
in the sense that they
may document the impact
of the AID program an

National Archives and Records Administration



foreign societies. Impartant

Are used in management
training classes. Rout ine

Are used for training 1in

narrow areas of techriclogy,

mainly, "how to" build =&

bridge, irrigate a field,

build a shed or a house,

maintain cattle, pasteuri:ze

milk, and the like, Rout ine.

Finally, since AID programs are involved in several areas with
potential historical interest, I have some reservations about
delegating dispoesal authority for "routine subjects." Rather,
the agency should be required to submit a SF 1135, as a final
safeguard against the destruction of important titles.

WILLIAM T. MURPHY
Chief, Motion Pi
and Video Branch

Special Archives Division

ure, Sound,

Atachments



Natz’ona

Date
Reply to
Aunof :

Subject :

To

7 o
= Archives

Washington, DC 20408

October 29, 1986
NNIL
NI-286-86-1 Informal Review

NIR through NNI

The AID schedule was a very difficult job to appraise, and Jeanne Young has done well
with it. NNIL concurs with her recommendations in so far as they relate to publications
and printed materials, with the following observations./

b
The key to this schedule for NNIL is Section I, Part 3, item 4, which covers publications .
If it is applied to all publications from all offices there will be no problem. However,
experience leads us to believe that such always may not be the case. The wording of this
item should be simplified to read: "Record copies of publications maintained by the
office responsible for their publication.” The inclusion of publications prepared under
Grants and contracts as a separate entry is good, as is the blocking in the disposition
language. This item clearly calls for publications to be kept separate from background
and other files, although the rest of the schedule does not always indicate this. Perhaps
cross-references to this item could be made whenever publications are alluded to. For
example, Ms. Young suggests that Section XHI, item 2 is redundant and shquld be deleted,
since it also refers to publications. Perhaps instead of deleting it, a reference could be
made to Section I, Part 6, item 4 (Common Records-Publications).

Another area of concern in this schedule is the use of libraries to hold permanent
records, as noted in Section VII, item 6, and Section VIII, item 4. While libraries may
maintain archivally permanent records, those records should be offered to the National
Archives as prescribed in the appropriate records schedules, and should not be sent to
libraries in lieu of offering them to the National Archives. Libraries are not at liberty to
keep such records indefinitely nor to intergrate them into their collections.

ARLES F.'DOWNS, II
Chief

Library and Printed Archives Branch
Central Information Division

jree with NNIL's comments
, )

Patricia A, Andrews
Director, NNI

National Archives and Records Administration



interoffice Memorandum

DATE - October 28, 1986

REPLY TO
ATTN OF: Les waffen., NNsM

SUBJECT: cComments on N1-286-86-01

e

TO Witliam T. Murphy, Chief NNSM

The fol lowing comments ares offered Concerning mMotiorn nicryre
sound and video record entraies:-

ftem 8. Audiovisual Files. Part a, nos. 1&2., concerns video and
motion picture fiims, however, the disposit 0N language neeas 1o
be Cclar:ified to reflect the deposzit requrements of GRS 21

Either the disposition statement stiouid speil out the tvee of

original or vnreprint needsed or refer back to ths GRS 21 tt g
not sufficient to simpiy offer "one copvy' of a fiim or v, deoc Nnor
to wait 20 years for the transfer. I suggest the item De rav, seo

into three groupings as foliows:

AVUDIOVISUAL FILES.

a) Motion pictures
1) important
2) routine.. ...
L) Video Recordings
1) important
2) routine
C) Audico Recordings
1) important
2) routine

with a disposition statement that 3avs to offer n five vear

LloCcks when oildest s 10 years old, ana then speci1fi123 that
prepraint (originat, negatve, soundtrack) tor tiim, and the

original or earliest generation copy of a unigue Video Oor aud o
item plus a reference copv be transferred.

I stress that audio be added to 1tem 2 Oof the schedule because
NARA nhad rece)ved (Ng! 1977 two unschneddu i ed orfers of audio
material from AID Publiirc Affairs (Copies attached) and 1T appears



logical to assume that more audio items have accumuiated and are
being created since the offerswere maade and which conta;ned
records dating 1950 to (970 and 1976,

In addition, | agree with the NIR archivist that another £ntry pe
made in the scheduie to cover the nadex to the videotage
collection, but would suggest th:s entry be axpanded to Covar any
textual records sSUCh as scripts, summar i es, jndexes, and find)ng
aids to ali vpermanent audiovisual records.

%Bs W%Archivist NNSM

] b= R

enclosures
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APPRAISAL REPORT ON TRANSFER OFFER
Job No. NN3T4-99 RG 286 October 8, 1974

Custodian: Department of State
Subdivision: Agency for International Development

Address: 21st & D Streets, NW
Washington, DC 20522

Location of Depository: Same
Person With Whom to Confer: Linwood A. Rhodes, Agency Records
Management Officer

(1) Identification of Records:

Audiotape recordings (reel to reel, 5" and T" reels) in the custody of
the AID Audio Visual Office containing speeches, interviews, and press
conferences of AID Administrators, proceedings of AID policy committees,
recordings of AID sponsored conferences, field interviews, progrems,
and activities, and ceremonial occasions, 1952-1970.

(2) Estimated Volume:

Approximately S cu. ft., 200 magnetic tape recordings.
(3) Finding Aids:
None

(k) Interspersion of Valueless Materials:

From initial inspection, at least 30-40% of the materiml will be of
little value and will not be retained.

(5) Condition:
Fair to good. Many of the tape recordings dating from the early 1950's
are on an acetate-coated base, and there is evidence of physical
deterioration.

(6) PFrequency and Nature of Use:

Little administrative use is anticipated. Use by historians and political

scientists specializing in the field of U.S, foreign policy especially
toward Latin American is anticipated.



(7) Restrictions:

None
(8) Evaluation:

This accession represents the initial offer of materials providing
audio documentation of the policies, procedures, and functions of

AID and its predecessor, the International Cooperation Administration.
On an executive level, documentation of the role of the Administrator
David Bell is well represented. Certain policies and techaical progrems
of foreign assistance in Latin America are also covered adequately
through field interviews, and policy meetings.

(9) Recommendation:

It is recommended that these sound recordings be accessioned by the
Rational Archives and Records Service with the understanding that
certain miscellaneous items and spot announcements may be reappraised
when they can be played and properly identified.

Appreiser: ézﬁﬁ C “;#g /0—-59-T7Y
Leslie C. Waffen Date

Action on Appraiser's Recommendation

(/)/Approved ( ) Disapproved W ‘7 4 /6}”
H. Date

Director
Records Appraisal Staff

(1Y Approved ( ) Disapproved /o -7-7Y4
te

ctor
; ovisual Archives Division

Comments: These records should be allocated to Record Group 286, Records

of the Agency for International Development. They should also
be allocated to the Audiovisual Archives Division

~

0
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A. TYPE OF TRAY TION
—

CHANGE OF STATUS RECORD - .
[z] 1. ACCESSION U 2. INITIAL INPUT D 3. CHANGE OF D 4. CORRECTION
PHYSICAL CUSTODY
. [:] 5. ACCRETION [:] 6. CHANGE OF D 7. QUANGE OF 8. OTUER CHANGE
BELOW RECORD GROUP LEVEL eI O oroup

1. RG SUBGRUULS SERILG AND SURSLERILSG 13. 14. LNTKY NO.

B. m[{_‘gl‘ 2.A f3.B HK.C [5.D |6.E [1.F {[e. 9.4 l10.s 11. S8 {12, SSS LEVEL
o ’
reve, Entry| 2 8 4@ 5@ L 0 6 0001 10

.1 I | | | ! | 111 111 L Ll 1

1. TITLE 2. DEGIN DATE
C. TITLE & General Sound Recordings 952

DATES 3. END DATE
1970
D. STATISTICS {]. UNIT OF 2. LINEAR MEASUREMENT 3. ITEMS
Complete Linear PHYSICAL CUSTODY | rndicate m, cm, ft, or in] THXFC | numpER OF ITEMS TYPE OF ITEM
Measurement and =
Items for levels
10 = 12 only. NNVR ol 103
1S ACCESSIONED
MICROFILM LISTED
ON REVERSE?
() [dw
. . < 2, A . END ION 4. TION REFERENCE (Opti 1

E. LOCATIONS 1. BLDG. & STACK BEGIN LOCATION 3 LOCAT LOCATIO! (Optional)

ARE LOCATIONS
CONTINUED ON
REVERSE?

[Jx X

5/ L8583

/99/94/ 4

/10 191/10 lhl@l

| S T |

L1 1

| A T T O I |

L1 1

F.

ARRANGEMENT AND NARRATIVE DESCRIPTION

Arranged numerically.

Audiotape recordings produced, acquired, and distributed by the Office of
Public Affairs of speeches, interviews, and press conferences of AID
administrators; proceedings of AID policy committees; sponsored conferences;
and of field interviews, media programs, and ceremonial occasions.
are several recordings from predecessor agencies, the Foreign Operations

Administration and International Cooperation Agency.

Included

G. FINDING AID CITATION (Short form)

CHECK IF
APPROPRIATE

>

SEPARATE
APPENDIX

CONTINUED ON
REVERSE

CONTINUED ON
SEPARATE PAGE

GENERAL SERVICES ADMINISTRATION

GSA FORM 6710A (Rev.

10-76)



® o
[ (

GENERAL SERVICES ADMINISTRATION

Accession Inventory

Accession Job No. NC3-286-76-1
Record Group 286

Agency of Custody: Agency for International Development
Washington, D.C. 20523

Subdivision: Office of Public Affairs

Location of Repository: Same

The following Accession Inventory is hereby agreed to by the undersigned
duly authorized representatives of the agency named above and of the
Archivist of the United States, respectively; and the records are accepted
for deposit with the National Archives of the United States.

Deposit of Records: Two-hundred seventy-two (272) master audiotape
recordings of broadcasts in the AID weekly radio series "Overseas Mission"
produced by the Office of Public Affairs featuring interviews with senior
United States and foreign officials directly responsible for the development
and implementation of assistance programs in foreign countries.

Restrictions on the Use of Records: None of the recordings are classified
or are otherwise restricted by the agency.

Condition of Records: Excellent.

£idE
Volume of Records: JFour cubic feet.

Execyted in duplicate at
of ;h:““ﬁ’"bv‘c A.D. 1977.
/ 1N
S / /‘ '/ ‘ / /’ /1

{ [ u ~ L/"\—

Repre enﬁing the ‘Agency for International Development

it o

Reprffntmg the chivigt of the United States
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APPRATSAL REPORT ON TRANSFER OFFER

Accession Job No. NC3-286-76-1
Transaction No. NNV-376-36

Custodian: Office of Public Affairs

Agency for International Development
Washington, DC 20523

Location of Repository: Office of Public Affairs

Agency for International Development

Person with Whom to Confer: Michael J. Marlow (632-8636)

Series: One

(1)
(2)

(3)
(1)

Condition: Excellent.

Frequency and Nature of Use: Little administrative use is anticipated.
Use may be made by historians and political scientists interested in
the policies, functions, and procedures developed and applied by the
Agency for International Development in carrying out the foreign policy
objectives of the United States. May be of research use to students

of broadcasting in documenting the use of the media by a Federal Agency
for dissemination of information to the general public.

Restrictions on Use: None.

Evaluation: The recordings being offered represent the use of media
to inform the public of the mission, activities, and functions of

the Agency for International Development in its role of providing

aid and assistance to the developing nations. "Overseas Mission" is
distributed as a free loan public affairs program offering recent
interviews with senior United States and foreign officials who are
directly responsible for the development and implementation of
asgistance programs in foreign countrieas. The interviews, unrehearsed
and unedited, are conducted by press, radio, and television reporters,
correspondents, and nationally syndicated colummists. The programs,
most of which originate from Washington, cover a broad spectrum of
current issues - social, economic, and political -~ as they relate

to world affairs and international relations. Among the organizations
that actively participate in "Overseas Mission" are the Agriculture,
Labor, and State Departments; Export-Import Bank of the United States;
Organization of American States; United Nations World Food Conference;
World Bank; National Councjal for United States-China Trade; Oversess
Development Council; and the Woodrow Wilson International Center for
Scholars. As a result this media program provides significant and
ongoing documentation of the implementation of United States foreign
asgistance directives.



(5) Recommendations: It is recommended that the sound recordings be
accegsioned. In addition it is recommended that subsequent

recordings be accessioned on a continuing basis through yearly
accretions.

Appraiser: A ¢ wetl 12/7 /74

LESLIE C. WAFFEN Date

Action on Appraisger's Recommendation:

| ¢
( & Approved ( ) Disapproved: \)\ MMSWLLNJ l'¢/7/7[.

S W. MOORE, Director Daté
iovisual, Archives Division

(‘/)/Approved ( ) Disapproved: /

( \/ Approved ( ) Disapproved:

r
OMAS W, WADLOW. Director 79

Records Disposition Division

Comments: These records should be placed in Record Group 286, Records
of the Agency for International Development.

L 3 C o 12./7 /7
LESLIE C. WAFFEN Date




10/20/86
From: NNSF

Subject: N1-286-86-01 Fart 2, Item B, b, ¢, d, e
To: NNW\INFG

This schedule presents several problems in the three main areas
listed below. The schedule apparently does not quite reflect the
records as  they exist currently. There are no finding aids for
the records——either shelf lists or indices. Some of the
negatives are still in the custody of the contractor.

1. According to Ms. Young's memo, items 8 b 2 and 3) are not
separated. Also there is a "special topic" file that is not in
the schedule. While we certainly agree that most of these
records  are permanently valuable, the Authorized Disposition

=

should allow that the records be accumulated in 3 year blocks,
and then transferred to NARA after they are 20 years old. The
schedule as written would allow yearly transfers. The name of
item b needs to be clarified." Gtill pictures" is a catchall
phrase that includes black and white and color photographic
prints and negatives, color and black and white slides, posters
and other types of pictures that do not move. Item b appears to
be a photographic file consisting of black and white
photographic prints and negatives. Is there any color material
in this file? The record =lements are negative and captionsd
print, so the negatives should not be mentioned as an apparent
aside. Item d consists also of black and white prints. Are
these duplicates? If s it should be indicated. I¥f not, they
would appear to belong in item b.

2. While finding aids are preferable, the indicated subject
arrangement of the photographic print and negative file and the
color slide file may make the records accessible to researchers.
If there are any finding aids, such as folder or subject list,
they should be included.



A The agency should have a definite arrangement for the
transfer to the agency of any negatives made on contract. If
they do not, one should be drawn up immediatelvy. Items dhat

remain in contractor hands indefinitely are always in danger of
being permanently alienated from government custody. I+ item d
contains any material relating to the contract arrangements for
the transfer of the Ffiles or that might be nesded to prove
government ownership, that material should be retained.

We agree with the disposition of all items except as noted.

We recommend that all those records that can be transferréd be as
s00n as possible. I+ necessary, NNSF will separate the permament
from the nonpermanent in processing.

{

Richard F. Myers
Chiaf
Still PFicture Branch
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Date
Reply to

Aunof .

Subject :

To

Arcbz’ves

Washington, DC 20408

'6144{ "’/6 / - A
October 16, 1986

Jeanne Young, NIR
N1-286-86-1 Appraisal Report

Director, NIR/ %gg’

The Agency for International Development (AID) requests
disposition authority for the records of its headquarters
(AID/W). This comprehensive schedule was prepared and
submitted in response to a 1981 NARS inspection of records
management at AID. I have been working on the appraisal of
the records since January 1986. The schedule has been
particularly difficult to process because of the persistence
of many of the filing problems cited in the 1981 insepction
report.

The schedule, prepared under contract between AID and Thomas
Wadlow Associates, is arranged in nineteen sections.

Section 1 pertains to records common to most offices such as
correspondence, administrative, budget, project, research,
and publication files; Sections 2 through 12 pertain to
specific program areas within the agency; and Sections 13
through 19 pertain to GRS items. Some items are duplicated
in Section 1 and later sections without any cross-reference
(eg. Section 1, Part 1, item 2b is the same as Section 2,
item 2); and the office of record is not designated for
several items in Section 1 (eg. Part 3, item 2,
Congressional Presentation files). I have spoken with Mr.
Wadlow, and with Bob Gibson and Barbara Felton of the AID
records management staff, and they have agreed to add cross-
references and to designate offices of record.

Section 1 Records Common

Part 1, items 1 and 2a are disposable as proposed. I
recommend disposal for item 2b, chronological correspondence
files. See appraisal of Section 2, item 2 for further
explanation. Items 3 through 6 are disposable as proposed.

Part 2, item 1a. I recommend archival retention of the
records of the Administrator, the Deputy Administrator, the
Counselor, and the Executive Secretary. See Section 2, item
1 for further explanation. I recommend disposal for item
2b. See Section 5, item 1 for further explanation. I will
recommend that the agency cross-reference these items as
proposed above.

National Archives and Records Administration



Part 3, Item 1. The annual budget submissions (ABS) are
printed and PPC/PB does not maintain specific files
containing background material. The formal budget process
begins with an approved assistance planning level (APPL)
document in tabular form with estimates, proposals, and PB
comments. The APPLs are internal documents which form the
basis for the annual budget. The annual budget submission
is forwarded to OMB which returns a "passback" with OMB's
changes. The passback becomes the official AID budget
request to OMB. I saw one example of a 1984 APPL with PB
comments but found no consistently maintained file of APPLs
with comments. I recommend archival retention of the
printed ABS and disposal of all background material relating
to budget preparation.

ITtem 2 needs to be divided into two sections (a) referring
to the record copy of the printed Congressional Presentation
which is maintained by the Office of Legislative Affairs,
and (b) scheduling all other copies for destruction when no
longer needed for reference. The Congressional Presentations
include the passbacks and final budget for the previous
year, and are, in effect, annual reports to Congress. Each
Congressional presentation comprises several printed
volumes. I recommend archival retention.

Part 4. Item 1a proposes permanent retention for all
records of development assistance projects that have been
microfilmed. Project records which have not been filmed and
are now in the WNRC are proposed for destruction when 50
years old. The only project records being microfilmed are
those in the geographic bureaus. Africa Bureau began
filming all active projects in March 1983; Asia and the Near
East Bureau began filming in 1984; and Latin America and
Caribbean Bureau began filming in 1986. The Bureaus retain
reference copies of the film; the original master is
retained by the contractor. The projects are arranged by an
alpha-numeric system applicable to individual countries or
regions (eg. Kenya - 615; Kenya projects - 6150001, 6150002,
etc. Africa - 698; etc.). The records within each project
are arranged in seven categories, each of which is color
coded in the Bureau (see attached list). The records are
filmed by category and the fiche is updated monthly. Africa
Bureau is producing approximately 1000 fiche monthly. I
viewed a project that had documents in most of the seven
categories. At a reduction of 24X the records were
acceptably legible, depending on the dquality of the
original. Carbon copies of correspondence were difficult to
read; grant and contract forms were illegible nearly always.
Ken Clark, the contractor for the filming, told me that he
has chosen film that meets or exceeds the standards in 36CFR
1228. He also said that the paper records are stored in a



warehouse in Gaithersburg pending approval of the film.

I do not recommend archival retention of the entire project
file in either microfilm or paper form. I recommend
retention of preliminary proposals and studies; PP/PAAD
documents which summarize the project, setting, strategy,
project purpose, sector goal, course of action, etc.; core
official and non-facilitative correspondence; and reports.
I asked Barbara Felton, AID Records Management Officer, if
the agency would be willing to screen the fiche to remove
disposable portions before transferring it to NARA. Ms.
Felton said that if NARA is willing to take the silver
original and silver duplicate from the contractor (rather
than the Bureau diazo), the fiche can be weeded by computer
before being transferred to NARA. I recommend accessioning
both copies from the contractor because otherwise we have to
take all or none of the microfiche.

The computerized index to the projects needs to be
scheduled. I recommend adding an item to specify that a
tape of the index will be transferred to NARA with the
pertinent project records.

I recommend archival retention of similar portions of the
project records described in item 1d. I realize that the
records at WNRC will have to be weeded during archival
processing. However, I don't believe that medium dictates
the archival value of records. If the records have archival
value in microform, they have archival value in paper form.

The remainder of the records in Part 4 is disposable.

Part 5, item 1 refers to grant and loan files which are
disposable.

Part 6, item 1. I recommend disposal. See Section 2, item
3 for explanation.

Items 2 and 4. AID produces numerous studies and reports,
many of which are in printed or near-print format. I agree
that research study final reports and agency publications
produced in-house or on contract, have archival value.

There is no way of estimating volume. Research studies may
be conducted in any number of offices throughout the agency.
Likewise, publications are produced by many offices.
Publications are customarily scheduled for archival
retention and I believe that the AID publications have
archival value. There is no office of research studies, nor
is there an identifiable series of research studies. This
item is generic for studies and reports that may not be part
of a project, nor a printed or published product. I



p 4

recommend revising item 2a to read: Final reports of
studies not described elsewhere in this schedule.

Item 3 is disposable as proposed.

Section 2 Executive Management

The subject files (Section 2, item 1) of the Administrator
and Assistant Administrator consist of external incoming
correspondence which will be signed by the Administrator,
Deputy Administrator, the Counselor, or the Executive
Secretary. The correspondence is routed to a Bureau for
reply. The official file is returned to the Bureau, but a
copy of the incoming correspondence and the reply is
maintained in the Administrator's subject file. Background
material is returned to the Bureau with the official file.
Internal incoming correspondence is in the form of action
memoranda requiring a decision; briefing memos describing
meetings; and information memos sending status reports or
alerting the Administrator to a problem or topic. State
Department and Congressional correspondence are included in
the subjéct file. According to Angela Green, AID, nonrecord
material is removed from the files before they are retired.
Security classified subject files are maintained separately.
I recommend archival retention of the Administrator's
subject file.

Item 2, chronological files of the above individuals are
proposed for archival retention. These files are accessible
by date only; there is no subject index. No background
information is attached, nor is the incoming letter copied
and attached. According to Ms. Green, all correspondence in
the chronological files is included in the subject files. I
recommend disposal of this series when no longer needed by
the agency.

Item 3. I did not find a series fitting this description.
Ms. Green said that the Administrator's daily calendar is
not filed because all substantive meetings are covered in
briefing memos which become part of the subject file. I
recommend deletion of this item. The calendar is disposable
under GRS 23, item 2c.

Section 3 External and Public Affairs

Items 6, FOIA reports, and 10a and b, speeches and news
releases, are GRS items designated for archival retention.
There are approximately 2 inches of FOIA annual reports to



Congress which provide information on the number of
requests, number of denials, reasons for denial, names of
officials issuing and concurring in the denials, and the
number of appeals.

News releases, item 10b, consist of approximately one three-
inch binder per year. In addition to AID press releases,
there are five binders of press releases for the Alliance
for Progress, 1962-74, with an index from 1961-75. The
Administrator's speeches accumulate approximately one cubic
foot per year. I recommend archival retention as specified
in GRS 14, items 19b, 1a, and 1b.

The videotape library, item 8a, has approximately 200 tapes
produced by AID. The tapes were arranged numerically but
are in the process of being rearranged by country. The
library is creating a computerized data base that will make
the tapes accessible by region, country, and subject. The
data base will also provide the film number, date produced,
and length of the video. Master tapes and dubs will be
specified, and master copies will be numbered 1, 2, etc.
with the dubs numbered 1a, 2a, etc. Tapes on hand have
subject matter dating from the 1970's because some movies
were copied onto videotape. When I looked at these records,
there were two lists of titles which will be incorporated
into a single list on the computer. Archival selection
should be facilitated by the creation of a data base. I
recommend adding an item to specify that the electronic
index will be transferred to NARA with the pertinent
videotapes.

AID still has several motion picture films available for
distribution through the National Audiovisual Center. The
films are covered by this schedule but the agency needs to
be reminded of their existence.

Still pictures and slides, item 8b and c. The still picture
file has been maintained by the same individual who has been
the AID photographer for 35 years. There is no photo log.
The 8x10 black and white prints are filed by country. Most
of the photos are captioned on the back and are also
identified by a numerical scheme which incorporates a trip
number and roll and frame numbers. Many photos have
negatives in jackets attached to the back of the print.
Other negatives are stored with a contractor. There are two
five-drawer file cabinets of photos and approximately 30
binders of contact sheets in the still picture file.

The file of official portraits is divided into current and
former employees. The file also includes trip photos for
some individuals such as the Administrator. Archival and



nonarchival material is interfiled.

Color slides are maintained in plastic sleeves in
approximately thfity-five three-ring binders. The slides
are arranged by country and most are annotated with the
country name on the cardboard mounting.

The photographer also maintains a "special topic" file of
both slides and prints. This file includes currently active
subjects such as "famine in Afrfca.*

A number of the still pictures and slides have archival
value and should be accessioned into the National Archives.
There is a great deal of interfiling of archival and
nonarchival material. Sale copies, reference copies, and
negatives are all kept in the same file; there are not
separate files for mission-related and routine subjects.

The current arrangement of the collection precludes easy
segregation of the archival photos. I recommend approval of
the schedule as written, but as long as the photographer has
neither the time nor resources to improve the filing systenm,
I have reservations about the agency's successful
application of the schedule.

Section 4 Food for Peace

Items 1 through 5 are disposable administrative records
pertaining to grant applications and background on private
agencies involved in the Food for Peace program.

JTtem 6 is a disposable reference file. The office of record
for original Title I and Title IITI agreements is the State
Department Assistant Legal Advisor for Treaty Affairs.

Item 7, Title ITI bilateral agreements, consists of the
original agreement signed by AID and either a foreign
government representative or an official of a private
organization such as the International Red Cross. The
agreement is referred to as a transfer authority (TA) and
includes a list of commodities or products and specific
transfer dates for shipping and delivery. Agreements are
numbered and the office maintains a numerical index from
1961 to the present. According to Jim Feeney, AID, the
agreements were originally handled like treaties and were
sent to the Senate for approval. Now only agreements in
excess of $25 million dollars are sent for Senate review.
Accumulation from 1961 to the present is approximately 3
cubic feet; no records have been retired. I recommend
archival retention and a revision of the transfer statement
to read: Retire upon termination of agreement. Offer to



NARA in accumulations of one cubic foot.

ITtem 8a, master file of the Section 416 Agreements, consists
of the original agreement and a three-page attachment
listing commodities, quantities, intended use, objectives,
location, distribution, transportation, storage,
accountability, monitoring, etc., and reference copies of
the Federal Register citation referred to in the agreement.
There were forty-eight agreements in 1985 and forty-six in
1984. Annual accumulation is approximately one cubic foot.
I recommend that the records be retired upon termination of
the agreement and offered to NARA in five-year blocks five
years after the most recent termination date.

Item 9, Title II program files, includes annual estimates of
requirements (AERs) signed by AID and the private agency
carrying out the activity in the host country (eg. CARE);
the operational plan; administrative documents consisting of
quarterly estsimates, call forward agreements, and cables
referring to shipping instructions for the food. I
recommend archival retention of the signed agreements and
operational plans with cut off and transfer dates as
proposed in item 9b. The remaining records are disposable
regardless of medium.

Items 10 and 11 are disposable administrative and reference
files.

Section 5 Geographic Bureaus

The program correspondence files, item 1, present a serious
problem as they are now maintained. AID has a decentralized
filing system. The Assistant Administrators (AA, head of a
bureau) maintain only chronological files because the
"office of record" is the country desk. However, most
country desk officers consider their files "working files."'
The desk officers consider the project files maintained by
the Office of Project Development (PD) to be the record
copies. I looked at records and talked to desk officers in
all three geographic bureaus. Some organize subject files
according to the AID file manual, others find the filing
scheme unsatisfactory and create additional categories. The
AID file manual is not applied uniformly even for similar
documents (eg. letters or memcons from USAID Chiefs of
Mission). The desk officers rotate frequently, usually
every three years or less) and often successors don't like
or understand the predecessor's filing method so records get
ignored or thrown out. Approximately 5-10% of the country
desk subject files appears to have archival value. It is
difficult to justify keeping these files as they are



maintained. I did not find the official correspondence
which is referred to in Section 2, item 1. Presumably the
project-related correspondence is filed with the other
project records. Some communication between AID/W and the
USAIDs will be lost if we don't take the country desk
subject files; however, I recommend that we ask AID to
establish a disposal date for these files.

Ttems 2 and 3 are disposable.

The CDSS, item 4, are printed documents. Each geographic
bureau maintains a set of these documents in the 0Office of
Development Planning (DP). I recommend archival retention.

17
Items 2& @} and 8. I did not find any records matching
these descriptions in the geographic bureaus. A former
Deputy AA in Africa Bureau kept a reference file on human
rights because of his interest in the subject. However, no
one maintained or used the file after his departure. I
spoke to Mr. Wadlow about the location of the records and he
sald that the series had appeared on an earlier schedule and
that he found only occasional folders relating to these
series titles. I recommend withdrawal of items 5, 6, and 7.

Most of the desk files I looked at throughout the geographic
bureaus had briefing files which are scheduled for disposal
(item 8). Several desk officers referred to the briefing
files as good sources for current AID policy in host
countries. I recommend archival retention of the briefing
files with annual cut off dates and transfer to the National
Archives in five-year blocks when the most recent records
are 10 years old.

Section 6 Legislative and Legal Affairs

Item 1, Congressional correspondence, is divided into House,
Senate, and Committee files. Within each category the
records are arranged by Congress and thereunder by the name
of the Representative, Senator, or Committee. The files are
broken at the end of each Congress. Substantive and routine
correspondence is interfiled. I looked at several folders
in each category for the 95th Congress and found that from
half to two-thirds pertained to routine matters.
Congressional correspondence is documented in the
Administrator's subject file. Therefore, I recommend
disposal for the Congressional correspondence in all other
offices. The file break should coincide with the end of
each Congress.



Items 2 through 4 represent administrative and reference
files. I recommend disposal as proposed.

The legal opinions and decisions, item 5, date from 1954 to
the present and are filed in two-inch binders. The 1954-61
opinions relate to the Mutual Security Act and are arranged
by section of the act and thereunder numerically. From 1961
to the present, the opinions relate to authorizations,
appropriations, and PL 480 under the terms of the Foreign
Assistance Act. Binders 1 through 22 are arranged by
section of the act, thereunder numerically. Binders 23
through 52 are arranged by subject. There are usually
cross-references between the subject and section files.
Approximately 50 opinions (two or three binders) with
security classifications of confidential and secret are
locked in a security file and have not been microfilmed.

The records from 1961-83 have been converted to microfiche.
AID has both the paper records and a reference copy of the
fiche which appears to be legible. The silver original
fiche is in a vault in the agency. Susan Hall, AID
paralegal specialist, was surprised to learn that the
records are scheduled to be transferred to the National
Archives when 20 years old. She states that the records
must be maintained permanently in the agency, or if not
permanently, at least longer than 20 years because she still
refers to older decisions and opinions. The microfilmed
records present no problem; unfortunately, AID has no plans
to film the older records.

I recommend rewriting this item to schedule both the paper
and the microfiche, and to make the microfiche the record
copy after 1961. I recommend archival retention for the
entire series.

The records in item 6 are disposable.

Section 7 Private Enterprise (PRE)

Item 1, project files. When I looked at these records in
May, the agency was in the process of creating files along
the lines of the geographic bureau project files. The
records were not in that order at the time, and none had
been retired to WNRC because PRE was established recently (3
or 4 years ago). There are no plans to microfilm the
records; Chuck Patalive, PRE, feels that microfilm inhibits
retrieval of specific kinds of information (eg. cable
traffic). I looked at several of the recently arranged
project files and recommend archival retention of the
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project concept papers and reports (research, evaluation,
and final). I recommend disposal of the remainder of the
project records (item 1b).

Items 2, 3, and 4 are disposable as proposed.

Item S. I recommend disposal as proposed. The project
records are filed in a system that made very little sense
even to the agency person with whom I was discussing the
records. I located several accessions at WNRC pertaining to
specifications and drawings for some projects carried out in
the 1960s. I examined records of a housing project in Peru
that included project descriptions and inspection reports in
Spanish and English; blue line folios, 24x36 inches, of
floor plans, elevations, sections, site plans; site
development plans showing roads, drainage, and water and
sewer provisions. There were plans for 2 bedroom, 3
bedroom, and 4 bedroom houses, all of which had been
reviewed and approved by FHA. There were similar records
for projects in the Dominican Republic, Colombia, Venezuela,
and other areas in Peru. The drawings and spezcs need to be
scheduled. I recommend disposal because the program does
not attempt to apply new or unusual concepts to housing
design but instead provides basic, standard, inexpensive
shelter in populous areas of less developed nations.

Item 6. The PRE Library maintains the record copies of
housing guaranty studies and reports. The records include
Housing Guaranty Papers which discuss the origin of loan
guaranty projects. There are also Shelter Sector Activity
reports for individual countries (eg. Shelter Sector
Activity: Indonesia). Current studies and reports are
being microfilmed at the AID Library in Rosslyn. I
recommend archival retention of the paper records. If at
some future date PRE also maintains microfilm, NARA may want
to accession the film instead of paper.

Section 8 Program & Policy Coordination

The title of Part 1 should read Donor Coordinatjon Files.
This office illustrates many of the appraising difficulties
encountered throughout AID. For example, most people
claimed to have only "working" files and nobody could direct
me to the "official" files.

The Chief of the UN Division his two filing cabinets of
records with folder titles for FAO, ILO, Disaster Relief,
Development Programs, UNICEF. I found no substantive
correspondence, UN Division reports, minutes of meetings, or
agendas. Binders supposedly containing policy papers had a
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few papers written by AID staff but mostly papers written by
other organizations.

The Chief of the Development Assistance Coordination Staff
(DAC), told me that there is no Commodity Committee of OECD
in AID (item 1e). According to him there is a high level
group in the State Department dealing with commodities.
Therefore, I recommend withdrawal of item 1e.

Item 2. According to Phil Ward, NNFJ, NARA receives records
of this council from the Department of the Treasury. I
recommend disposal of these records.

Item 3. Among the World Bank files in the Multilateral
Financial Institutions Divisions, I found a folder of
meeting memcons of the International Bank for
Reconstruction. There were no minutes or related records
and the memcons were not inclusive. There were folders for
IDA, IFAD, IDB, IIC, etc. but most of the material appeared
to be for reference use.

This portion of the schedule has posed the greatest dilemma
for me. If records corresponding to the series descriptions
for items 1a, c, d, and f could be found I would recommend
archival retention. Some of the records do exist but are
kept on such a random basis and in such haphazard filing
schemes that it is difficult to assess their usefulness. 1
am reluctant to dispose of all records relating to AID's
relationship with international organizations. Therefore, I
recommend approval of the dispositions proposed for these
items with the hope that the agency can be persuaded to
improve the physical and intellectual control of its
records.

Item 4, Program Evaluation files. The Center for
Development Information and Evaluation (CDIE) library
maintains copies of all of the products produced by CDIE in
iten 4a through 4e. On various visits to the CDIE offices,
I was unable to locate correspondence, background papers, or
other records relating to the reports, etc. The Office of
Economic Analysis (EA) also produces studies and economic
analyses which may be published, unpublished, or
incorporated into publications issued jointly by several
organizations. I recommend archival retention of the final
reports, studies, analyses, etc. I recommend disposal of
background and related records.

Item 5. I had exceptional difficulty trying to locate this
series. Finally, Mary Power, EA, told me that PES refers to
Project Evaluation Summaries which are conducted during the
term of a project to permit readjustment in the project



direction or to indicate the need for a follow-up project.
The PES is used as a management tool to measure the progress
of a project. I recommend archival retention because the
PES presents justification for either a change in approach
or continuation of a particular policy or method in United
States relations with "less developed countries."

Part 3, Budget Files. See Records Common...Section 1, part
3.

Section 9 Science Advisor

Item 1, grant applications. I recommend the proposed
disposition.

Item 2, grant case files. The Science Advisor's office was
established in 1981 and all files are still in the office in
four 5-drawer filing cabinets. Applications and cases are
filed together chronologically. Each case is assigned an
alpha-numeric designation with the first digit representing
the fiscal year, followed by an alphabetic designation for
subject, and a numeric designation indicating sequence of
cases opened (eg. 5C-10). None of the cases has been
closed. Grants are issued for a three-year period and are
not renewable; therefore many projects are completed but
final reports have not been submitted so the cases remain
open.

The case files contain proposals for projects which include
project title, objective, summary of proposal, work plan,
priority and importance to the less developed country (LDC),
names of project officer and researchers; PIO/T (project
implementation order/ technical services); schedules
including statement of purpose, period of time, amount and
payment, financial plan, reporting and evaluation, special
provisions, program description, procedures, travel
justification, personnel, institutional units; trip reports
with overviews of projects; technical progress reports which
are annual or more frequent and inclulde 3x4-inch color and
black and white photos. The few final reports differed in
format but usually included background, objectives,
recommendations, etc. They may be called "triennial"
reports. In one case, an expanded revision of the final
report was submitted six months after the final report.

I recommend archival retention of the final reports and
their respective proposals so a comparison can be made
between the envisioned and achieved results. The remainder
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of the records is disposable as proposed.

Section 10 Science and Technology

Item 1. S&T is divided into sectors such as Food &
Agriculture; Human Resources; Energy & Natural Resources;
Population, etc. The Directorate of Population (S&T/POP)
questioned the language in the description for item 1.
According to them, all S&T projects are funded by the aAID
Development Assistance program. Therefore, I recommend
deletion of the phrase "made under Title II, exclusive of
projects."*

I examined project records in the divisions of Family
Planning Services, Policy Planning, Information and
Training, and Research. All projects included a project
paper, copy of the contract, and reports. The project
papers include an analysis of the proposal and an outline of
the project development, summary, recommendations, purpose,
activities, rationale, funding, goal, purpose, private
sector donor coordination, and geographic emphasis. Several
division directors emphasized the value of the project paper
as a policy document; often there are several contracts per
project with reports from each contract. The project paper
becomes useful for an overview. I recommend archival
retention of the project papers and final reports and
disposal of the remainder of the project records.

Items 2 and 3 are disposable as proposed.

Item 4, sector council files. I recommend retention as
proposed. The population council's records are the least
substantive consisting of one-page brief summaries. Records
for the other councils (agriculture; nutrition; rural
development; education and training; and energy/natural
resources) include minutes of meetings; charters for the
councils which include title, authority, objectives,
duration, chair and membership; training assessments; and
discussion papers.

Item 5, international organizations files. The records
administered by the Directorate for Population pertain to
the UN Fund for Population Assistance (UNFPA). The files
include documentation of UNFPA support including options,
strategies, and restrictions. U.S. participation in the
program is often mandated by Congress which determines how
much money the U.S. will contribute. Suggestions for policy
decisions originate with the Directorate for Population but
are acted on at the Administrator's level. I recommend
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approval of this item.

Item 6, Research Advisory Committee. There are
approximately 15 linear feet of records available from 1962
to the present for item 6a. For many later meetings, there
is a synopsis of projects under review. I recommend
approval of this item as proposed.

ITtem 7. I recommend disposal as proposed.

Item 8. By authority of an April 1982 action memo, the RAC
was restructured and the National Science Foundation (NSF)
was engaged to review proposals and projects. The RSSA was
established and renewed on a fiscal year basis. The last
agreement terminated on December 31, 1985. AID is preparing
an agreement for the National Academy of Sciences to assume
functions performed by NSF. The contractor reviews
proposals and provides comments on whether or not to fund;
does program reviews of existing projects; and writes
reports with recommendations. I recommend archival
retention of the reports and disposal of the remainder of
the records.

Section 11 Advisory Committee on
Voluntary Foreign Aid

Ttem 1, Committee meeting files which include
correspondence, agendas, minutes, briefing materials,
proceedings, and verbatim transcripts of meetings. The
Committee was created by President Truman and is composed of
private citizens who meet quarterly. I recommend archival
retention of the records.

Items 2 and 3 are disposable as proposed.

Section 12 BIFAD

The Board for International Food and Agricultural
Development (BIFAD) consults with and provides information
and advice to AID and USDA. BIFAD facilitates coperation in
research, includes university involvement in AID programs,
strengthens university capabilities, and mobilizes
universities to engage in development of educational
program. BIFAD sets policy and JCARD carries out the
policy. The BIFAD charter is renewed biannually.



Item 1a. BIFAD meeting files are arranged numerically by
meeting number. Records include agendas, certified
meetings, background papers, transcripts, committee reports,
and MOUs. Annual accumulation is approximately two cubic
feet. I recommend archival retention.

Item 1b. The Joint Committee on Agricultural Development
and the Joint Research Committee were merged in 1982 to form
JCARD. Records include agendas, minutes, proposals, and
background information. Annual accumulation is
approximately one cubic foot. I recommend archival
retention.

I located a BIFAD charter file which needs to be scheduled.
The records consist of the biannual charters for the Board,
correspondence relating to the charters, and amendments to
the charters. Accumulation from 1977 to the present is
approximately 2 inches. I recommend archival retention of
the charter file.

Sections 13 through 19

These sections pertain to administrative and housekeeping
records most of which are covered by the GRS or are of a
sufficiently routine nature to preclude archival retention.
I will comment on several items not covered by the GRS.

Section 13 Administrative Management

Item 2a is covered in Section 1, item 4a. I recommend
deletion of item 2 a and b.

I recommend deletion of item 11 because committees are
listed individually elsewhere in the schedule.

Section 15 General Support Services

Item 10, real property files, are proposed for archival
retention. I examined the records in the office of Overseas
Property Management. The records are arranged
alphabetically by country and include the documents listed
in the schedule description. The property pertains to
office builidings and residences of the USAID Mission
Directors. There are uncaptioned black and white prints but
no negatives of building exteriors and interiors. AID has
long-term administrative need for these records to answer
Congressional inquiries, even in cases where the property



p 16

has been transferred to the Department of State or back to
the host nation after closure of an AID mission. 1In the
files for Zimbabwe, Tanzania, and Korea, I found no
buildings of architectural significance. According to Ron
Swerczek, NNFD, there are exterior photos in post inspection
reports and reference requests usually relate to buildings
with architectural significance. The post inspection
reports in NNFD are evaluations of the entire U.S. program
in a country, not just inspections of the physical plant.
The real property records at AID have marginal historic or
evidential value. I recommend disposal when the records are
no longer needed for administrative purposes.

There are at least two other series of records that are not
covered by this schedule: Participant Training and Alliance
for Progress. I have notified the agency and they will
submit a supplemental schedule to cover those items.

I am sending this appraisal report to NNF with
recommendations that NNS and NNI also comment. May I please
have a reply by November 28, 19867

EANNE YOUNG

Records Appraisal & Disposition Division
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AlD Records Dispositiorg:hedule Page 1

I. RECORDS COMMON TO MOST OFFICES

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Par;\I, Office General Administrative Files

Office Administrative Files

cords accumulated by individual offices that Destroy when 2 years
relate to the internal administration or house- old or when no longer
keepNng activities of the office, rather than the needed, whichever is
~ functiogns for which the office exists. In general, sooner.
these records relate to the office organization, . GRS 23
staffing) procedures, and communications; the ex- Item 1

penditure @f funds, including budget papers; day-
to-day adminjstration of office personnel, includ-
ing training apd travel; supplies and office ser-
viceés and equipment requests and receipts; and the
use of office space and utilities. They may in-
clude copies of imMernal activity and workload re-
ports (including wokk progress, statistical, and
narrative reports whigh are prepared in the office
and forwarded to highel levels) and other materials
that do not serve as offNcial documentation of the
programs of the office.

Note: This item is not applicable to the record

copies of organizational charts, functional state-
ments, and related records that Jocument the essen-
tial organization, staffing, and procedures of the
agency. See Section XIII

Chronological Files

Files of extra copies of cables, letters,\memoranda,
etc., maintained for ease of reference in
ical order, by serial number, or by date of \ssuance.

a. Cable or Telegram File

Files consisting of copies of incoming and outgajing
telegraphic communications. Files are normally
maintained by serial number by point of origin an
are kept, for the most part, as a source of easy
reference.

1) AID/Washington Communications Center Master File

The master file of all telegraphic corres- Cut off the end of
pondence sent or received by the Agency. In fiscal yeax, retire to
addition to being a reference point for the Washington National
Communications Center message analysts, this Records CenteX (WNRC)
file also receives considerable use for in- 3 months after ‘qutoff.
vestigations, background studies, and re- Destroy when 7 years
search. old.
NC 1 286-82-2
- Item 1A



AID Records Disposition Schedule

ITEM NO.

DESCRIPTION OF RECORDS

2) Other Offices

Files maintained in the individual offices of
the Agency's Washington headquarters as “easy
reference”" files.

s consisting of extra copies of letters, memo-

and other, nontelegraphic, communications
Files are normally maintained by date of

issuanch and are kept, for the most part, as "easy

following Agency executives:
ator, Deputy Administrator,
Assistant Adm¥pistrators, and the Directors
of Offices that\report directly to the
Administrator.

2) Files maintained by othek offices.

Employee Travel Files

Correspondence copies of travel requests, authori-
zations, vouchers, itineraries, and other pape
pertaining to employee travel, exclusive of reconds
maintained in the Office of Financial Management.

Office Personnel Files

Folders on employees consisting of correspondence,
memoranda, forms, copies of position descriptions,
requests for personnel action, and other records
on individual employees duplicated in or not ap-
propriate for the Official Personnel Folder.

Page 2
AUTHORIZED DISPOSITION

Cut off at end of fis-
cal year, retain in
active office space.
Destroy when 1 year
old or sooner if no
longer needed for ref-

erence., NC 1 286-82-2
Item 1B
Permanent. Cut off at

end of fiscal year;
retain in active of-
fice space, retire to
WNRC 1 year after cut-
off. Offer to Nation-
al Archives Records
Administration (NARA)
when 10 years old.

Cut off at end of cal-
endar year, retain in
active office space.
Destroy when 1 year
old or sooner if no
longer needed for ref-
erence. NC 1 286-82-2
Item 2A

Cut off at end of
fiscal year. Destroy
when 1 year old.

Rexiew annually and
desiyoy superseded or
obsolate documents; or
destroy all documents
relating\to an indi-
vidual empNoyee 1 year
after separation or
transfer. G

Item 18A



AID Records Disposition Schedule

ITEM NO.

DESCRIPTION OF RECORDS

5.

Part 2.

Transitory Files

Papers of short term interest which have no docu-
mentary or evidential value and normally need not
be kept more than 90 days. Examples of transitory
correspondence are shown below:

a. Requests for Information or Publications

Routine requests for information or publications
ich require no administrative action, no policy

- for\reply, such as requests for publications or
other\printed material.

b. Letters gf Transmittal

Letters of Yransmittal that do not add any informa-
tion to that'contained in the transmitted material.

c. Quasi-Official Rqtices

Memoranda and other\ papers that do not serve as the
basis of official actjons, such as notices of holi-
re fund appeals, bond cam-

days, charity and wel
paigns, and similar papegs.

Technical Reference Files

General Program Correspondence Files

Copies of documents retained stri¢tly for reference
and informational purposes and whi are not part
of the official files. Includes extra copies of
project material, copies of reports,
cial compilations of data, drawings, p
books, clippings, extra (nonrecord) copi
icy and precedent” files, brochures, catalqgs, ven-
dor price lists, and publications prepared
nally and externally.

1.

General Subject Correspondence Files

Letters, memoranda, studies, reports, forms, and other
data documenting and/or implementing plans, policies,

procedures, accomplishments, opinions, and decisions
pertaining to AID program and staff activities, with
related indexes and finding aids. Arranged by sub-

ject/name/country as appropriate.

Page 3
AUTHORIZED DISPOSITION

isions, and no special compilations or research

Destroy when 90 days
old or sooner if pur-
pose has been served.

GRS 23 1Item 4

Review at end of
fiscal year and de-
stroy material of no
further reference
value. GRS 23 Item 6
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ITEM NO.

DESCRIPTION OF RECORDS

Part 3.

a. Program Correspondence Files Maintained at High
Organizational Levels

Subject, name, or country files maintained by or
for the immediate offices of the following Agen-
cy executives: the Administrator, Deputy Adminis-
trator, the Assistant Administrators, and the
Directors of Offices that report directly to the
Administrator or his Deputy and that are filed
entrally or in decentralized locations.

Program Correspondence Files of Country Desk
Offides in the Geographic Bureaus

These fles documenf in a unique way the opera-
tions in YWSAIDs and reflect their problems and
accomplishments.

A1l Other Program Corkespondence Files in AID
Headquarters Offices

Budget Records

1.

Annual Budget Submission Files

Annual budget submission by each overseas\post and
each AID/W organizational entity. Include$ instruc-
tions, assumptions, and guidelines for prepaxation;
the budget request itself; supporting papers;\and
related information, as follows:

a. PPC/PB files of annual budget submissions of
overseas posts and AID/W Bureaus and Staff Of-
fices, containing justifications, amounts re-
quested, and supporting papers.

Files of all AID/W components, except PPC/PB,
consisting of guidelines on annual budget prep-
aration and preliminary budget estimates, sup-
porting papers, cost estimates, rough drafts,
and data accumulated in preparation of annual
bud?et estimates, including duplicates of papers
included in overseas posts' final budget esti-
mate files.

Page 4
AUTHORIZED DISPOSITION

Permanent. Cut off at
end of fiscal year.
Hold in office for 2
years, then retire to
WNRC. Offer to NARA
when 20 years old.

Permanent. Cut off at
end of fiscal year.
Hold in office for 2
years, then retire to
to WNRC. Offer to
NARA when 20 years
old.

Cut off at end of fis-
cal year. Hold in of-
fice for 2 years, then
retire to WNRC. Des-
troy 10 years after
cutoff.

Cut off
Hold

Permanent.
files annually.

ter cutoff, then re-
tike to WNRC. Offer
RA when 10 years

years after
scal year
e budget.

Destroy
close of
covered by
GRS 5 Item
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
2. Congressional Presentation Files

Part 4.

These files document the preparation of the detail- Permanent. Cut off

ed Agency budget request to Congress, including sup- files annually. Hold
plementary schedules, exhibits, etc. The files con- in office for 5 years
tain all documents used in Congressional budget pre- after cutoff, then re-

sentations, providing, by years, the U.S. assis- tire to WNRC. Offer
tance, subdivided by major programs. to NARA when 10 years
old.

Proyect Assistance Records

These records relate to the AID Development Assistance Program. Assistance is provid-
ed in the form oK loans and grants for improving the quality of life of people in less
developed countries through programs in agriculture, rural development, nutrition, fam-
ily planning, health, education and human resources, energy, private industry develop-
ment, and science and\technology, and is administered primarily by USAIDs located in
host countries.

1.

Development AsS\Nstance Project File

Case files on technical and capital assistance devel-
opment projects, cohgsisting of studies, surveys, proj-
ect identification doguments, project papers, copies

of loan and grant agreeégents and amendments, project
implementation orders, implementation letters, con-
tracts, audits, reports ang evaluations, and other re-
tated records and correspondence. These files document
the initial concept, the apprQved design, the progress
and problems of implementation), the successes and/or
failures of the individual projegt.

a. Original Silver Master Microfilm and Bureau Permanent. Review bu-
Master diazo file reau master diazo file

annually and identify
closed project files.
Cut off closed files
annually. Secure
original silver master
file from contractor
and offer silver mas-
ter and bureau difazo
file to NARA 2 years
after cutoff.

b. Project officer diazo working file

¢. Original paper copies of microfilm project
records cation\Qy NARA that

the micrafilm records
are an adequate sub-
stitute for\the orig-
inal records.

d. Closed project records which have not been mi- Destroy 50 years\after
crofilmed and are transferred to the Washington transfer to WNRC.
National Records Center
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ITEM NO.

DESCRIPTION OF RECORDS

Part 5.

e, Reference copies of project documents maintained
in various Agency offices.

Project Plan and Engineering Files

opies of engineering plans and related material
prrtaining to individual projects.

Technigal Project Feasibility Studies

Copies oR\studies, reports, and related correspon-
dence pertaining to proposed projects which do not
develop intd\projects. (If project is approved,
materials are\filed in project file.)

Project Status/Tracking System Reporting

This documents the mowitoring of the status and
tracking of projects. “jome of the documents found
in this file are: policy\data inventory, project
status reports, weekly status reports, and project
accounting information systsm reports.

Bureau Project Evaluation Files

Documents pertaining to plans, evalyations, and re-
ports on Mission (USAIDs) and BureauNactivities in
project planning and evaluation. This\material dup-
licates information in project files.

Non-Project Assistance Records

Page 6
AUTHORIZED DISPOSITION

Destroy upon termina-
tion of the project or
when no longer needed,
whichever is sooner.

Destroy in accordance
with 1 a. and b.
above.

Cut off annually.

Hold in office for 2
years, then retire to
WNRC. Destroy when 10
years old.

Cut off file at end of
fiscal year. Hold in
office for 1 year,
then retire to WNRC.
Destroy when 5 years
old.

Cut off files when
closed. Destroy
when 3 years old.

These records relate to Economic Support Fund activities\and include grants and loans

for program assistance in selected countries of special p

United States. Recipients purchase goods and services from\J.S.

under existing Public Laws. Cash transfers and sector assistynce are also provided as

non-project assistance.

1.

Program (non-project) Procurement Files

Case files of grant and loan agreements on cash
transfer or commodity import activities consisting
of such records as agreements, implementation let-
ters, action memos, program assistance papers, and
related documents and correspondence pertaining to
program assistance transactions.

jtical interest to the

institutions and firms

Cut\off after loan has
been Xully repaid

(maximdm of 40 years).
Destroy 1 year after
cutoff.
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Other General Files

Schedules of Daily Activities

Calendars, appointment books, schedules, logs, dia-
ries, and other records documenting meetings, appoint-
ments, telephone calls, trips, v1sits, and other acti-
vities of Federal employees.

Records containing substantive information relat- Permanent. Cut off
ing to the official activities of high-level of- annually. Offer to
icials, the substance of which has not been in-  NARA when 6 years old.
comporated into memoranda, reports, correspon-

or other records included in official AID

files\ High-level officials include the Adminis-

eputy Administrator, the Assistant Admin-

and the Directors of Offices that re-

port directly to the Administrator or his Deputy,

and staff asgistants to these aforementioned offi-

cials, such a% _special assistants, confidential

assistants, and\administrative assistants.

b. Records of other than high-level Agency employ- Destroy when 2 years
ees as defined in a)\ above containing substan- old. GRS 23 1Item 2A
tive information relating to official activities,
the substance of which\ias not been incorporated
into official files.

C. Routine materials containiny no substantive in- Destroy when no longer
formation regarding the dailj\activities of other needed or when 1 year
than high-level officials as defined in a. above; old, whichever is
records of all Federal employeed\ containing sub- sooner. GRS 23 Item 2C
stantive information, the substanse of which has
been incorporated into official files; and person-
al records of all Federal employees kelating to
nonofficial activities.

Research Studies Files

Social and Economic Studies files prepared by
staff or by outside contractors (individuals or
stitutions), including periodic progress reports,
correspondence, and final reports.

rmanent. Maintain
1 copy as record copy.
to NARA in an-

a. Final Reports

b. Back-up material consisting of copies of prog-

ress reports, correspondence, etc.
Destroy 3 years after

cutoff.

c. Reference copies of reports Destroy when no longer
- needed for referenc
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ITEM NO. DESCRIPTION OF RECORDS

3. Audit Reports Files

Copies of {nspector General and General Accounting
Office_audlt reports and related correspondence
malnSalned by individual offices where audits oc-
cured.

4, Publications File

Record copies of publications accumalated in
offices having responsibility for the Agency

nction documented in the publication.
Thase consist of books, pamphlets, booklets,
formal reports and papers, studies, etc.
Prepaxed by or for the Agency.

1) In-house publications

2) Publications mrepared under @rants
and Contract

b. Reference copies of publications

Page 8
AUTHORIZED DISPOSITION

Destroy 1 year after
all audit exceptions
noted in reports
have been resolved.

Permanent. Retire
to WNRC when 3 years
old. Offer to NARA
in 5 years blocks
when 10 years old.

Permanent. Retire
to WNRC when 3 years
old. Offer to NARA
in 5 year blocks
when 10 years old.

Review annually.
Destroy material when
no longer needed for
reference.
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RECORDS OF THE ADMINISTRATOR AND ASSISTANT ADMINISTRATOR

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1.

Letters, wemoranda, studies, reports, forms, Permanent. Cut off at
and other ¥ata documenting and/or implementing end of fiscal year.
plans, policyes, procedures, accomplishments, Hold in office for 2

opinions, and\decisions pertaining to AID years, then retire to
program and staff activities. Arrange by WNRC. Offer to NARA
subject/name/country as appropriate. when 20 years old.

2. Chronological Files

Files consisting of exbdra copies of letters, Permanent. Cut off at
memoranda, and other, nogtelegraphic, communi- end of fiscal year.
cations media. Files areNpormally maintained  Hold in office for 1
by date of issuance and are\kept, for the most year, then retire to
part, as "easy reference" fi WNRC. Offer to NARA
when 10 years old.

3. Schedule of Daily Activities

Records containing substantive inforwmation Permanent. Cut off
relating to the official activities o annually. Offer to
high-level officials, the substance of Which NARA when 6 years old.
has not been incorporated into memoranda)
reports, correspondence, or other records
included in official AID files. High-level
officials include the Administrator, Deputy
Administrator, the Assistant Administrators,
and the Directors of Offices that report
directly to the Administrator or his Deputy,
and staff assistants to these aforementioned
officials, such as special assistants,
confidential assistants, and administrative
assistants.
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS

ITEM NO. DESCRIPTION OF RECORDS

Part‘}\\ Public Inquiries Files

1. \\\Mandatory Classification Review (MCR) Files

Regorts and correspondence regarding inquiries from
the\public for information in the files which was

classi{fied. This review is made under FOIA and the
currend, Executive Order on National Security Infor-
mation.

2. Freedom of Infarmation Act (FOIA) Requests Files

Files created” in kesponse to requests for information
under the Freedom Information Act, consisting of
the original request) a copy of the reply thereto,
and all related supporting files, which may include
the official file copy
thereof.

a. Correspondence and supporting documents (EXCLUDING

the records requested, if Njled therein).

1) Granting access to all thetequested records.
2) Responding to requests for nonexistent records,
to requestors who provide inadequqte descrip-
tions, and those who fail to pay Ajency repro-
duction fees.

a) Request not appealed.
b) Réquest appealed.

Denying access to all or part of the records
requested.

3)
a) Request not appealed.
b) Request appealed.

b. Official file copy of requested records.

Page 10

AUTHORIZED DISPOSITION

Cut off when action is
completed. Hold in
office for 2 years,
then retire to WNRC.
Destroy 30 years after
completion of the ac-
tion.

a requested record or a copy

Destroy 2 years after
date of reply. GRS 14

Item 16 Al

Destroy 2 years after

date of reply. GRS 14

Item 16 A2

Destroy as authorized
under Item 4 below. GRS 14

DestrQy 5 years after
date of reply. GRS 14
3

Destroy as authorized
under Item§ below. GRS 14
Item 16 A3
Dispose of in \ccor-
dance with approyed
disposition instryc-
tions for the related
records, or the relat-
ed FOIA request,
whichever is later. G
Item 16 B
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ITEM NO.

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

4.

FOIA Appeals Files

Files created in responding to administrative appeals
under the FOIA for release of information denied by
the Agency, consisting of the reply thereto, and re-
lated supporting documents, which may include the of-
ficial file copy of records under appeal or a copy
thereof . .

a\ Correspondence and supporting documents (EXCLUD- Destroy 4 years after
NG the file copy of the records under appeal if final determination by
\led therein) Agency or 3 years af-
ter final adjudication
by courts, whichever
is later. GRS 14 Item 17A
b. Official Xile copy of records under appeal. . Dispose of in accor-
dance with approved
disposition instruc-
- tions for the related
record, or the relat-
ed FOIA request,
whichever is later. GRS 14
Item 17B
FOIA Control Files

Files maintained for control, purposes in responding
to requests, including registers and similar records
listing date, nature, and purpdse of request and name
and address of requestor.

Destroy 5 years after

date of last entry. GRS 14
Item 18A

Destroy 5 years after
final action by the

Agency or after final
adjudication by

courts, whichever is
later. GRS 14 Item 18B

a. Registers or listing.

b. Other files.

FOIA Reports Files

Recurring reports and one-time information require-
ments relating to Agency implementation of the FOIA,
including annual reports to the Congress. ’

a. Annual reports originating in OPA. Permarent. Offer to
NARA when 15 years

old. GRS 14 Item 19a

b. Other reports. Destroy wher 2 years
old or soonen if no
Tonger needed Xor ad-
ministrative usé, GRS 14

Item 19b
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
7. FOIA Administrative Files

Records relating to the general Agency implementa- Destroy when 2 years

tion of the FOIA, including notices, memoranda, old or sooner if no

routine correspondence, and related records. longer needed for ad-
ministrative use. GRS 14
Item 20

ews and Media Relations Files

8. \\ludio Visual Files

jdeo tapes and motion picture films.

1) Iqgportant subjects that reflect the mission Permanent. Offer 1
of\the Agency. copy of each tape or
film to NARA when 20

years old.

bjects that do not reflect the mis- Destroy when no lon-

2) Routine
Agency. ger needed.

sion of t

b. Still picture fiNes, consisting of master prints
file (negatives adtached to back of print). Ar-
ranged by country and thereunder by subject. Cat-
egorized by countries\ Agency personnel, and local
events.

Permanent. Offer to
NARA when 20 years
old.

1) Country files.

2) Agency personnel and local ewents file. Destroy when 1 year
old or when no longer
needed, whichever is

sooner.
3) official portraits of senior Agency wffi- Permanent. Offer to
cials. NARA when 20 years
old.

c. Color slides (35 mm)

Permanent. Offer to

1) Country files.
NARA when 20 years

1d.
2) Agency personnel and local events file. Destroy when 1 year
old when no longer

needed) whichever is

sooner.

d. Black and white contact prints arranged by coun- Destroy whew no lon-
tries. ger needed.

e. Photograph work file, consisting of correspon- Cut off file annyally.
dence relating to photographic services provid- Destroy when 1 year
ed by or to outside services. old.
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ITEM NO.

DESCRIPTION OF RECORDS

Biographical File on Senior AID Officials

10.

Background information on top AID officials or
other key personnel for public dissemination.

Public Relations Files

N\Speeches, addresses, and comments.

Remarks made
formal ceremonies and during interviews by
heads of agencies or their senior assistants con-

cerm{ng the programs of their agencies. The
speeches and addresses may be presented to exec-
utives \{rom other Federal agencies, representa-

News releases. W8ne copy of each prepared state-
ment or announcemeqt issued for distribution to
the news media. NeWs releases announce events
such as the adoption \Qf new Agency programs,
termination of old projrams, major shifts in
policy, and changes in senior Agency personnel.

Page 13
AUTHORIZED DISPOSITION

Destroy when official
leaves the Agency or
when no longer needed,
whichever is sooner.

Permanent. Cut off
annually. Hold in of-
fice for 5 years, then
retire to WNRC. Offer
to NARA when 20 years

old. GRS 14 Item la
Permanent. Cut off
annually. Hold in of-

fice for 5 years, then
retire to WNRC. Offer

to NARA when 20 years
GRS 14 Item 1b

old.



AID Records Disposition Schedules

ITEM NO.

Page 14

[V. FOOD FOR PEACE AND VOLUNTARY ASSISTANCE (FVA) RECORDS

DESCRIPTION OF RECORDS

Part 1?\\£ommon Type Files

1.

Part 2.

RVA Grant Files

These files pertain to grants made under the sever-
programs. Included are copies of proposals,
grant applications, agreements, and amendments;
project Xinancial, progress, and evaluation re-
ports; PIN's; and related documentation and corres-
pondence. )

Unsuccessful Grant Applications

Copies of applications of unsuccessful grant appli-
cants and related uments and correspondence.

Private and Voluntary Coopécration Files

3.

Ocean Freight Files

These files pertain to the reimbursement by AID for
shipping expense incurred by volwptary agencies un-
der "subvention" arrangements. Ing¢luded are copies
of procurement authorizations, Schedule D-Overseas
Transportation, AID 1550 or equivalen¥, approval

letters, etc., and related correspondengce.

Registered Agency Files

These files document the private voluntary ajencies'’

applications for registration containing all
ing papers pertaining to the applicant agencies
legal, financial, and operational status.

a. Case Files on Individual Agencies

b. Annual Financial Submissions

Denied Agency Registration Files

Applications and related correspondence pertaining
to private voluntary organizations' registration.

AUTHORIZED DISPOSITION

Cut off when grant is
terminated. Hold in
office for 2 years,
then retire to WNRC.
Destroy 6 years after
termination of grant.

Cut off when grant is

awarded. Hold in of-

fice for 2 years, then
destroy.

Cut off when file is
closed. Hold in of-
fice for 2 years, then
retire to WNRC. Des-
troy 5 years after
file is closed.

Cut off when agency is

emoved from registry.

stroy 5 years after
val.

Cut off after denial.
Destroy 3 years %fter
denial.
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Food for Peace Files

Title I and III Voluntary Agency Agreement Files

Copies of agreements and related documentation per- Cut off when agreement
taining to AID Agreements with host govermments un- is terminated. Hold
der Titles I and III of P.L. 480. . . in office for 2 years,
then retire to WNRC.
Destroy 6 years after
termination of agree-

ment.
Title IY Bilateral Agreements
Files consist of the original agreements between
the U.S. (AIQ) and host govermments under Title II
of P.L. 480. \Arranged alphabetically by country.
a. Original Agreéments Permanent. Offer to

NARA in 2-year blocks
upon termination of
agreements.

Destroy when agreement

b. Copies of agreements
is terminated.

Section 416 Agreement Files

Files consist of the original agxeements between U.S.
(AID) and voluntary organizations)multilateral organ-
izations, or foreign governments, entered into under
the provisions of Section 416 of theMgricultural Act
of 1949. Arranged alphabetically by ceuntry.

Permanent. Offer to
NARA in 2-year blocks
upon termination of
agreements.

a. Original Agreements

Destroy when agreement

b. Copies of Agreements
is terminated.

Title II Program Files

Files arranged by country documenting all Title II
program and project activity with individual host
countries. Included are copies of program plans and
projections, program operating and financial documents,
annual estimates and requirements, project documenta-
tion, and related documents and correspondence.

a. Project Files See Item No.
4, Project Assistance

0ffices. for author

~ aisposifionL'
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ITEM NO.

DESCRIPTION OF RECORDS

11.

b. Other Documentation

Voluntary Agency Ocean Transport Filés

FiNes include copies of Letters of Commitment,
Procyrement Authorizations, Expenditure Reports,
etc.,\and related correspondence.

Agricultura\ Commodity Files

Reference copids of such documents as commodity
specificatioms, technical studies, and general
material on agrict]tural commodities used in the
Food for Peace progxam.

Page 16
AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Hold in of-
fice for 2 years, then
retire to WNRC. Offer
to NARA when 10 years
old.

Cut off annually.
Hold in office for 2
years, then retire to
WNRC. Destroy when 6
years old.

Review annually.
Destroy when supersed-

ed, obsolete, or no
longer needed.
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V. GEOGRAPHIC BUREAUS GENERAL RECORDS

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Program Correspondence Files

Subject and Country Files of Country Desk Offices. Permanent. Cut off at
ese files document in a unique way the operations end of fiscal year.

in\USAIDS and reflect their problems and accom- Hold in office for 2
plisiments. Arranged by subject and country as years, then retire to
appropriate. WNRC. Offer to NARA

when 20 years old.

General Firnancial Files

Working files\pertaining to financial management Cut off files at end
functions of the several geographic areas covering of fiscal year. Hold
materials reTating to annual budget submissions, in office for 3 years,
budget expenses, fynding 1imits, background justifi- then destroy.

cation and expenses) monthly operating expenses,

etc. Files contain such forms as: copies of Request

for Budget Allowance, Aqnual Budget Submissions, Re-

quest for Operational Year Budget Change, Project Im-

plementation Orders/Technigal Services, Travel Autho-

rizations, and Advice of Budget Allowances. Files

are used to control expendituces of funds.

Congressional Notification and

Presentation File

These working files contain informatiQn needed for Close file at end of
presentation of the Bureaus' annual pragram and bud- fiscal year. Hold in
get to Congress and any changes to the program that office for 1 year,
require congressional notification. They\contain then retire to WNRC.
information on operational year budget changes, con- Destroy when 6 years
gressional notifications, program revision raguests, old.

guidelines for preparation of congressional nogifi-

cation, advice of program change, and monthly prgject

accounting information system reports.

Country Development Strateqy Statement (CDSS) File

Formal statements on each country's foreign aid assis-
tance program are submitted by USAIDs annually. These
statements are printed and bound and distributed to
appropriate offices throughout the Agency.

a. Record copies maintained in Geographic Bureaus
arranged by country and thereunder chronologi- annually.
cally. fice for 3 years, then

to NARA when 5 Years
old.

b. Copies used for reference. Destroy when no lon
- ger needed for refer-

ence.
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ITEM NO.

DESCRIPTION OF RECORDS

5.

Human Rights Files

Documents relating to the policy for the implemen-
tation and management of human rights programs in
host countries, containing historical background on
the Human Rights Program, Human Rights Procedures,

reports from the Department of State, and guide-
lines for implementation and management of the

man Rights Program.

"Poli -Analysis and Resource Allocation Files

Arranged by country.

File do umenting political and economic policies in
host coutdries, consisting of booklets and papers

relating t political and economic policies in host
countries, with Ambassadors' overview.

country.

Policy Files™

Arranged by

Files dealing with D\S. poiicy governing Foreign

Aid in host countries), containing reports on
aid policy and U.S. Eco-
nomic Aid policy. Arranged by country.

studies of internation

Briefing Files

Files consist of reports prepared\by AID staff mem-
bers for AID officials anticipating\visits to coun-
tries where AID has a mission.

Thesa reports con-

tain pertinent information on the country to be

visited and the current AID assistance

the country.

Page 18
AUTHORIZED DISPOSITION

Permanent. Close at
end of fiscal year.
Hold in office for 3
years, then retire to
WNRC. Offer to NARA
when 10 years old.

Permanent. Close file
at end of fiscal year.
Hold in office for 1
year, then offer to
NARA.

Permanent. Close file
at end of fiscal year.
Hold in office for 3
years, then retire to
WNRC. Offer to NARA
when 10 years old.

Destroy when 3 years
old.
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Vi. LEGISLATIVE AND LEGAL AFFAIRS RECURDS

NO. DESCRIPTION OF RECORDS

Congressional Corresponaence Files

his correspondence is between the Agency ana
mépbers of Congress and signed by the Admini-
strqtor, his Deputy, or tne bLirector of
Legislative Affairs. Arranged alphabetically
by the\name of tue Conyressional member

a. Papers\containing policy and precedent
and requNring research wnich documents
relations\witn Congress.

b. All other routiné\correspondence.

Correspondence Brief

members of
ative affairs

Briefs or drafts of letters
Congress prepared by the legi
office.

Committee Prints and Hearing Recor

Copies of printed committee reports
Congressional hearings.

Litigation and Entorcement Case Files

Case files containing documents containing
information on all dispute matters where AID
is involved, such as contract disputes,

civil or criminal litigation, etc. Files
also contain legal intormation in the form

of advice furnished the Inspector General's
office in the conduct of their investigations.

Legal Opinions and Decisions Files

Files of legal opinions on law ana Executive
Orders as a result of requests from AID offices
on any matter requiring interpretation of
Federal or other law. Files include requests
for advice, formal legal opinion and decisions,
and related correspondence.

Financial Disclosure Reports

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

AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Hold in
otfice for 3 years,
then retire to ANku.
Offer to NARA when 10
years old.

Cut off annually,
destroy when 2 years old.

Destroy when no longer
needed for reference.

Destroy when no longer
needed for reference.

Cut off file when case
is closed. Hold 1n
office for 1 year, then
retire to WNRC. Destroy
years after case is

Permanent.\ Offer to
NARA when years old.
old.
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b.

DESCRIPTION OF RECORDS

1) Recoras including Sk 278A for individuals
filing according to Section 20lb of the
Act and not subsequently confirmed by
the Senate.

2) All otheéy records including SF 278.

All other statements employment and
interests and related r&cords, including
confidential statements N led under
Executive Order 11222.

Page 20

AUTHORIZED DISPOSITION

Destroy 1 year after
nominee ceases to be
under consiaeration for
appoinments, EXCEPT tnat
documents needed in an
ongoing 1nvestigation
will be retained until
the investigation is
completed.

Destroy when 6 years
old, EXCEPT that
documents needed in an
ongoing investigation
will be retained until
the investigation is
completed.

Destroy when 6 years old
EXCEPT that documents
needed in an ongoing
investigation will be
retained until the
investigation is
campletea.
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VII. Private Enterprise (PRE) Records

NO. DESCRIPTION OF RECORDS

PRE Project Files

These files consist of documentation pertaining to

erative agreements between AID and the U.S. private

sector. Files include, but are not limited to, copies
of proposals, applications, project authorizations,
loan axd grant agreements, contracts, interim project

progresy, reports, PIO's, etc., and related correspon-

dence.

a. Published\or unpublished reports (exclusive of
interim project progress reports) or any other
final proJecX product and related records.

b. All other projest records.

Status Reports on Loans

loans showing

Reports on private sector initiativ
on status of

disbursements, payment progress, etc.
outstanding -loans.

Unsuccessful Investment Opportunity Proposals

Proposals from businesses which did not result in a
loan. .

Company Correspondence Files

General correspondence between AID and enterprises

in the private sector on all aspects of the AID pro-

gram for encouraging the participation of the U.S.
private sector in financial transactions which can
accelerate the development process overseas.

Housing and Urban Development Project Files

Page 21

AUTHORIZED DISPOSITION

he management of grants, contracts, loans, and coop-

Permanent. Offer to
NARA when 10 years
old.

Cut off when project
is completed or loan
is paid, as appli-
cable. Hold in office
for 2 years, then re-
tire to WNRC. Destroy
6 years after comple-
tion of project.

Cut off annually.
Destroy when 1 year
old.

Cut off when with-
drawn or denied. Hold
in office for 2 years,
then destroy.

in office for 2
, then destroy.

Case files on housing construction under the AID Hous-
ing Guaranty Program (HG). Files include, but are not
limited to, guarantee and loan agreements, implementa-
tion agreements, cost schedules, progress reports, in-
spection and evaluation reports, and related documents
and correspondence.
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AID Records Disposition Schedule

ITEM NO.

DESCRIPTION OF RECORDS

a. Basic contractual documents and related materi-
als.

b. Inspection reports on housing construction.

c. Geheral correspondence.

Studies and Reports on Shelter Sector Activities

and Housing“auaranty Programs

Studies and repgQrts on various aspects of the AID
worldwide shelter sector activities, including the
Housing Guaranty Pcogram. Arranged by subject.

Page 22
AUTHORIZED DISPOSITION

Cut off when loan is
paid. Hold in office
for 3 years, then des-
troy.

Cut off when con-
struction is complet-
ed. Hold in office
for 3 years, then des-
troy.

Destroy when 2 years

Permanent. Cut off
annually. Offer to
NARA when 10 years
old.
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VIII.

Page 23 -

PROGRAM AND POLICY COORDINATION RECORDS

ITEMNO. DESCRIPTION OF RECORDS

Part 1.\ Donor Cooperation Files

1. \\\Jnternational Organizations Files

orrespondence, reports, agendas and minutes of
etings of consultative groups and subsidiary

and, affiliated organizations regarding develop-
ment\assistance and AID liaison with such organ-
izati

b. Working papers for conference sessions, such as
delegate lists, admission cards and badges, cor-
respondenc® ol arrangements, and duty schedules.

c. Files regarding programs of the UN and its af-
filiated organizatNons, which show relation to
cooperating countrids and AID liaison.

d. Reports of international conferences attended,
providing the Administrator wth a brief report
of the conference or meeting.

e. Reports prepared for the Commodity C
the Organization for Economic Cooperati
Development (OECD) and similar internatiowal or-
ganizations and committees.

f. Development Assistance Coordination (DAC) donor
files, consisting of correspondence and other
documents relating to specific donors, bilateral
relations between AID and others, and informa-
tion on various donor programs.

2. National Advisory Council on International Monetary

AUTHORIZED DISPOSITION

and Financial Policies files

Files accumulated by AID documenting the activities
of the Council, chaired by the Treasury Department,
and its periodic meetings.

Permanent. Cut off
annually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 10 years old.

Destroy 1 year after
date of conference.

Permanent. Cut off
annually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 10 years old.

Permanent. Cut off
annually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 10 years old.

Permanent. Cut off
annually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 10 years old.

Permanent. Cut off
annually. Hold in of-
ce for 3 years after
cutoff, then retire to
Offer to NARA
years old.

Permanent. t off

annually. Hold\ in of-
fice for 3 years\after
cutoff, then retire to
WNRC. Offer to
when 10 years old.



AID Records Disposition Schedule

ITEM NO.

DESCRIPTION OF RECORDS

Page 24
AUTHORIZED OISPOSITION

Part 2.

Multilateral Development Banks Files

Progr

Files documenting AID's relations with multilateral
development banks, such as the World Bank, Interna-
tional Development Bank, etc., consisting of min-
utes of meetings, bank policy statements, and re-
lated correspondence. .

Evaluation Files

4.

Part 3.

Program Evaluation Files

Correspondence, reports, special studies, and other
records pertaining to Agency evaluative research,
socioeconomil, impact assessments, and program evalu-
ation development issues and AID programs. These
files are organized in the following series:

a. Impact Evaluatidg Reports,
b. Discussion Papers,
c. Special Studies,

d. Program Evaluation Repor
e. Program Design and Evaluatiogq Methods Files.

Program Evaluation Systems (PES) Kjles

Budget Files

These files pertain to in-depth studies and analy-
ses of the social and economic impact ®f alterna-
tive types of strategies, programs, and\projects

on the lives of foreign assistance benefigiaries.
Included are copies of studies and analyse$, and re-
lated correspondence. These files are not 1{-
cated in the Impact Evaluation records (Item
above).

6.

Agency Budget Files

Permanent. Cut off
annually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 20 years old.

Permanent. Cut off
annually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 20 years old.

Permanent. Cut off
annually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 20 years old.

See Part 3. Budget Records of Sect{on: I Records Common ‘o

Most Offices.
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IX. SCIENCE ADVISOR RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Grant Application Files

plications, memoranda, correspondence, and other
records relating to the decision to accept or reject
graht proposals.

a. Unsbdgccessful (rejected or withdrawn) applica- Destroy 3 years after

tions rejection or withdraw-
al.

b. Accepted applications. Dispose of with relat-

ed grant case file
(see Item 2 below).

2. Grant Case Files

Proposals or applicatiqns, contracts, project reports,
studies, certificates, agreements, memoranda, corres-
pondence, and other records relating to receipt, re-
view, award, evaluation, status, and monitoring of
grants; allocation of fundsj\and project budgets.

a. Project reports and studies ‘Rroduced under the Permanent. Cut off
grant. files when closed.
Hold in office for 2

years, then retire to

WNRC. Offer to NARA

when 20 years old.

b. All other documentation reltated to the\grant. Cut off files when
case is closed. Hold

in office for 2 years,
then retire to WNRC.
Destroy when 6 years
old.
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X. SCIENCE AND TECHNOLOGY (S&T) RECORDS

NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. S&T Project Files

These files consist of documentation pertaining to

he management of grants, contracts, and cooperative

ayreements made under Title [I, exclusive of projects

-refqting. to the AID Development Assistance Program.

Filed include, but are not limited to, copies of pro-

posals) applications, agreements, contracts, interim

progresi\ reports, PIOT's, and other documents and cor-

respondense pertinent to the project.

a. Published\or unpublished reports (exclusive of Permanent. Offer to
interim prdject progress reports), books, NARA when 10 years
studies, or agy other final project project, and old.
related records.

b. A1l other project\records. Cut off when project
is terminated. Hold
in office for 2 years,
then retire to WNRC.
Destroy 6 years after
termination of proj-
ect.

2. Unsolicited Project Proposals

a. Successful proposals File in applicable
project files and

. apply authorized dis-

. position as indicated
in Item 1.b. above.

) b. Unsuccessful proposals Cut off when project
is awarded. Hold in
office for 2 years,
then destroy.

- 3. Memoranda of Understanding (MOU) Files

of f when MOU is

Copies of signed MOU's with universities regarding
Iled or supersed-

the scope of work to be performed by institutions
under AID strengthening grants and contracts. In- ed.

cluded is related correspondence. ) for 2 years, then re-
tire to WNRC. Destroy

. 6 years after termina-
tion of related proj-
ect.
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ITEM NO.

DESCRIPTION OF RECORDS

4.

Sector Council Files

Files pertaining to the activities of several AID
councils or committees composed of appropriate AID
staff members to advise the agency in the various
areas (sectors) of AID development assistance to
host countries. Included are meeting agendas, min-
tes of meetings, copies of papers prepared by the
coyncils, and related records and correspondence.
Arrapged chronologically within sector councils.

ional Organizations Files

These fileg consist of correspondence, reports, and
records of meetings and conferences pertaining to
AID interest \n the organization, planning, and op-
erations of insernational organizations (such as
the Consultative\Group on International Agricultur-
al Research [CGIAR]) in AID areas of concern. Ar-
ranged by organization and thereunder chronologi-
cally.

Research Advisory Commibttee (RAC) Files

Documentation accumulated the Office Of Research
and University Relations (R

Secretariat for the RAC.
a. Meetings records consisting agendas, minutes

of meetings, and related documehtation on RAC
meetings. Arranged chronologicalNy.

b. Members files, consisting of general
on the individual RAC members.

c. Administrative files documenting the routin
housekeeping functions supporting RAC activities.

Joint Career Corps (JCC) Files

Files consist of correspondence and other records per-

taining to the recruitment of members in the JCC and
AID negotiations with universities on matters relat-
ing to Corps activities.

a. Agreements with universities.

b. JCC member biographical data file.

page 27
AUTHORIZED DISPOSITION

in its capacity as the

Permanent. Cut off
annually. Hold in of-
fice for 3 years, then
retire to WNRC. Offer
to NARA when 10 years
old.

Permanent. Cut off
annually. Hold in
office for 3 years,
then retire to WNRC.
Offer to NARA when 10
years old.

Permanent. Cut off
annually. Offer to
NARA when 10 years
old.

Destroy when supersed-
ed, obsolete, or no
longer needed.

Cut off file annually.
Hold in office for 2
years, then destroy.

separated from Cor
Hold in office for 1
year after separation,
then destroy.



AID Records Disposition Schedule
ITEM NO. DESCRIPTION OF RECORDS

c. Correspondence and other general records.

8. Resource Support Services Agreement Files

These files pertain to the agreement.between AID
and NSF for the latter agency to review AID re-
arch projects for scientific soundness before ac-
tuql commitment. Included are correspondence, re-
ports, and other documentation relating to NSF in-
volvement in AID project research activity.

page 28
AUTHORIZED DISPOSITION

Cut off annually.
Hold in office for 3
years, then destroy.

Permanent. Cut off
annually. Hold in of-
fice for 3 years, then
retire to WNRC. Offer
to NARA when 10 years
old.
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XI. ADVISORY COMMITTEE ON VOLUNTARY FOREIGN AID RECORDS

DESCRIPTION OF RECORDS

Committee Meeting Files

eneral correspondence, copies of meeting agendas,
nutes, and other documentation pertaining to the
proceedings of the individual meetings. Arranged

chronplogically. 1 cu. ft. per year.

Files on Ihdividual Committee Members

Copies of reshmés, travel records, and other per-
tinent administxative records.

Contract Files on Meetlgs

Administrative copies of ogntracts on the individu-

al meetings (4 per year).

AUTHORIZED DISPOSITION

Permanent. Cut off
annually. Hold in of-
fice for 3 years, then
retire to WNRC. Offer
t? NARA when 10 years
old. .

Cut off files when
membership is termin-
ated. Hold in office
for 1 year, then des-
troy.

Cut off files annual-
ly. Hold in office
for 1 year, then des-
troy.
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XII. BOARD FOR INTERNATIONAL FOOD AND AGRICULTURAL DEVELOPMENT (BIFAD) RECORDS

IT . DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. Meeting Files
iles consist of such records as notices to the Fed-

eral Register, agendas and minutes of meetings, dis-

cusgion papers, transcripts of proceedings, and re-

lated correspondence.

a. Boary for International Food and Agricultural De- Permanent. Cut off

nt (composed of 7 Board members from the annually. Hold in of-
private\sector) meetings files. fice for 3 years, then
retire to WNRC. Offer
to NARA when 10 years
old.

b. Joint Comiittee\on Agricultural Research and De- Permanent. Cut off
velopment (JCARD) meeting files. JCARD is com- annually. Hold in of-
posed of 20 members and is a subcommittee of the fice for 3 years, then
Board. retire to WNRC. Offer

to NARA when 10 years
old.
2. Agricultural Projects Case FNes

Documents accumulated in the initial development of Cut off when BIFAD has

agricultural projects under grants with universi- completed its work on

ties. The official project files these projects initial project nego-

are maintained by the Geographic Burwaus. tiations. Destroy 3

years after cutoff.
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ADMINISTRATIVE MANAGEMENT RECORDS

AID Records Disposi‘%n Schedule

XIII.

This Section 1lists records of the organization, functional management, and

mergency planning of the Agency; administration coordination and relations
wihth other Federal agencies and with cooperative service type organizations
of Rost governments. It also includes paperwork and other management systems

rmal Directives, Procedural
and, Operating Manuals.

Formal, directives, distributed as
orders\circulars, or in loose-leaf
manual announcing major changes
in the agency's policies and pro-
cedures.

a. Issuances \related to agency
program fungtions.

b. Case files related to\a) above
which document importank aspects
of the development of th
issuance.

c. Issuances related to routine
administrative functions
(e.g., payroll, procurement,
personnel).

d. Case files related to a and c. above.

which document :routine aspects of
development of the issuance.

Publications.

Pamphlets, reports, leaflets, file
manuals, or other published or
processed documents, or the last
manuscript report if not published,
relating to management projects.

a. Record copy with the supporting
papers which document the incep-
tion, scope and purpose of the
project.

AUTHORIZED DISPOSITION

Permanent. Cut off files
annually. Hold in office
for 3 years then retire to
WNRC. Offer to NARA in 5
year blocks when 20 years
old (e.g., offer 1970-74
block in 1995). (GRS 16/1.a.

Cut off files annually.

See Item la above.
(GRS 16/1.b.)

Destroy when superseded or
obsolete. (GRS 16/1.c.)

Destroy when issuance is
destroyed. (GRS 16/1.d.)

Permanent.\ Cut off files

annually. 1d in office

for 3 years then retire to
WNRC. Offer to\NARA in 5

year blocks when\20 years

old (e.g., offer

block in 1995).



AlD Kecords U1spoi’r1'on Schedule

authorizations, schedules, and reports.

Request for Records Disposition

b. Extra copies and routine corres-

created by an agexcy with related

umentation
showing inception, sxope, and

fications, processing data, §nd

ITEM NO. DESCRIPTION OF RECORDS

b. Working papers and background
materials.

3. Records Disposition Files.

Descriptive inventories, disposal

a. Basic documentation of records
description and disposition
programs, including SF 115,
Authority; SF 135, Records
Transmittal and Receipt, and

elated documentation.
pondance and memoranda.

c. Working\papers and background
material.

4, Forms Files.

a. One record copy\of each form
instructions and d
purpose of the form.

b. Working papers, backgrou
materials, requisitions, s
control records.

5. Management Improvement Reports.

Copies of reports submitted to the

O0ffice of Management and Budget and

related analyses and feeder reports.

6. Records Holdings Files.

Statistical reports of agency holdings
including feeder reports from all
offices and data on the volume of
records disposed of by destruction or
transfer.

a. Records held by the office which
prepares reports on agency-wide
records holdings.

Page 32

AUTHORIZED DISPOSITION

See Item 9 below.
(GRS 16/2.b.)

Destroy when related records
are destroyed, or when no
longer needed for adminis-
trative or reference purposes.

(RRS 16/3.a.)

Destroy when no longer needed
for reference. (GRS 16/3.b.)

See Item 10 of this schedule.
(GRS 16/10.)

Cut off when related form is
discontinued, superseded or
cancelled. Destroy 5 years
after related form is dis-
continued, superseded, or
cancelled. (GRS 16/4.a.)

Destroy when related form
is discontinued, superseded,
or cancelled. (GRS 16/4.b.)

Permanent. Cut off files
annually. Hold in office
for 3 years then retire to
RC. Offer to NARA in 5
yesr blocks when 20 years
old\e.qg., offer 1970-74
block\in 1995). (GRS 16/5.)

Destroy
(GRS 16/6.a.)

Cut off annual
when 3 years ol
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ITEM NO. DESCRIPTION OF RECORDS

b. Records held by other offices.

7. Project Control Files.

Memoranda, reports, and other records
documenting assignments, progress, and
completion of projects.

8. Reports Control Files.

Case files maintained for each agency
repQrt created or proposed, including
pubTh¢c use reports. Included are

to the evaluadon, continuation,
revision, and discontinuance of
reporting requir

9. Working Papers.

Project background recoxds, such as
studies, analyses, notes )\ drafts,
and interim reports.

10. Records Management Files.

Correspondence, reports, authoriza-
tions, and other records that relate
to the management of agency records,
including such matters as forms,
correspondence, reports, mail and
files management; the use of micro-
forms, ADP systems, and word
processing; records management
surveys; vital records programs;

and all other aspects of records
management not covered elsewhere

in this schedule.

11. Committee and Conference Files.

. Page 33

AUTHORIZED DISPOSITION

Destroy when 1 year old.
(GRS 16/6.b.)

Destroy 1 year after the
year in which the project
is closed. (GRS 16/7.)

Cut off when report is dis-
continued. Destroy 2 years
after the report is dis-
continued. (GRS 16/8.)

Cut off annually. Destroy

6 months after final action
on project report or 3 years
after completion of report if
no final action is taken.
(GRS 16/10.)

Cut off annually. Destroy
when 6 years old. Earlier
disposal is authorized if
records are superseded,
obsolete, or no longer needed
for reference. (GRS 16/11.)

a. Records relating to establishment,
organization, membership, and policy.
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ITEM NO. DESCRIPTION OF RECORDS

(1) Interagency, advisory, or
international committees.

(2) Internal committees.

b. \ Records created by committees.

Agenda, minutes, final
reports, and related records
ocumenting the accomplish-

nts of official boards
and committees.

(a) cords for committees
when AID is the sponsor
or Jecretariat.

(b) A1l other copNes.

13. Organizational Files.

a. Organizational charts and
reorganizational studies.
Graphic illustrations which
provide a detailed description
of the arrangement and adminis-
trative structure of the functional
units of an agency. Reorganiza-
tion studies are conducted to
design an efficient organizational
framework most suited to carrying
out the agency's programs and
include materials such as final
recommendations, proposals, and
staff evaluations. These files
also contain administrative maps
that show regional boundaries and
headquarters of decentralized
agencies or that show the geographic
extent or limits of an agency's
programs and projects.

. Page 34

AUTHORIZED DISPOSITION

Permanent. Cut off files
annually. Hold in office
for 3 years then retire to
WNRC. Offer to NARA in 5
year blocks when 20 years
old (e.g., offer 1970-74
block in 1995). _

Destroy 2 years after
termination of committee.

Permanent. Cut off files
annually. Hold in office
for 3 years then retire to
WNRC. Offer to NARA in 5
year blocks when 20 years
old (e.g., offer 1970-74
block in 1995).

Cut off files annually.

Destroy when 3 years old

or when no longer needed

for reference. (GRS 16/12.a.(b))

Permanent. Cut off files
annually. Hold in office

for 3 years then retire to
WNRC. Offer to NARA in 5

ear blocks when 20 years

oWd (e.g., offer 1970-74
bldgk in 1995). (GRS 16/13.a.)
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ITEM NO. DESCRIPTION OF RECORDS

b. Functional statements. Formally
prepared descriptions of the
responsibilities assigned to

the senior executive officers

of the agency at the division

level and above. If the functional
statements are printed in the

Code of Federal Regulations (CFR),
they are not designated for
preservation as a separate series.

Agency histories and selected back-
ground materials. Narrative

ency histories including oral
hi’gtory projects prepared by

agehcy historians or public

affatxs officers or by private
histori\ans under contract to the
agency. \Some background materials
(such as Niterviews with past and
present personnel) generated during
the researchgtage may also be
selected for pwrmanent retention.
Excluded are elegtrostatic copies
of agency documents made for
convenient referen

14, Feasibility Studies.

Studies conducted before the
installation of any technology
or equipment associated with
information mangement systems,
such as word processing, copiers,
micrographics, and communications.
Studies and system analyses for
the initial establishment and major
changes of these systems. Such studies
typically include a consideration of
the alternatives to be proposed

system and a cost/benefit analysis,
including an analysis of the improved
efficiency and effectiveness to be
expected from the proposed system.

15. Emergency Planning Administrative
Correspondence Files.

Correspondence files relating to
administration and operation of
the emergency planning program,
not covered by Item 1 or elsewhere
in this schedule.

Page 35

Permanent. Cut off files
annually. Hold in office

for 3 years then retire to
WNRC. Offer to NARA in 5

year blocks when 20 years

old (e.g., offer 1970-74

block in 1995). (GRS 16/13.b.)

AUTHORIZED DISPOSITION

Permanent. Cut off files
annually. Hold in office

for 3 years then retire to
WNRC. Offer to NARA in 5

year blocks when 20 years

old (e.g., offer 1970-74

block in 1995). (GRS 16/13.c.)

Cut off files when study is
complete. Destroy when the
study is 5 years old.

(GRS 16/14.)

Cut off files
Destroy when 2
(GRS 18/27.)
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ITEM NO.

DESCRIPTION OF RECORDS

16.

17.

18.

19.

Emergency Planning Case Files.

Case files accumulated by offices
responsible for the preparation and
issuance of plans and directives,
consisting of a copy of each plan
or directive issued, with related
background papers.

a. One record copy of each plan or.

directive issued, if not included
in the agency's permanent set of
master directives files.

file copy of plan or directive
if agdpcy record copy is maintained
in a master directives file and all
related background materials.

Emergency Directives Reference Files.

Copies of directived\ and plans issued by
the agency (other than those maintained
in case files described in Item 16 above),
as well as those issued FEMA, other
Federal agencies, State amd local
governments, and the privata sector.

Emergency Planning Reports.

Agency reports of operations

tests, consisting of consolidated
or comprehensive reports reflecting
agency-wide results of tests
conducted under emergency plans.

Emergency Operations Tests Files.

Files accumulating from tests conducted
under agency emergency plans, such as
instructions to members participating
in test, staffing assignments, messages
tests of communications and facilities,
and reports (excluding consolidated and
comprehensive reports under Item 18
above).

Page 36

AUTHORIZED DISPOSITION

Permanent. Cut off when
superseded or obsolete.
Offer to NARA when 15 years
old in 10 year blocks
(e.q., offer 1970-79 block
in 1995). (GRS 18/28.a.)

Destroy 3 years after- issuance
of a new plan or directive.

(GRS 18/28.b.)

Destroy when obsolete or
superseded. (GRS 18/29.)

Permanent. Cut off when
related plan or directive
becomes obsolete or is
superseded. Offer to NARA
when 15 years old in 10 year
blocks (e.g., offer 1970-79
block in 1995). (GRS 18/30.)

Cut gff files annually.

when
(GRS 1

Destroy
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XIV.

Page 37

FISCAL MANAGEMENT RECORDS

DESCRIPTION OF RECORDS

Accountable Officer Account Files.

\\Apcountab1e Officers' Files.

Original or ribbon copy of
ccountable officers' accounts
maintained in the agency for site
audt by GAQ auditors, consisting
of ssatements of transactions,
statements of accountability,
collectdon schedules, collection
vouchers ,\disbursement schedules,

money pa1d out or depos1
the course of operation o
agency. A1l copies except
certified payment or coliecti
copy, usually the original or
ribbon copy, and all additional
or supporting documentation not
involved in an integrated system
are covered by succeeding items
in this section.

Site audit records include, but are

not 1imited to, the Standard Forms
and Optional Forms listed below.

Also included are equivalent agency

forms which document the basic

financial transactions as descr1bed

above,

SF 224, Statement of Transactions

SF 1034, Public Voucher for Purchases
and Services Other Than Personal

SF 1036, Statement of Certificate and Award

SF 1047, Public Voucher for Refunds

SF 1069, Voucher for Allowance at Foreign

Posts of Duty

SF 1080, Voucher for Transfer Between

Appropriations and/or Funds

This Section groups together material regarding the collection, disbursement,

and accounting for Agency funds; the operation of accounting and fiscal reporting
systems; accounting procedures for special programs; payroll operations and

lied functions of a fiscal nature.

AUTHORIZED DISPOSITION

Cut off files after period
covered by account. Hold in
office 3 years then retire
to WNRC. Destroy 6 years
and 3 months after period
covered by account.

(GRS 6/1.a.)
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

SF 1081, Voucher and Schedule of
Withdrawals and Credits

SF 1096, Schedule of Voucher Deductions

SF 1097, Voucher and Schedule to Effect
Correction of Errors

SF 1098, Schedule of Cancelled Checks

SF 1113, Public Voucher for Transportation

Charges

1114, Bill of Collection

114A, Official Receipt

148, Collection Voucher

Reimbursement Voucher

Advertising Order

Voucher for Payment Under

al Tort Claims Act

SF 1154, Puhlic Voucher for Unpaid
Compensation Due a Deceased
Civilian Xmployee

SF 1156, Public\oucher for Fees and Mileage

SF 1166, Voucher wnd Schedule of Payments

SF 1185, Schedule Undeliverable Checks
for Credit to Ggvernment Agencies

SF 1218, Statement of Mccountability
(Foreign Service Ascount)

SF 1219, Statement of Accquntability

SF 1220, Statement of Transactions
According to AppropriadNon,
Funds and Receipt Accoun

SF 1221, Statement of Transactiqns
According to Appropriation,
Funds and Receipt Accounts
(Foreign Service Account).

Cut off files after period
covered by account.

Destroy 3 years after the
period of the account.

GRS 6/1.b.)

b. Memorandum or extra copies of
accountable officers' returns
including statements of trans-
actions and accountability, all
supporting vouchers, schedules,
and related papers not covered
elsewhere in this schedule, and
excluding freight records covered
by Section XIX and payroll records
covered by Section XIV.

2. GAO Exceptions Files.
General Accounting Office notices of Destroy 1 yean after exception
exceptions, such as Standard Form 1100, has been reportsd as cleared
formal or informal, and related by GAO. (GRS 6/2)

correspondence.
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ITEM NO. DESCRIPTION OF RECORDS

3. Certificates of Settlement Files.

Copies of certificates and settlement
of accounts of accountable officers,
statements of differences, and
related records.

a. -~ Certificates covering closed
account settlements, supplemental
settlements, and final balance
settlements.

Certificates covering periodic
ettlements.

4, General Fond Files.

Records relatjng to availability,
collection, custody and deposit of
funds including\appropriation warrants
and certificates deposit (SF 215),
other than those recgords covered by
Item 1 of this Secti

—h

5. Accounting Administrative Files.

Correspondence, reports any data
relating to voucher preparatjon,
administrative audit, and othwyr
accounting and disbursing
operations.

a. Files used for workload and
personnel management purposes.

b. All other files.

6. Federal Personnel Surety Bond Files.

a. Official copies of the bond and
attached powers of attorney.

1) Bonds purchased before
January 1, 1956.

2) Bonds purchased after
December 31, 1955.

b. Other bond files, including other
copies of bonds and related papers.
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AUTHORIZED DISPOSITION

Cut off files after settlement.
Destroy 2 years after date
of settlement. (GRS 6/3.a.)

Destroy when subsequent certi-
ficate of settlement is
received. (GRS 6/3.b.)

Cut off files annually
Destroy when 3 years old.
(GRS 6/4.)

Cut off files annually.
Destroy when 2 years old.
(GRS 6/5.a.)

Cut off files annually.
Destroy when 3 years old.
(GRS 6/5.b.)

15 years after bond
active. (GRS 6/6.a.(1

Destroy when bond \becomes

inactive or after the end of
the bond premium periqd.
(GRS 6/6.b.)
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

7. Gasoline Sales Tickets.

Hard copies of sales tickets filed Cut off files annually.

in support of paid vouchers for Destroy after GAO audit or

credit card purchases of gasoline. when 3 years o]d wh chever
is sooner. (GR 5

Telecommunication Records.

Originals and copies of toll Cut off files annually.
tickets filed in support of Destroy after GAO audit or
telephone toll call payments. when 3 years old, whichever
is sooner. (GRS 6/8.)

d.

b. ONginals and copies of telegrams Cut off files annually.
filad in support of telegraph Destroy after GAO audit or
bill when 3 years old, whichever

is sooner. (GRS 6/9.)
9. Transportation\Voucher Files.

Vouchers identified by "T" prefixed Cut off files when paid.*
to the voucher and schedule of pay- Destroy 10 years after payment.
ment number which inwglves U.S. Tariff ‘
rates. *Note: Vouchers are sent to
GSA for review on monthly basis.
10. Claims Files.

Documentation and claimants whq suffer Cut off files when resolved.
loss of property and effects and, other Hold in office 3 years then
loss. retire to WNRC. Destroy 6
years after settlement of
claim,

PART 2. Expenditure Accounting Files.

11. Expenditures Accounting General
Correspondence and Subject Files.

Correspondence or subject files main- off files annually.

tained by operating units responsible Destyroy when 2 years old.

for expenditures accounting, pertaining (GRS

to their internal operations and

administration.

12. Accounting Ledgers.

a. General accounts ledgers, showing Cut off files wnnually. Hold
debit and credit entries, and re- in office 3 yearg then retire
flecting expenditures in summary. to WNRC. Destroy\¢ years,

3 months after the¢lose of
the fiscal year involved.
(GRS 7/2.)
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ITEM NO.

13.

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
b. Appropriation Allotment Ledgers Cut off files annually. Hold in
showing status of obligations office 3 years then retire to WNRC.
and allotments under each Destroy 6 years 3 months after the
authorized appropriation. close of the fiscal year involved.
(GRS 7/3.)

Expenditure Accounting Posting and
Control Files.

Records used as posting and control
dia, subsidiary to the general and
allotment ledgers, and not elsewhere
covered in this schedule.

a. iginal records. Cut off files annually. Destroy
when 3 years old. (GRS 7/4.a.)
b. Cut off files annually. Destroy

when 2 years old. (GRS 7/4.b.)

PART 3. Stores Plant and\ Cost Accounting Files.
(See Section XV.‘\GENERAL SUPPORT SERVICES RECORDS).
PART 4. Employee Services F;?ég.
14, Individual Accounts Fi{EBV
Individual earning and service cards, Transfer to the National Personnel
such as Optional Form 1127 or\equiva- Records Center (NRPC), St. Louis,
lent. Missouri. (a) If filed in official
personnel folder (OPF) or in
individual pay folder adjacent to
the OPF, destroy with the OPF.
If not in or filed adjacent to
the OPF, destroy 56 years after
he date of the last entry on the
cacd. (GRS 2/14)
15. Payrol]l Correspondence Files.
General correspondence files main- Cut off X{iles annually. Destroy
by payroll units pertaining to when 2 years old. (GRS 2/2.)
payroll preparation and processing.
16. Time and Attendance Reports Files.

a. Form such as Optional Form 1130
or equivalent.

1) Payroll preparation and Cut off files annuall
processing copies. after GAO audit or when
whichever is sooner. (GR

Destroy
gears 1d
/3.a.(1)}
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ITEM NO. DESCRIPTION OF RECORDS

a) A1l other copies.

b. Flexitime Attendance Records.

Supplemental time and attendance
records, such as sign-in/sign-out
sheets and work reports, used for
time accounting under Flexitime
systems.

17. Individual Pay Case Files.

Folders ogntaining documents pertaining

to employers pay history including allot-
ments from pyrchases documents, leave data,
SF 50s, payroll change slips, income tax
and retirement aterial, levied and
garnishment records and related other
documents and correspondence.

(1) NOTE: This item\brings together
documents pertainipng to the pay

exceeds those containe
Records Schedule 2, Pa
Pay Administration Recor
of the documents which so
do not bring together in one
separate record series but ratger
maintain in several series. Th
7 year retention period satisfie
all Agency needs for the records
based on reference experience over
an extended period of time.

agencies

See Treasury Fiscal Requirements
Manual, para, 60 20.20e for
instructions relating to savings
bonds authorizations, and FPM Chapter
550, Subhcapter 3, Part 8, for
instructions relating to CFC
authorizations.

(2)

18. Bond Registration Files.

Issuing agent's copies of bond regis-
tration stubs.
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AUTHORIZED DISPOSITION

Destroy 6 months after the
end of the pay period.
(GRS 2/3.a.(2))

Cut off files annually. Destroy
after GAO audit or when 3 years
old, whichever is sooner.

(GRS 2/3.b.)

Cut off files when employee
separates. Hold in office 3
years then retire to WNRC.
Destroy 7 years after separation
of employee.

Cut off files angually.
when 2 years old.
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ITEM NO.

DESCRIPTION OF RECORDS

19.

20.

21.

22.

23.

Bond Receipt and Transmittal Files.

Receipts for and transmittals of
U.S. Savings Bonds and checks.

Budgedb, Authorization Reference Files.

Copies oK budget authorizations in
operating Rayroll units used to
control persgnnel ceilings and
personnel actNons.

Payroll Files.

Memorandum copies oX payrolls, check
lists, and related cectification
sheets, such as SF 1018A, SF 1128A,
or equivalents.

a. Security copies of docyments
prepared or used for dispursement
by Treasury disbursing ofXices,
with related papers.

b. A1l other copies.

1) If earning record card is
maintained.

2) If earning record card is
not maintained.

Payroll Control Files.

Payroll control registers.

Fiscal Schedules Files.

Memorandum copies of fiscal schedules
used in the payroll process.
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AUTHORIZED DISPOSITION

Destroy 3 months after date
of receipt. (GRS 2/6.)

Destroy when superseded.
(GRS 2712.) P

Destroy when Federal Records
Center receives second sub-
sequent payroll or checklist

covering the same payroll unit.

(GRS 2/13.a.)

Cut off files annually.
Destroy after GAO audit or
when 3 years old, whichever
is sooner. (GRS 2/13 b.(1))

ansfer to NPRC, St. Louis,
Missouri, when 3 years old.
Destcoy when 10 years old.

(GRS 2(13zb.(2))

Cut off fNes annually.

Destroy aftar GAO audit or
when 3 years Q1d, whichever
is sooner. (g
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ITEM NO.

DESCRIPTION OF RECORDS

24,

25.

26.

PART 5.

a. Copy used in GAO audit.

b. All other copies.

Administrative Payroll Report Files.

Reports, statistics, with supporting

and\related records pertaining to

payroll operations and pay adminis--

payments pertaining to ins
deductions.

Wage Survey Files.

Wage survey reports and data, working
papers and related correspondence p
taining to area wages paid for each

employee class; background papers
establishing need, authorization,
direction, and analysis of wage

surveys; development and implementation
of wage schedules; and request for and

authorization of specific rates

(excluding authorized wage schedules
and wage survey recapitulation sheets).

Loan Services Files.

27.

Loan Files.

Folders containing loan agreements, loan
guaranty documents, selected project imple-
mentation letters (PILS), amortization
schedules, and related documents pertaining
to loans with host countries under foreign

aid program,
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy after GAO audit

or when 3 years old, whichever
is sooner. (GRS 2/16.a.)

Destroy 1 month after the end
of the pay period.
(GRS 2/16.b.)

Cut off files annually.
Destroy when 2 years old.
(GRS 2/17.a.)

Cut off files annually.
Destroy when 3 years old.
(GRS 2/17.b.)

Cut off files annually.
Destroy when 3 years old.

(GRS 2/22.)

Cut off files after completion
of wage survey. Destroy
after completion of second

succeeding wage survey.
(GRS 2/24.)

hen loan is'paid.
years then

Cut off files
Hold in office
retire to WNRC. Westroy 6 years
3 months after loah is paid

and no claims are outstanding
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ITEM NO.

DESCRIPTION OF RECORDS

28.

29.

Payment Files.

These files consist of:

a. Payment records on grants and
contracts, including investment
guarantee contracts, with
private contractors.

Letters of commitments and related
documentation pertaining to pro-

Investment Guamanty and loan accounting
records showing Yotals of payment
activity.

a. Investment Guaragty Ledger
showing amounts oX coverage
and prepayments for\each
contract.

b. Investment Guaranty Gen&ral Ledger
showing monthly totals reXlecting
activity.

c. Individual Loan Ledger.
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AUTHORIZED DISPOSITION

Cut off files when payment
is made. Hold in office 3
years then retire to WNRC.
Destroy 6 years 3 months after

payment.

Destroy 6 years 3 months after
contract termination.

Destroy 6 years 3 months after
contract termination.

Destroy 6 years 3 months after
final payment or determination
that loan is uncollectable.
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GENERAL_SUPPORT SERVICES RECORDS

XV.

This Section groups together records relating to internal service operations;
acquisition, allocation, and administration of agency space; building maintenance,
safety and protection; administration and accountability for supplies and
quipment; motor pool operation and maintenance; library, printing, reproduction,
distribution services provided for Agency internal operating purposes. It
not provide for the disposition of records pertaining to the procurement
PROCUREMENT AND CONTRACTING RECORDS.

ITEM NO.\ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. ilding Services Records.
a. equisition for nonpersonal services Destroy when 1 year old.
ch as laundry, telephone duplicating, (GRS 3/8.)
any bindings.
b. PlantN\accounting cards and Tedgers Destroy when structures
pertaiming to structures. leave AID control.
¢c. Requests for building and equipment Destroy 2 years after
maintenance \moving service, and completion of work or
electrical work (including reno- cancellation of requisition.
vation), except\fiscal copies. (GRS 3/9.a.)
2. Building Protection Recwrds.

a. Security check on lock cabinet Destroy when 1 year old.
forms, record of persomgel opening (GRS 18/19.)
and closing combination lock files
or vaults each day, or performing
room security check at closs of day.

b. Copies of security inspections Destroy wher 4 years old.
Government and privately owned (GRS 18/10. and 11.)
buildings.

c. Copies of investigative reports of Destroy when 2 years old.
fires or other property damage and (GRS 18/12.)
reports of minor building damage.

d. Material regarding accountability
of keys issued:

1) For security area Destroy \} years after
turn-in of key. (GRS 18/17.a.)
2) For nonsecure areas Destroy 6 months after
turn-in of key\ (GRS 18/17.b.)
e. Registers or logs of visitors

admitted to security areas.

Destroy 2 years aRter final
entry or 2 years after date
of document, as appropriate.
(GRS 18/18.b.)
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ITEM NO.

DESCRIPTION OF RECORDS

3.

Building and Occupant Safety
Records. ‘

Material regarding protection of
buildings and occupants from damage
or injury. Includes fire drills,
civilian defense measures such as
designation of shelter areas, etc.

elephone Use Records.

a. \ General correspondence on telephone
nd radio service, not involving
TRteragency agreements.

b. Intexagency agreements for AID use
of tedephone facilities.

C.  Telephone ingtallation
or service geheral files.
d. Telephone statemepts and toll slips.

e. Telephone directories

Equipment and Supplies Records.

a. General routine corresponden
regarding receipt, transfer, a
assignment of personal property.

Requisitions for supplies and

and equipment from current inventory.

1) Stockroom Copies

2) Requesting Office copy.

b. Requisition Register showing receipt

and progress of pending requisitions.

c. Inventory listings of supplies and
equipment.

d. Reports of surveys of personal
property.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 3 years old.

Cut off files annually.

Destroy when 3 years old.
(GRS 12/2.b.)

Cut off files after termination
of agreement. Destroy

years after termination of
agreement. (GRS 12/2.e.)

Destroy when 3 years old.
(GRS 12/2.b.)

Dispose of with covering
voucher. (GRS 6/8.)

Destroy when superseded or
obsolete. (non-records)

Cut off files annually.
Destroy when 2 years old.
(GRS 3/3. and 4/4.)

Cut off files when order
is complete.

estroy 2 years after com-
pletion of order. (GRS 3/9.a.)

Cut off files when equipment
is transferre Destroy 2
years after date of list.
(GRS 3/9.a.)

Cut off files annua
Destroy when 2 years
(GRS 4/4.)
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
e. Property pass files authorizing Destroy 3 months after
removal to personal custody of return of property. (GRS 18/13.

government property.

f. Files of Reports of Excess Cut off files annually.
Personal Property (SF 120) and Destroy when 3 years old.
correspondence relating to per- (GRS 4/5.)

sonal property disposal.

Quarterly Utilization and Disposal Cut off files annually.
of Excess and Surplus Personal Destroy when 3 years old.
Property Reports. (GRS 4/5.)

xcess Property Disposal Record, Cut off files annually.
scribing model number, acquisi- Destroy when 3 years old.
idQ cost, and market value. (GRS 4/5.)

bids, accoeptance, lists of materials,
evidence oX sales, and related
corresponderige:

1) Transactioxs of $10,000 or Tless. Cut off files after final
payment. Destroy 3 years
after final payment.

2) Transactions of Wore than $10,000. Cut off files after final
payment. Destroy 6 years
after final payment.

3) Transactions of more than $25,000 Send report of files to
which represent departure from M/SER/MO/CRM.
established sales or disposal
procedures.

Destroy 5 years after

j. Material documenting ownership or
aircraft leaves AID control.

custody of aircraft by AID, includ-
ing assignment to a particular
overseas office, flight plan summary,
detachment and disposition.

k. Invoices and related files used for
stores accounting, 1nc1ud1ng returns
and reports.

1. Listings and work papers used in
accumulating stores accounting data.

m. Plant accounting cards, reports, Destroy 3 years
ledgers, and inventories covering is withdrawn fro
household type equipment and account. (GRS 8/6.
furnishings.
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ITEM NO.

DESCRIPTION OF RECORDS

n.

Plant accounting reports,
ledgers, and inventories covering
office equipment and furnishings.

General administrative correspondence
relating to acquisition, use, and
release of office equipment and
furnishings.

ibrary Service Files.

General correspondence regarding
ibrary operation and service.

Libkary accession records showing
publications received.

Control gards for items charged
from librayy.

Annual Motor VelNcle Report (SF 82)
and other reports\regarding vehicles
and motor pool opergtions.

Material regarding motQr vehicle
accidents.

Vehicle Dispatch Register, skowing
time, destination, and driver\of
vehicle, or individual trip tickets
reflecting use of vehicles (exce
copies used in collection of funds).

Correspondence regarding maintenance
and operation of vehicles.

Operating records on individual
vehicles.

Maintenance records on individual
vehicles.

Material regarding individual
employee operation of Government-
owned vehicles, including application
forms, drivers' tests, authorization
to use, and safe-driving awards.
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AUTHORIZED DISPOSITION

Destroy 3 years after item
is withdrawn from plant
account. (GRS 8/6.)

Cut off files annually.
Destroy when 3 years old.

Cut off files annually.
Destroy when 2 years old.

Destroy when no longer needed.

Destroy when no longer needed.

Cut off files annually.
Destroy when 4 years old.
(GRS 10/4.)

Cut off files after close of
case. Destroy 6 years after
close of case. (GRS 10/5.)

Destroy when 1 year old.

Cut off files annually.

Destr%y when 2 years old.
GRS T0/1.)

Destroy when 3 months old.
(GRg 10/2.a.)

Destroi when 1 year old.
(GRS 10R2.b.)

Destroy 3 years after separa-
tion of employee or 3 years
after recision\or expiration

of permit, whichever is earlier.

(GRS 10/7.)




Page 50

AlD Records UlSpOSltl‘bChEdule .

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
h. Vehicle Release files, including Cut off files when vehicle
Certificate of Release, or evidence leaves AID control. Destroy
of sale, transfer or exchange. 4 years after vehicle leaves
AID custody. (GRS 10/6.)
8. Reproduction and Distribution Services

Files.

Cut off files annually.
Destroy when 2 years old.
(GRS 13/2.)

Correspondence pertaining to printing
and distribution unit regarding admin-
istration and operation of the office.

b. ency reports to Joint Committee Cut off files annually.
on\Printing regarding operation Destroy when 3 years old.
and rgauipment inventories of (GRS 13/6.)
printhgg facility.
c. Control negisters, logs, and forms Cut off files annually.
pertaining\to requisitions and Destroy when 1 year old.
work orders \or printing. (GRS 13/4.)
d. Requisitions fog printing, binding,
etc., to Governmapt Printing Office: Cut off files on completion or
cancellation. Destroy 3
1) Copy of requisition, invoice, years after completion or
specification, ard related cancellation or order.
papers.
e. Job or project case files\¢overing
planning and execution of Tica~
tion, collating, and binding
(except GPO jobs, for which se
above):
1) Jobs performed by Agency. Cut off files annually.
Destroy when 1 year old.
(GRS 13/3.a.)
2) Commercial contract jobs. Cut off files annually.
stroy when 6 years old
f. Mailing and distribution lists and

related material:

1) Correspondence, request forms,
and other records regarding
changes to mailing lists.

2) Card lists.

2) Plate or stencil lists

(including the plate or stencil).

Destroy after revision of
Tist. (GRS\}3/5.a.)

Destroy individyal cards when
cancelled or rewsed.

(GRS 13/5.b.)

Destroy when canceNed or
revised. (GRS 13/5.c.
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ITEM NO. DESCRIPTION OF RECORDS

9, Space Files.

a. General correspondence files of
the office responsible for space
and maintenance matters, including
warehousing, pertaining to its own
operation and administration.

Records regarding allocation,
utilization, occupancy, and release
of space under AID control:

Building plans and related
records utilized in space

planning, assignment, and

djustment.

Non-Residential Real
Report,

Quarterly Agency Space Report
(D.C. and adjacent areas),
providing current information
on AID utilization of space in
and around D.C.,

General Purpose and Other Space
Managed by GSA (GSA Form 1731)--
estimated amounts to be trans-
ferred to GSA to finance space
for expansion and other purposes,
etc.

d. Records documenting Agency use,
custody, or rental of office space,
indicating square footage held,
organizational component in the
space, dates of occupancy, and
Tocation or address.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 2 years old.
(GRS 11/1.)

Destroy 2 years after termina-
tion of assignment, when lease
is cancelled, or when plans
are superseded or obsolete
(GRS 11/2.a.)

See b. 1) above.

Cut off files annually.
Destroy when 3 years old.
(GRS 11/2.b.(1))

Destroy 2 yadars after
termination of occupancy.



AID Records Disposi.u Schedule

ITEM NO.

DESCRIPTION OF RECORDS

10.

e. Lease files on domestic and over-
seas offices. Copies of leases,
renewals, termination notices, and
related papers.

f. Papers used in space planning,
assignment, and adjustment,
including space requests, surveys,
floor plans, moving schedules,

and issuance of passes and

ermits (to conference rooms,
{ning rooms, etc.).

Real Property Files.

Title papers\documenting the acquisition
and dispositiog of overseas real property
(by purchase, ation, exchange, or
otherwise)includiyg abstract or certifi-
cate of title or equivalent and related
correspondence.
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AUTHORIZED DISPOSITION

Cut off files when lease termin-
ates. Destroy 3 years after
lease terminates or is cancelled
or 3 years after conclusion

of litigation (if any) which-
ever is later.

Destroy 2 years after space
is released. (GRS 11/1.)

Permanent. Offer to NARA
10 years after property is
sold or otherwise disposed of.
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XVI. PERSONNEL RECORDS

This Section covers all phases of personnel administration, including position
classification and standards; recruitment, appointment, placement and separation
f employees; employee-management relations and necessary personnel services;
oxientation and training of employees; evaluation, promotion and incentive
programs; and conditions of employment.

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. \\\Official Personnel Folders.

Folders on Civil Service and Foreign
Serwjce AID employees. These records
are designated as property of the
Civil dervice Commission and are
maintaindd in accordance with the
Federal Pexsonnel Manual:

a. All coptes of correspondence and Destroy upon transfer or
forms maintained as temporary separation of employee or
records on the left side of the when 1 year old, whichever
folder, in adcordance with FPM. is sooner. (GRS 1/10.)

b. Folders of empldyees transferring See Federal Personnel Manual.
to another agency (GRS 1/1.b.(1))

c. Folders of separated\employees. Transfer to inactive files

upon separation, and forward
to Federal Records Center,
St. Louis, within:

1.) 6 months for FS employees
2.) 30 days for GS employees
(GRS 1/1) (GRS 171.b.(2))

2. Service Record Cards.

Service Record Card (Standard Form
7 or its equivalent).

a. Cards for employees separated Transfer to NPRC (CPR), St.
or transferred on or before Loutg, Missouri. Destroy
December 31, 1947. 60 years after earliest

personnel action date. (GRS 1/2.a.

b. Cards for employees separated Cut off when employee
or transferred on or after separates. \Destroy 3 years
January 1, 1948. after separation or transfer

of employee. S 1/2.b.)
3. Personnel Correspondence Files.
Correspondence, reports, memoranda, Cut off files annually.
and other records relating to the general Destroy when 3 years o

(GRS 1/3.)
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOGSITION

administration and operation of
personnel functions, but excluding
records specifically described
elsewhere in this schedule and
records maintained at agency staff
planning levels.

4, Offers of Employment Files.
rrespondence, letters, and telegrams
offering appointments to potential
emplpyees
a. Destroy immediately.
(GRS 1/4.a.)
b.
Return to OPM with reply
and application. (GRS 1/4.b.(1))
File inside application
ﬁsee item 15 of this Section.)
GRS 1/4.b.(2))
Destroy immediately.
(GRS 1/4.b.(3))
5. iles
Certificates of eligibles with related Cut off files annually.
requests, forms, correspondente, and Destroy when 2 years old.
statement of reasons for passing over (GRS 1/5.)
a preference eligible and selectiqg a
nonpreference eligible.
6. Employee Record Cards.
Employee record cards used for informa- Destroy on separation or
tional purposes outside personnel transfer of employee.
offices (such as SF 7-B). (GRS 1/6.)
7. Position Classification Files.

a. Position Classification Standards
Files.

1) Standards and guidelines issued Destroy
or reviewed by OPM and used obsolete.
to classify and evaluate
position within the agency.

2) Memoranda, correspondence and
other records relating to the
development of standards for



ALU Records U1spos1’" Schedule ‘ Page 55

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

classification of positions
peculiar to the agency and
OPM approval or disapproval.

(a) Case File. Cut off when position is
abolished. Destroy 5 years
after position is abolished
or description is superseded.
(GRS 1/7.a.(2)(a))

(b) Review File. Destroy when 2 years old.
(GRS 1/7.a.(2)(b))

Position Descriptions.

{les describing established positions
ingluding information on title, series,
, duties and responsibilities.

1) Regord Copy. Cut off when position is
abolished. Destroy 5 years
after position is abolished
or description superseded.
(GRS 1/7.b.(1))

2) A1l otherQopies. Destroy when position is
abolished or description
superseded. (GRS 1/7.b.(2))

C. Survey Files.

1) Classification Sur Reports. Cut off files annually.
Survey reports on vaRjous Destroy when 3 years old
positions prepared by xlassi- or 2 years after regular
fication specialists, in¢cluding inspection, whichever is
periodic reports. sooner. (GRS 1/7.c.(1))

Destroy when obsolete or
superseded. (GRS 1/7.c.(2))

2) Inspection, Audit and Survey
File. Correspondence, memor-
anda, reports and other records
relating to inspections, surveys,
desk audits and evaluations.

d. Appeals Files.
Case files relating to classification

appeals.

8. Interview Records.

Correspondence, reports and other
records relating to interviews with transfer or sepakation of
employees. employee. (GRS 1
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ITEM NO. DESCRIPTION OF RECORDS

9. Performance Rating Board Case Files.

Copies of case files forwarded to
OPM relating to performance rating
board reviews.

10. Temporary Individual Employee Records.

1 copies of correspondence and forms
malNptained on the left side of the
Off1gial Personnel Folder in accord-
ance wjth Federal Personnel Manual,
Chapter\293, and Supplement 293-31.

11. Position IMentification Strips.

Strips such a% Standard Form 7D,
used to provide\summary data on each
position occupie

12. Employee Awards Fil

a. General awards recoxds.

1) Case files incliding recom-
mendations, appro¥wed nomina-
tions, memoranda, cQrrespon-
dence, reports and r&]ated
handbooks pertaining
agency-sponsored cash angd non-
cash awards such as incentive
awards, within-grade merit
increases, suggestions, and
outstanding performance.

2) Correspondence or memoranda
pertaining to awards from
other government agencies
or private organizations.

b. Length of Service and Sick Leave
Awards Files.

Records including correspondence,
memoranda, reports, computations
of service and sick leave, and
list of awardees.

c. Letters of Commendation and
Appreciation.

Copies of letters recognizing length
of service and retirement and
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AUTHORIZED DISPOSITION

Cut off files when case is
closed. Destroy 1 year
after case is closed.

(GRS 1/9.)

Destroy upon separation or
transfer of employee or when
1 year old, whichever is
sooner. (GRS 1/10.)

Destroy when position is
cancelled or new strip is
prepared. (GRS 1/11.)

Cut off files after approval
or disapproval. Destroy 2
years after cutoff.

(GRS 1/12.a.(1))

Cut off files annually.
stroy when 2 years old.
RS 1/12.a.(2))

Cut off fi
Destroy whe
(GRS 1/12.b.

s annually.
1 year old.

Cut off files annually.
Destroy when 2 years old)
(GRS 1/12.c.)
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ITEM NO. DESCRIPTION OF RECORDS

14,

15.

16.

17.

letters of appreciation and
commendation for performance,
EXCLUDING copies filed in the
Official Personnel Folder.

Lists or Indexes to Agency Award
Nominations.

Lists of nominees and winners,
and indexes of nominations.

entive Awards Program Reports.

ReporXs pertaining to the operation
of theN\ncentive Awards Program.

Notifications of Personnel Actions.

Standard Form\50 documenting initial
employment, prdgotions, transfers

in or out, separation, and all other
individual personnel actions,
exclusive of those Wn Official
Personnel Folders.

a. Chronological filegopies,
including fact sheet
maintained in personneN offices.

b. All other copies maintained in
personne! offices.

Employment Applications.

Applications (Standard Form 171) and
related records, EXCLUDING records
relating to appointments requiring
Senatorial confirmation and applica-
tions resulting in appointment which
are filed in the Official Personnel
Folder (see item 1 above).

Personnel Operations Statistical Reports.

Statistical reports in the operating
personnel office and subordinate units
relating to personnel management
activities within the agency.

Correspondence and Forms Files.

Operating personnel office records relating
to individual employees not maintained in
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AUTHORIZED DISPOSITION

Destroy when superseded or
obsolete. (GRS 1/12.d.)

Cut off files annually.
Destroy when 3 years old.
(GRS 1/13.)

Cut off files annually.
Destroy when 2 years old.

(GRS 1/14.a.)

Cut off files annually.
Destroy when 1 year old.

(GRS 1/14.b.)

Destroy upon receipt of OPM
inspection report or when 2
years old, whichever is earlier,
provided the requirements
of the Federal Personnel

nual Chapter 333, Section A-4,
ard observed. (GRS 1/15.)
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ITEM NO.

DESCRIPTION OF RECORDS

18.

19.

Official Personnel Folders and not
provided for elsewhere in this
schedule.

a. Correspondence and forms relating
to pending personnel actions.

b. Retention Registers.

1) Registers from which
reduction-in-force actions
have been taken.

Registers from which no
reduction-in-force actions

c. A1l oth

Medical Case Fi

Consist of medical \pistories, exam-
inations, including Yaboratory reports,
hospital reports and &inical inter-
views, and other material pertaining

to Foreign Service employges and their
eligible dependents and empJoyees of
other Government agencies whq are
participating in the medical
health programs of the Departmext of
State.

Employee Performance File System Re

rds.

a. Non-SES appointees {as defined in
5 USC 4301(2)).

1) Appraisals of unacceptable
performance, where a notice

of proposed demotion or removal
is issued but not effected, and

all related documents.

2) Performance records superseded
through an administrative,
judicial, or quasi-judicial
procedure.

3) Performance-related records

pertaining to a former employee.
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AUTHORIZED DISPOSITION

Destroy when action is
completed. (GRS 1/17.a.)

Cut off files annually.
Destroy when 2 years old.
(GRS 1/17.b.(1))

Destroy when superseded
or obsolete. (GRS 1/17.b.(2))

Destroy when 6 months old.
(GRS 1/17.c.)

Cut off when employee
separates. Retire to NPRC
St. Louis, Mo., 2 years after
separation. Destroy 17
years after separation or
last action.
NC1-59-76-12, item la)
Disposal suspended per
GSA FPMR Bulletin B112,
August 5, 1981.)

Cut off files after the

mployee completes 1 year

oK acceptable performance

frow the date of the

writden advance notice of
proposed removal or reduction

in grad&\ notice. (GRS 1/23.a.(1))

Destroy upog supersession.
(GRS 1/23.aN2))

Cut off files annually.
Destroy when 3 years\old or when
no longer needed, whi
is sooner. (GRS 1/23.a\3))
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ITEM NO. DESCRIPTION OF RECORDS

A11 other summary performance
appraisals records, including
performance appraisals and job
elements and standards upon
which they are based.

Supporting documents.

SES appointees (as defined in 5 USC
132a(2)).

1) \ Performance records superseded
hrough an administrative,
icial, or quasi-judicial

2)

3) A1l other pexformance appraisals,
along with job\elements and
standards (job &xpectations)

upon which they axe based.

4) Supporting documents.

c. Presidential appointees.

20. Financial Disclosure Reports.

21. Equal Employment Opportunity Records.

Official Discrimination Complaint
Case Files.

a.

Originating agency's file containing
complaints with related correspondence
reports, exhibits, withdrawal notices,
copies of decisions, records of
hearings and meetings, and other

records as described in 29 CFR 1613.222.

Cases resolved within the agency, by
EEOC, or by a U.S. Court.
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AUTHORIZED DISPOSITION

Cut off files after date of
appraisal. Destroy 3 years
after date of appraisal.
(GRS 1/23.a.(4))

Cut off files after appraisal.
Destroy 3 years after date

of appraisal or when no longer
needed, whichever is sooner.

(GRS 1/23.a.(5))

Destroy upon supersession.
(GRS 1/23.b.(1))

Disposition pending.
(GRS 1/23.b.(2))

Cut off files after appraisal.
Destroy 5 years after date

of appraisal, exclusive of
any interim service as a
Presidential appointee.

(GRS 1/23.b.(3))

Cut off files after appraisal.
Destroy 5 years after date

of appraisal or when no longer
needed, whichever is sooner.
(GRS 1/23.b.(4))

Disposition pending.

See VI, LEGI
LEGAL AFFAIRS RECORDS.
GRS 1/25.)

Cut off fNes after resolution
, of case. troy 4 years

after resolution of case.

(GRS 1/26.a.)
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DESCRIPTION OF RECORDS
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ITEM NO. AUTHORIZED DISPOSITION

b. Copies of Complaint Case Files.

ear after resolution

Destroy 1
GRS 1/26.b.)

of case.

Duplicate case files or documents
pertaining to case files retained
in Official File Discrimination
Complaint Case Files.

Background Files.

Cut off files after resolution
of case. Destroy 2 years after
final resolution of case.

(GRS 1/26.c.)

Background records not filed in the
Official Discrimination Complaint

Cut off files annually.
Destroy when 7 years old.
(GRS 1/26.d.(1))

Cut off files annually.
Destroy when 3 years old.
(GRS 1/26.d.(2))

2) EEO Compliange Reports.

e. Employee Housing Requegts.

Cut off files annually.
Destroy when 1 year old.
(GRS 1/26.e.)

sistance

Forms requesting agency
rental

in housing matters, such a
or purchase.

f. Employment Statistics Files.

Cut off files annually.
Destroy when 5 years old.

(GRS 1/26.f.)

Employment statistics relating
to race and sex.

g. EEO General Files.

General correspondence and copies off files annually.

of regulations with related re- Destroy when 3 years old, or
cords pertaining to the Civil when superseded or obsolete,
Rights Act of 1964, the EEO Act of whiche¥er is applicable.
1972, and any pertinent later (GRS 1/
legislation; and agency EEO
Committee meeting records including
minutes and reports.

h. EEO Affirmative Action Plans (AAP).

1) Agency copy of consolidated
AAP(s).
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ITEM NO. DESCRIPTION OF RECORDS

2) Agency feeder plan to con-
solidated AAP(s).

22. Personnel Counseling Records.

a. Counseling Files.
Reports of interviews, analyses
and related records.

b. cohol and Drug Abuse Program.
Recoxds created in planning,
coordhpating and directing an

alcohol\and drug abuse program.

23. Standards of Cohduct Files.

Correspondence, meimgranda and other
records relating to xodes of ethics
and standards of condit.

24, Labor Management Relations Records.

a. Labor Management RelatiqQns General

and Case Files.
Correspondence, memoranda,

relationship between managemen

and employee unions or other growps:

1) Office negotiating agreement.

2) Other offices.

b. Labor Arbitration General and
Case Files.
Correspondence, forms, and
background papers relating to

labor arbitration cases.

25. Training Records.

a. Training Aids.

1) One copy of each manual,
syllabus, textbook, and

ports
and other records relating to\the
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AUTHORIZED DISPOSITION

Destroy 5 years from date of
feeder plan or when adminis-
trative purposes have been

served, whichever is sooner.

(GRS 1/26.h.(2))

Cut off files after termination
of counseling. Destroy 3 years
after cut off. (GRS 1/27.a.)

Cut off files annually.
Destroy when 3 years old.
(GRS 1/27.b.)

Destroy when obsolete or
superseded. (GRS 1/28.)

Cut off files annually.

Destroy when 5 years old.
(GRS 1/29.a. (1))

estroy when superseded or
obsolete. (GRS 1/29.a.(2))

Jes after resolution
stroy 5 years
esolution of case.

Cut off
of case.

after final
(GRS 1/29.b.

Destroy when superseded,
obsolete or no longer negeded.
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ITEM NO.

DESCRIPTION OF RECORDS

26, Grievance, Disciplinary and Adverse

other training aid developed
by the agency.

2) Training aids from other

agencies or private institutions.

General file of agency-sponsored
training._

1) Correspondence, memoranda,
agreements, authorizations,
reports, requirement reviews,
plans, and objectives relating
to the establishment and
operation of training, courses
d conferences.

2) Background and workpapers.

Employee training.

moranda, reports
g]ating to the

Correspondence,
and other records
availability of traWning and
employee participatiog in training
programs sponsored by ®ther govern-
ment agencies or non-govwernment
institutions.

Course Announcement Files.

Reference file of pamphlets, nodjces,
catalogs and other records which
provide information on courses

or programs offered by government
or non-government organizations.

Action Files.

a.

Grievance, Appeals Files (5 CFR 771).

Records originating in the review
of grievance and appeals raised by
agency employees, except EEO
complaints. These case files
include statements of witnesses,
reports of interviews and hearings,
examiner's findings and recommenda-

tions, a copy of the original decision,

related correspondence and exhibits,

and records relating to a reconsidera-

tion request.

. Page 62

AUTHORIZED DISPOSITION

. Destroy when obsolete or

superseded. (GRS 1/30.a.(2))

Cut off files annually or after
completion of training. Destroy
when 5 years old or 5 years
after completion of a specific
training program.

(GRS 1/30.b.(1))

Cut off files annually.

Destroy when 3 years old.
(GRS 1730.b. (2)]

Cut off files annually.
Destroy when 5 years old or
when superseded or obsolete,
whichever is sooner.

(GRS 1/30.c.)

Destroy when superseded or
obsolete. (GRS 1/30.d.)

jles when case is
stroy 3 years
closed.

Cut off
closed.
after case
(GRS 1/31.a.)
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ITEM NO.

DESCRIPTION OF RECORDS

27.

28.

b. Adverse Action Files (5 CFR 752).

Case files and related records
created in reviewing an adverse
action (disciplinary or non-
disciplinary removal, suspension,
leave without pay, reduction-in-
force) against an employee. The

adverse action with supporting

papers; statements of witnesses;

employee's reply; hearing notices,

ports and decisions; reversal
of\action; and appeal records,

- EXCAUDING letters of reprimand.

Personal Injury Files.

Forms, reports) correspondence and
related medical ®nd investigatory
records relating

compensation was made,, EXCLUDING
copies filed in the Official Personnel
Folder and copies submitted to the
Department of Labor.

Records relating to the promoti

of an individual that document quglifi-
cation standards, evaluation metho
selection procedures, and evaluation
of candidates, EXCLUDING any records
that duplicate information in the
promotion plan, in the Official
Personnel Folders, or in other
personnel records.

file includes a copy of the proposed
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AUTHORIZED DISPOSITION

Cut off files when case
is closed. Destroy 4

years after case is
closed. (GRS 1/31.b.)

Cut off files annually.
Destroy when 5 years old.
(GRS 1/32.)

Cut off files when

case is closed. Destroy

2 years after the personnel
action or after the action
has been audited by OPM,
whichever is sooner.

(GRS 1/33.)
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XVII. PROCUREMENT AND CONTRACTING RECORDS

This Section covers records pertaining to AID operations regarding procurement
commodities, services, and supplies for Agency assistance programs and for
inistrative needs.

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Unique Procurement Files.

Pihocurement files (as in Item 4, Send report of files to
beTsw) documenting the initiation M/SER/MO/CRM.
and development of transactions

that drviate from established
precedenys with respect to general
agency pracurement programs, other
than those \¢overed by Item 13.

2. Real Property Xiles.

(See Section XV?\SGENERAL SUPPORT SERVICES RECORDS, Item 9.

3. General Correspondence Files.
Correspondence files o operat1ng Cut off files annually.
procurement units concermng internal Destroy when 2 years old.
operations and administration matters (GRS 3/3.)

not covered elsewhere in thig schedule.

4, Routine Procurement Files.

Contract, requisition, purchase order,
lease, and bond and surety records,
including correspondence and related
papers pertaining to award, adminis-
tration, receipt, inspection and pay-
ment (other than those covered in
Items 1, 2, 13 and 15).

1d in office 3 years

retire to WNRC. Cut

iles after final payment.

6 years and 3 months

al payment. (GRS 3/4.a.

a. Procurement or purchase organization
copy, and related papers. th

1) Transactions of more than Destr
$25,000 and all construction after
contracts exceeding $2,000.

2) Transactions of $25,000 or less Cut off fileg after final
and construction contracts under payment.
$2,000. end of the fiscal year,

retain 3 years and destroy,
except that files which




AID Records Dispositi.Schedu]e

ITEM NO. DESCRIPTION OF RECORDS

b. Obligation copy.

c. Other copies of records described
above used by component elements
of a procurement office for
administrative purposes.

Supply Management Files.

FNes of reports on supply requirements
rocurement matters submitted for
management purposes (other than
corporated in case files or

other fiNes of a general nature),
exclusive\of Department of Defense

Reports retNecting procurement under
exemptions abthorized under Section 201(a)
of the Federal\Property and Administrative
Services Act of\]949 (40 U.S.C. 481).

from other units
for internal pukposes or for
transmission to s¢aff agencies.

b. Copies in other repoxting units,
and related work papehs.

6. Solicited and Unsolicited Bid
and Proposals Files.

a. Successful bids and proposals)

b. Solicited and unsolicited
unsuccessful bids -and proposals.

1) When filed separately from
contract case files.
2) When filed with contract

case files.
c. Cancelled Solicitations Files.

Formal solicitations of offers

to provide products or services
(e.g., Invitations for Bids,
Requests for Proposals,

Requests for Quotations) which
were cancelled prior to award

of a contract. The files include

1)
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AUTHORIZED DISPOSITION

Destroy when funds are
obligated.

Destroy upon termination or
completion.

Cut off files annually.
Destroy when 2 years old.

(GRS 3/5.a.)

Cut off files annually.
Destroy when 1 year old.
(GRS 3/5.b.)

Destroy with related
contract case files (see
item 4 above). (GRS 3/6.a.)

estroy when related contract
completed. (GRS 3/6.b.(1))

DestnQy with related contract
\les (see item 4 above).

Cut off filed after date of
of cancellatiog. (GRS 3/6.c.(1))
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ITEM NO.

DESCRIPTION OF RECORDS

10.

presolicitation documentation

on the requirement, and offers
which were opened prior to the
cancellation, documentation on

time of cancellation, and
evidence of the cancellation.

2)  Unopened Bids.

Jephone Records.

Telephone statements and toll slips.

Contractor\ Payroll Files.

Contractors' payrolls (construction
contracts) submitted in accordance
with Labor Departwent regulations,
with related certifNications, anti-
kickback affidavits,\and other
related papers.

Tax Exemption Files.

Tax exemption certificates
related papers.

Contractor's Statement of Continge

any government action up to the

or Uther Fees.

Standard Form 119, Contractor's
Statement of Contingent or Other
Fees, or statement in lieu of the
form, filed separately from the
contract case file and maintained
for enforcement or report purposes.
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AUTHORIZED DISPOSITION

Return to bidder.
(GRS 3/6.c.(2))

Destroy 3 years after
period cov?red 9} related
account. (GRS 3/11.)

Cut off files annually.
Destroy 3 years after date
of completion of contract
unless contract performance
is subject of enforcement
action on such date.

(GRS 3/12.)

Destroy 3 years after
period covered by
related account.

(GRS 3/13.)

Destroy when superseded,
obsolete, or no longer
needed, whichever is sooner.
(GRS 3/20.)
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XVITI. SECURITY AND INSPECTOR GENERAL RECORDS

The records described in this Section pertain to security and protective
services created a) to control and protect classified information and government
cilities from unauthorized entry, sabotage or loss and b) to determine the

re and loyalty of individuals employed by the government; and records

ulated by the Inspector General's Office pertaining to inspections,

ITEM NO. DESCRIPTION OF RECORDS

PART 1.
1. Identi;}gation Unit Files

Security Files.

These files\contain Agency Employee ID
photos and caxds. The cards are rerewed
and new photos

2. Personnel Security Clearance Files

Personnel security chearance case files
and related indexes maVntained by the

personnel security office of the employ-
ing agency.

a. Case files documenting
of investigations on emp
applicants for employment,
or not a security clearance \s
granted, and other persons, s
as those performing work for th
Agency under contract, who requi
an approval before having access
to Government facilities or to
sensitive data. These files
include; questionnaires, summaries
of reports prepared by the investi-
gating agency, and other records
reflecting the processing of the
investigation and the status of the
clearance, exclusive of copies of
investigative reports furnished by
the investigating agency.

b. Investigative reports and related
papers furnished to agencies by
investigative organizations for
use in making security/suitability
determinations.

c. Index to the Personnel Security Case
Files.

ade periodically (5 years).

AUTHORIZED DISPOSITION

Destroy when IDs are renewed
or after termination of
employee, whichever is sooner.

Destroy upon notification of
death or not later than 5 years
after separation or transfer

of employee or not later than

5 years after contract relation-

ship expires, whichever is
applicable. (GRS 18/23.a.)

Destroy in acsprdance with
the investigatimg agency
instructions. (GRS 18/23.b.)

Destroy with related cage
file. (GRS 18/23.c.)
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

3. Personnel Security Clearance Status Files.

Lists or rosters showing the current Destroy when superseded or
security clearance status of individuals. obsolete. (GRS 23/24.)

Security Violations Files.

ase files relating to investigations

oK alleged violations of Executive Orders,
laws, or agency regulations for the
safegyarding of national security informa-
tion.

a. Filey relating to alleged violations Destroy 5 years after close
of a syfficiently serious nature that of case. (GRS 23/25.e.)

making such determinations.

b. A1l other files, exclusive of papers Destroy 2 years after comple-

placed in official personnel folders. tion of final action or when
no longer needed, whichever
is sooner. (GRS 23/25.b.)

5. Contractor Security Clearance F\les.

Files of institutions and organizations
performing work for the agency, und
contract, they require an approval

before having access to government

facilities or to sensitive data.

Destroy 5 years after contract
elationship expires.

a. University Contracts Files.

Contract folders containing records
of release information (review of
personnel), resumes, record check
requests, name check request, request
for approval for building pass and
other related papers.

b. Firms and Organizations.

Files contain: Security investigative fter contract
reports, credit reports, Dunn & Brad- relationship expixes.
street reports, letters, memoranda,
name check requests, record checks,
request for clearance and other
related documents.
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ITEM NO.

DESCRIPTION OF RECORDS

6.

Investigators Working Files.

These files are used as reference material
by the investigators in preparation of
cases. Files may contain extra copies

of memos, letters, drafts, reports,
telegrams, and other personal notes.

The official documentation is maintained
in the office of Security Official files.
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AUTHORIZED DISPOSITION

Destroy when no longer needed
for reference. (non-record)

PART 2. \Investigations, Inspections and Audit Files.
7. O0fNcial IG/11 Case Files.

This series documents the official inspection Cut off file after case is
and invdstigation cases of the office of closed. Hold in
Investigations and Inspections. The files office space for ¢ years,
contain report of investigations and then retire to WNRC.
inspections N\ncluding violations of title Déstroy when 15 years old.
18 and or othdr criminal or civil matters (GRS 25/3.b.)
affecting the United States, possible
violations of A.ND. regulations, and
other related documents.

8. Audit Reports File.
The series consist of indjvidual audit case Close file after compliance
files which are filed by urique audit with recommendations. Hold
sequence numbers. The case\files consist for 1 year, then retire to
of: the audit report, corresgondence, WNRC. ~Destroy when 6 years
memoranda, audit recommendatiohs, and old.
response thereto. (ARS 25/4.)

9. Audit Recommendation Files.
This series is a follow up system on oyt- 2-Open Recommendations - Close
standing replies to audit reports and i file upon compliance. Destroy
used to assure appropriate implementation when 5 years old.
of recommendations. The series contains .Closed Recommendations - Destro;
both open and closed recommendation files. hen 5 years old.

10. Inspectors Working Files.

This series covers reference material
used by the Inspectors in conducting
investigation and inspections. The
official case files are maintained by
the IG/II file room.

when no longer needed
for reference. (non-record)
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XIX. TRAVEL AND TRANSPORTATION RECORDS

This Section covers records pertaining to the movement of goods and persons under
Government orders. The recordkeeping involved in the movements centers around
ills of lading, transportation requests, vouchers, and associated records,
luding those prescribed by Title 5 of the General Accounting Office Policy and
Prosedures Manual. Copies of some records used to support payments become part
of the accountable officers' accounts, or are accounting posting media. Their
disposiion may be covered by items in Section XIV. FISCAL MANAGEMENT FILES.

ITEM NO. “QESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

1. E>§ight Files.

Records relating to freight consisting of
export dertificates, transit certificates,
demurrage\card record books, shipping
documents pertinent to freight classifi-
cation, memoxandum copies of Government
or commercial \yills of lading, shortage
and demurrage raports, and all supporting
documents; and ingluding records relating
to the shipment of\pousehold goods.

a. Issuing office mégorandum copies Cut off files after period
other than those i¥entified in 1d. covered by account. Destroy
3 years after the period of
the account. (GRS 9/1.a.)

b. All other copies. Cut off files annually
?estroy whep 1 year old.
GRS 9/1.b.9

c. Registers and control records Cut off files annually.

other than those identified in\ld. Destroy whe? 3 years old.
(GRS 9/1.c.

d. Records, including registers and Cut off files after period
control records, on, international covered by account. Destroy
shipments of household goods moved 6 years after the Beriod of
by freight forwarders. the account. (GRS 9/1.d.)

2. Lost or Damaged Shipments Files.

Schedules of valuables shipped, Cut Off files annually.

correspondence, memoranda, reports, Destroy when 3 years old.

and other records relating to the (GRS 9/%,)

administration of the Government
Losses in Shipment Act.

3. Passenger Transportation Files.

Memorandum copies of vouchers (SF
1113A), memorandum copies of
transportation requests (SF 1169),
travel authorizations, transportation
request registers, and all supporting
papers.




AID Records Disposi ti'chedul e

ITEM NO. DESCRIPTION OF RECORDS

a. Issuing office memorandum copy.

b. Obligation copy.

c. Unused ticket redemption forms,
such as SF 1170.

Passenger Reimbursement Files.

cords relating to reimbursing
indjviduals, such as travel orders,
per diem vouchers, transportation
requests, hotel reservations, and all
supporting papers documenting official
travel by\officers, employees,
dependents)\ or others authorized by
law to travel.

a. Travel a

b.

a. Correspondence, forms
records pertaining to
and transportation functXions, not
covered elsewhere in this

b. Accountability records.
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AUTHORIZED PISPOSITION

Cut off files annually.

Destroy when 3 years old.

(GRS 9/3.a.)

Destroy when funds are obligated.
(GRS 9/3.b.)

Destroy when no longer needed

for administrative use.
(GRS 9/3.c.)

Cut off files annually.

Destr%y when 3 years old.

(GRS 9/4.a.)

Destr%y when funds are obligated.
(GRS 9/4.b.)

Cut off files annually.
Destroy when 2 years old.
(GRS 9/5.a.)

Destroy 1 year after all
entries are cleared.
(GRS 9/5.b.)




