
LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse) N 1-286-86-1 
DATE RECEIVED

TO:	 GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 11/12/85 

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

'~~~.,...,..:,F-=07:-r=~I~n.;....t~e~r.!..n!..!:a::...:t~i.!::o~n:..::a:..::l=:.-D=-=e-=v-=e:...:l:...o=..:.:.m:..::e:..:n..:..t=-- -I	 In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not

~~#~~0:7n~""",H,<"e,,-,a::!..:d~~u!..!:a:!.!r_t~e.!..r...!:s!.....-O~f.!..f..:=i-=c:....:e::..cs~ -I	 approved" or "withdrawn" in column 10. If no records 
are proposed for disposal, the signature of the Archivist is 
not required. 

4. NAME OF PERSON WITH WHOM TO CONFER	 S. TELEPHONE EXT. DATE 

875-1819 

I hereby certify that I am authorized to act for this agency in.glatters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 110 paqets) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and	 that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO	 Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attached; or ~ is unnecessary. 

B. DATE	 D. TITLE 

11/7/85	 Agency Records Officer 
9. GRS OR 10. ACTION7. 8. DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM (With Inclusive Dates or Retention Periods)	 JOB (NARSUSE

NO. 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 accumulating 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.LD. Handbook 21)
because of format and listed as pafits of the A.I.D. overall 
subject classification system, rat er than as separate record 
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 3 
CFR Chapter XII. 

The General Records Schedules citations have been added paren 
thetically following the authorized disposition statement for 
each item as appropriate. 

STANDARD FORM 115 (REV. 8·83) 
PreSCribed by GSA 
FPMR (41 CFR) 101·11.4 

115-108 



~ RE<mDS aM1JN TIl MJSf OFFICES. 

I'TIl1 00. DESCRIPTION OF RE(x)RDS	 AUTHORIZED DISPOSITION 

Office General	 Administrative Files 

01010 Office	 Administrative Files 

Records accumulated by individual offices that Destroy when 2 years 
relate to the internal administration or house- old or when no longer
keeping activities of the office, rather than the needed, whichever is 
functions for which the office exists. In general, sooner. 
these records relate to the office organization, (GRS 23 Item 1) 
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 nonnally

maintained by serial number by point of origin and
 
are kept, for the most part, as a source of easy
 
reference.
 

01020 1)	 AID/Washington Communications Center 
Master File -
The master file of all telegraphic corres- Cut off at end of 
pondence sent or received by the Agency. In fiscal year, retire to 
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01030 

I. 

ITEM ID. 

01040 

01050 

DESCRIPTION OF RE(x)RDS 

addition to being a reference point for the 
Communications Center message analysts,
this file also receives considerable use 
for investi~ations, background studies,
and research. 

2)	 Other Offices 

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

b. 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. 
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AUTHORIZED DISPOSITION 

Washington National 
Records Center (WNRC)
3 months after cutoff. 
Destroy when 7 years old. 
NC 1 286-82-2 Item 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 lB 

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 1year old 
or sooner if no longer
needed for ref- erence. 
NC 1 286-82-2 Item 2A 



1. REOORDSmM)N TO r-nSf or~FICES• 
ITEM roo DESCRIPrION OF RECORDS 

01060 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. 

01070 Office Personnel Files- --._-- ---
Folders on employees consisting of correspondence, 
memoranda, fOTIms, 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 tenn 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: 

01080 a. Reque~t for Information or Publications 

Routine request for infoTImation 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. 

01081 b. Letters of Transmittal 

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

01082 c. Quasi-0fficial 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 year old. 

R~view annually and 
destroy superseded or 
obsolete documents; or 
destroy all documents 
relatin~ to an indi-
vidual employee 1year
after separation or 
transfer. (GRS 1 
Item lBA) 

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

Destroy when 90 days olrl 
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) 



.=.1.:....RDS <XMf)N TO QFF_'_CE_S--=..;RE=CXJ= t1JSf • 
ITEM ID. DESCRIPTION OF RECXJRDS AUTHORIZED DISPOSITION 

01090 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 linplementing 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. 

01100 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. 

01110 b. Program Correspondence Files of Country Desk 
Off~~e~in_~he Geographic Bureaus 

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

Page 5 

Review at end of fiscal 
year and destroy material 
of no further reference 
value. (GRS 23 Item 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 roost 
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. 



1. REOORDS aM1)N 1D M)ST OFFls 
ITEM ID. DESCRIPTION OF RECORDS 

01120 c.	 All Other Progrcm Correspondence Files in AID 
Headquarters Offices 

Budget Records 

Annual Budget Submission Files 

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

01130 a.	 PPC/PB's printed record copy of annual budget
submissions of overseas posts and AID~ -
Bureaus and Staff Offices. 

01140 b.	 PPC/PB budget background files containing
justifications, amounts requested and supporting
papers. 

01150 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 estllnate 
files. 

~~ssional 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 of f 
files annually. Hold 
in office for 5 years
after cutoff, then re-
tire to WNRC. Offer to 
NARA in 5 yr. blocks when 
roost 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 Item 5B) 



- --I. REOORDS <JMvVN 10 M)Sf OFFICES• 
ITEM NJ. DESCRI PI'ION OF REOORDS 

01160 a.	 Office Of Legislative Affairs record copy of 
the printed congressional presentation. and one 
copy of each congressional notification. 

01170 b. Files document the preparation of the detailed 
Agency budget request to Congress, including sup-
plementary schedules, exhibits, etc. The files 
contain dociment s used in Congressional budget 
presentations, providing, by years, the U.S. 
assistance, subdivided by major programs. 

01180 c.	 All other copies of congressional presenta-
tions.and notifications. 

•
 
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 IOOst 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 
off. 

Destroy when no longer
needed. 

Project Assistance Records 

These records relate to the AID Development Assistance Program. 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 As~istance 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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1. RECORDSOlffiN TO tosr oFFIs • 
ITIM N). DESCRIPI'ION OF RECORDS	 AUTHORIZED DISPOSITION 

01190 a. Original silver master microfinn and silver Permanent. Review auto-
duplicate. . 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. 

01200 b. Computerized index to project.	 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. 

01210 c. All other silver master and silver duplicates.	 Destroy 2 yrs. after cut 
off. 

01220 d. Bureau master diazo file.	 Destroy 4 yrs after 
termination of project,
or when no longer needed, 
which ever is sooner. 

01230 e. Project officer diazo working file.	 Destroy upon termination 
of project. 

01240 f. Original paper copies of microfilm project Destroy original paper
records. records upon verification 

of film. 

01250 g. Closed project records which have not been Permanent. Offer all 
microfibned and are transferred to the project records to NARA. 
Washington National Records Center. Those not accessioned,

destroy immediately. 

01260 h. Reference copies of project documents maintained Destroy upon termination 
in various Agency offices. of the project. 

Project	 Plan and Engineering Files 

01270	 Copies of engineering plans and related material Destroy in accordance with 
pertaining to individual projects. a. and b. above. 
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1. REOORDS <nM>N 10 M)Sf OFFICES• •
 
ITEM ID. DESCRIPTION OF REOORDS AUTHORIZED DISPOSITION 

01280 Technical Project Feasibility Studies 

Copies of studies, reports, and related correspon- Cut off annually. Hold 
dence pertaining to proposed projects which do not in office for 2 yrs., then 
develop into projects. (If project is approved, retire to WNRC. Destroy
materials are filed in project file.) when 10 yrs , old 

01290 Proj~ct Statu.s/Tracking System Reporting 

This documents the monitoring of the status and Cut off file at end of 
tracking of projects. Sane of the docunent s found fiscal year. Hold in 
in this file are: policy data inventory, project office for 1yr., then 
status reports, weekly status reports, and project retire to WNRC. Destroy
accounting information system reports. when 5 yrs , old. 

01300 Bureau Project Evaluation Files 

Documents pertaining to plans, evaluations, and re- Cut off files when 
ports on Mission (USAIDs) and Bureau activities in closed. Destroy when 
project planning and evaluation. This material dup- 3 yrs. old 
licates information in project files. 

Non-Project Assistance Records 

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. 

01310 Program (non-project) Procurement Files 

Case files of grants and loan agreements on cash Cut off after loan has 
transfer or commodity import activities consisting been fully repaid (maximum 
of such records as agreements, implementation letters, of 40 yrs.). Destroy 1 
action memos, program assistance papers, and related year after cutoff. 
documents and correspondence pertaining to program 
assistance transactions. 

Other General Files 

Schegules 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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• • I • RECORDS CXM'K)N 10 M:>Sf OFFICES 

ITEM ID. DESCRIPTION OF RECORDS 

01320 a.	 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. 

01330 b. 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. 

01340 c.	 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 infonnation, 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, 
and final reports. 

01350 a.	 Final reports of studies not described elsewhere 
in this schedule. 

01360 b. Back-up material consisting of copies of pro-
gress reports, correspondence, etc. 

01370 c.	 Reference copies of reports. 
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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 Item 2A) 

Destroy when no longer
needed or when 1 yr. old, 
whichever is sooner. 
(GRS 23 Item 2C) 

Pernanent. Cut off at 
end of fiscal year.
Retire to WNRC transfer 
to NARA in	 5 yr. blocks 
when roost 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. 



•
 
ITEM 00. DESCRIPTION OF REOORDS	 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.~., in 1987 offer 
1973-77 records.) 

01410 b. Reference copies of publications	 Review annually. Destroy
material when no lo~er 
needed for reference. 
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ITEM ID. DESCRIPI'ION OF REOORDS AUTHORIZED DISPOSITION 

These records are maintained by or for the llnnediate 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. Qene!al Subiect Correspondence Files 

Letters, memoranda, studies, reports, forms, and 
other data documenting and/or linplernentingplans, 
policies, procedures, accomplishments, opinions,
and decisions pertaining to AID program and staff 
activities. Arrange by subject/name/country as 
appropriate. 

02020 2. Olronolggical Files 

Files consisting of extra copies of letters,
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 
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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Permanent. See Section 
I, Item 01100. 

See Section I, Item 01040. 

See Section I, Item 01320. 



• • III. EXTERNAL AND pu]!LIC AFFAIRS REOORDS 

InM ID. DESCRIPTION OF REOORDS 

Public Inquiries Files 

03010 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 N:.t, 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). 

03020 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. 

03030 a) Request not appealed. 

03040 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 off ice 
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 AI) 

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

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



III. EXTERNAL AND PUBLIC AFFa RECORDS 

ITIM ID. DESCRIPI'ION OF RECORDS 

03050 a) Request not appealed. 

03060 b) Request appealed. 

03070 b. Official file copy of requested records. 

FOIA Appe?ls 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 Item l6B) 

Destroy 4 yrs. after final 
determination by Agency or 
3 yrs. after final 
adjudication by courts, 
whichever-is later. (QtS
14 Item l7A) 

Dispose of in accordance 
with approved disposition
instructions for the 
related record, or the 
related FOIA request,
whichever is later. (GRS
14 Item l7B) 



III. EXTERNAL AND PUBLIC AFF! RECORDS 

InM 00. DESCRI PTION OF RECORDS 

03100 a. Registers or listing. 

03110 b. Other files. 

FOrA Reports Files 

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

require-
the FOIA, 

03120 a. Annual reports originating in OPA. 

03130 b. Other reports 

03140 FOIA Administrative Files 

Records relating to the general Agency impl~~~p.ta-
tion of the FOIA, including notices, merroraridJ':'-' 
routine correspondence, and related records •.. -,'., 

News and Media	 Relations Files 

Audio Visual Files 

a. Original video tapes. 

03150 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
dociment ing the impact of the agency program 
on foreign societies. 
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AUTHORIZED DISPOSITION 

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

Destroy 5 yrs. after 
final action by the 
Agency or after final 
adjudication by courts, 
whichever is later. (GRS
14 Item i8B) 

Permanent. Offer to NARA 
when IS 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 Item 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


III. EX'I'ERNAL	 AND :ruBLIC AFFIS REmRDS 

ITEM ID. DESCRIPI'ION 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)	 linportant 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. . 

•
 
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 
yr s , 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. 
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ITEM ID. DESCRI PI'ION OF RE<X>RDS 

03230 2)	 Routine subject that do not reflect 
the Agency's mission. 

c. Still Photography 

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. 

03240 a)	 Black & white negatives and captioned 
prints. 

03250	 b) Black & white contact prints 

03260 c)	 Official portraits of senior agency
officials. 

03270 2)	 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 roost 
recent records are 20 
yrs. old. 

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

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



III. EXTERNAL	 AND PUBLIC AFFA' REOORDS"::"'::'~--'-~ 

ITEM ID. DESCRIPTION OF REmRDS 

d. Color Slides (35 mm) 

03280 1) Important subjects reflecting the agency's
mission for example, relating to its overall 
progr an 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 

forei~n societies. 

03290 2)	 Routine subjects which do not relect the 
agency's mission. 

e. Film Strips 

03300 1)	 linportant 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. 

03310 2)	 Routine subjects which do not relect the 
agency's mission. 

03320 f. Finding aids including indexes, catalogs, shelf 
list, caption sheets. 

03330 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 nos t recent record s
 
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.
 



• • III. EXI'ERNAL AND PUBLI~ AfFAIRS RECORDS 

ITEM ID. DESCRIIYI'ION OF RECORDS AUTHORIZED DISPOSITION 

03340 Public Relations Files 

a.	 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 
coomentators. 

03350 b. 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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Pennanent. 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 Item la) 

Pennanent. Cut off 
annually. Hold in office 
for 5 yrs., then retire to 
WNRC. Offer to NARA when 
20 yrs. old. (GRS 14 Item 
lb) 



• • IV. FOOD FUR PEACE AND VOWNrARY ASSISfANCE (FVA) REOORDS 

ITEM 00. DESCRIPI'ION OF REOORDS 

Cammon Type Files 

04010 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. 

04020 Unsuccessful yrant Applications 

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

Private and Voluntary Cooperation Files 

04030 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 Ag~ncy 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. 

04040 a. Case Files on Individual Agencies 

04050 b. Annual Financial Submission 

04060 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. FOODFOR ~CE A!ID WWNrt ASSISfANCE (FVA) REaJRDS
-=...;..."'-----"- • 
ITEM 00. DESCRIPTION OF RECORDS 

Food for Peace Files 

04070 Title I and III Volun!ary Agency Agreement Files 

Copies of agreements and related documentation per-
taining to AID Agreements with host governments un-
der Titles I and III of P.L. 4~0. 

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. 

04080 a. Original Agre~nts 

04090 b. Copies of Agreements 

Section 416 Agreement Files 

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

04110 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 estllnates and requirements, project documenta-
tion, and related documents and correspondence. 

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. ~etire upon
termination of a~ree-
ments. Offer to NARA in 
accumulations 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. 
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IV. FOODFUR PFA~ AND WLUNrt ASSISTANCE (EVA) REmRDS 

ITEM ID. DESCRIPI'ION OF RECORDS 

04120 a. Annual estnnates of requirements (AERs) signed by 
AID and the private agency and operational plans. 

04130 b. All other program documentation including
quarterly estimates, call forward agreements,
cables for shipping instructions. 

04140 Voluntary Agency Ocean Transport Files 

Files include copies of Letters of Commitment, 
Procurement Authorizations, Expenditure Reports, 
etc., and related correspondence. 

04150 Agricultural Commodity Files 

Reference copies of such documents as commodity
specifications, technical studies, and general 
material on agricultural commodities used in the 
Food for Peace program. 
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AUTHORIZED DISPOSITION 

Permanent. Cut off 
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. 

Cut off annually. Hold 
in office for 2 years, 
then transfer to WNRC. 
Destroy when 6 years old. 

Cut off annually. Hold 
in office for 2 years, 
then retire to WNRC. 
Destroy when 6 years old. 

Review annually.
Destroy when 
superseded, obsolete, 
or no longer needed. 



• • V. GEOGRAPHIC BUREAUS GENERAL REOORDS 

ITEM 00. DESCRIPTION OF RECORDS 

05010	 Program Correspondence Files 

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

05020	 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 llinits, 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. 

05030	 Congressional Notification and Congressional
Presentadon 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 Develo~nt 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. 

Page 23 

AUTHORIZED DISPOSITION 

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

(see I rE."1 0 III 0). ~ f~8'/}-

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 I year, then 
retire to WNRC. 
Destroy when 6 years
old. 



v. GEOGRAPHIC BUREAUS GENERAL'OORDS 

ITEM ID. DESCRIPTION OF RECORDS 

05040 B.	 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 pro~ram
in the country. 

•

AUTHORIZED DISPOSITION 

Permanent. Cut off 
annually. Hold in 
office for 3 years, then 
retire to ~C. Transfer 
to NARA in 5 yr. blocks 
when roost 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 roost 
recent records are 10 
years old, e.g. in 1987 
offer 1973-77 records. 
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• • VI • LEGISLATIVE AND LEGAL AFFAIRS RECDRDS
 

ITIM 00. DESCRIPI'ION OF RECORDS AUTHORIZED DISPOSITION
 

Congressional Correspondence Files 

This correspondence is between the Agency and 
members of Congress and si~ned by the 
Administrator, his Deputy, or the Director of 
Legislative Affairs. Arranged alphabetically 
the name of the Congressional member. 

by 

06010 a. Papers containing policy 
requiring research which 
wi th Congress , 

and precedent and 
documents relations 

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

06020 b. All other routine correspondence. Cut off 
Destroy 

annually.
when 2 years old. 

06030 Correspondence Brief 
Briefs or drafts of letters 
prepared by the legislative 

to members of Congress
affairs office. 

Destroy when no lon~er 
needed for reference. 

06040 Committee frints and Hearing Records 

Copies
sional 

of printed
hear ings , 

committee reports and Congres- Destroy when no longer
needed for reference. 

06050 Litigation and Enforcement Case Files 

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

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

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. 

Page 25 



• • VI. LEGISLATIVE AND LEGAL AFFAIRS REOORDS 

ITEM ro, DESCRIPTION OF REOORDS	 AUTHORIZED DISPOSITION 

06060 a. Original paper copies microfi1med~	 Destroy original paper
records after verfication 
of film. 

06070 b. Original silver master & duplicate	 Penmanent. Transfer to 
NARA in 5 yr. blocks when 
most recent record is 20 
yrs. old. 

06080 c. Original paper copies not microfilmed ~ ~ Penmanent. ~~eH PIe 
WJ8o--bJdJJMnJ~Q~ RQQEJea, ~etire t(')

IH{) 5-1-~?-~' Offer to NARA in 
) five-year blocks when 

most recent record is 30 
NI years old. 

Financial Disclosure Reports 

a.	 Reports and related docunents submi tted
 
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 docunents 
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 docunents 
statements filed under Executive Order 11222. needed in an ongoing

investigation will be 
retained until the inves-
tigation is completed. 
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• • VII. PRIVATE ENI'ERPRISE (PRE) RECORDS 

ITIl1 00. DESCRIPTION OF RECORDS 

PRE Project	 Files 

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

07010 a.	 Published or unpublished reports (exclusive of 
inter lin project progress reports), project 
concept papers, and any other final project
product. 

07020 b. All other project records. 

07030 Status Reports on Loans 

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

07040 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 
proiect . 

Cut off annually.

Destroy when 1 year old.
 

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



VI I. PRIVATE ENTERPRISE (PRE) REmRDS •
 
I'TIl1 ID. DESCRIPTION OF RECORDS 

07050	 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 housi~ 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. 

07060	 a. Basic contractural documents and related materials. 

07070	 b. Inspection reports on housing construction. 

07080	 c. General correspondence. 

07090	 Studies agd Report~on Shelter Activities and 
Housi~ 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. 

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



• • VIII. PRcx;RAM AND POLICY cxx)RDlNATION REOORDS 

ITEM 00. DESCRIPTION OF REOORDS 

Donor Coordination Files 

08010 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. 

08020 b. Working papers for conference sessions, such 
as delegate lists, admission cards and badges, 
correspOndence on arrangements, and duty 
schedules. 

08030 c.	 Files regarding programs of the UN and its 
affiliated organizations, which show relation 
to cooperating countries and AID liaison. 

08040 d. Reports of international conferences attended,
providing the Administrator with a brief 
report of the conference or meeting. 

08050 e.	 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 yr s • old. (e.g. , 
in 1987 offer 1973-77 
records. ) 

Destroy 1year after 
date of conference. 

Permanent. Cut off 
annually. Hold in office 
for 1 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. PRcx;RAM AND POLICY <XX)RDlNATION RECDRDS • 
ITEM 00. DESCRlfYfION OF RECORDS 

08060	 National Advisory Council on International 
Mbneta~na Financial Policies Files 

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

08070	 Multilateral Development Banks Files 

Files documenti~ 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	 ~valuation Files 

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

08080	 a. Final products of the followi~ series: 

o	 Impact Evaluation Reports, 

o	 Discussion Papers, 

o	 Special Studies, 

o	 Program Evaluation Reports, and 

o	 Program Design and Evaluation Methods 
Files. 

Pa~e 30 
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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 annuallv. 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 yr s , old. (e.~.,
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 ox)RDlNATION REOORDS• 
ITEM 00. DESCRIIYfION OF RECORDS 

08090 b. Background files and related corr~spondence. 

08100 Project Evaluation Summaries (PES) Files 

These files pertain to in-depth studies and 
analyses of the social and economic linpact of 
alternative types of strategies, pr~rams 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 Lmpact 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. 

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



•IX. SCIENCE ADVISOR RECORDS 

ITEM ro. DESCRIPI'ION OF REmRDS 

Grant Application Files 

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

09010 a.	 Unsuccessful (rejected or withdrawn) applica-
tions. 

09020 b. Accepted applications. 

Grant Case	 Files 

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

09030 a.	 Project reports and studies produced under the 
grant. 

09040 b. All other documentation related to the grant. 
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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. Destrov 
when 6 yrs. old. -

AUTHORIZED DISPOSITION
 



x. •SCIENCE AND TEClOOLOGY (S&T) RECDRDS • 
ITEM ID. DESCRIPfION OF RECORDS	 AUTHORIZED DISPOSITION 

S&T Project Files 

These files consist of documentation pertaining

to the management of grants, contracts, and
 
cooperative-agreements of centrally funded
 
projects. Fiies include, but are not lllnited to,
 
copies of proposals, applications, agreements,

contracts, interlin progress reports, PIO/T's,
 
project papers, published and unpublished

reports, and other documents and correspondence

pertinent to the project.
 

10010 a. Project papers and published or unpublished Permanent. Cut off at 
reports (exclusive of interim project progress close of project. Offer 
reports), books, studies, or any other final to NARA in five-year 
product. blocks when most recent 

record is 10 years old. 
(e.g., in 198·7, offer 
1973-77 records.) 

10020 b. All 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 project. 

10030 c. Closed project records stored in WNRC.	 Permanent. Offer all 
project records to NARA. 
Those not accessioned,
destroy immediately. 

Unsolicited Project Proposals 

10040 a. Successful proposals	 File in applicable
project files and apply
authorized disposition as 
indicated in Item l.b. 
above. 

10050 b. Unsuccessful proposals	 Cut off when project is 
awarded. Hold in office 
for 2 years, then destroy. 
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x. SCIENCE ~ TECHIDI.LCY (S&T) RE<X.RDS •
 
ITEM ID. DESCRIPTION OF RECORDS 

10060 MeIooranda of Understanding (M)U) 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. 

10070 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. 

10080 Internation~l~~nizations Files 

These files consist of correspondence, reports, and 
records of meetings and conferences pertaining to 
AID interest in the or~anization, 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. 

10090 a. Meetings records consisting of agendas, minutes 
of meetings, and related docunentation on RAC 
meetings. Arranged chronologically. 

10100 b. Members files, consisting of general material on 
the individual RAC members. 
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•
 
AUTHORIZED DISPOSITION 

Cut of f when M)U is 
cancelled or superseded.
Hold in office for 2 
years, then retire to 
WNRC. Destroy 6 years 
after termination of 
related project. 

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

Pennanent. 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.) 

Pennanent. 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 TECHOOI..mY.-iS&T) REOORDS • 
ITEM ID. DESCRIPTION OF RECORDS 

10110 c.	 Administrative files documenting the routine 
housekeeping functions supporting RAC activi-
ties. 

Joint Career QQIRs (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. 

10120 a.	 Agreements with universities. 

10130 b.	 JOC member biographical data file. 

10140 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 • 

10150 a.	 Reports 

10160 b. All other documentation. 

•
 
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 
roost recent document is 
10 yrs, old. (e.g., in 
1987, offer 1973-77 
records. ) 

Cut off annually. Holrl 
in office 3 yrs., then 
retire to WNRC. Destroy
when 10 yrs. old. 
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• • XII. ADVISORY <XM1ITI'EE ON VOWNI'ARY FOREIGN AID REOORDS
 

ITEM ID. DESCRIPTION OF REOORDS AUTHORIZED DISPOSITION 

12010 Committee 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. 

12020 Files on Individual Committee Members 

Copies of resumes, travel records, and other per-
tinent administrative records. 

12030 Contract Files on Meetings 

Administrative copies of contracts on the individ-
ual meetings (4 per year). 
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Permanent. Cutoff 
annually. Hold in office 
for 3 yrs., then retire to 
WNRC. Offer to NARA in 5 
yr. blocks when roost 
recent record is 10 yrs. 
old. (e.~., in 1987 
offer 1973-77) 

Cutoff files when member-
ship is terminated. Hold 
in office for 1 yr., then 
destroy. 

Cutoff files annually.
Hold in office for -I yr.,
then destroy. 



• • XIII. BOARD FOR I~TIONAL FOOD AND AGRlCULTIJRAL DEVEWR-1ENf (BIFAD) REmRDS 

ITEM ID. DESCRIPfION OF REmRDS 

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-
velopment (composed of 7 Board members from the 
private sector) meetings files. 

13020 b.	 Joint Committee on Agricultural Research and De-
velopment (JCARD) meeting files. JCARD is canposed 
of 20 members and is a subcommittee of the Board. 

13030 c.	 Bi-annual charters for the board, correspondence 
relating to the charters and amendments to the 
charter. 

13040 Agricultural Projects Case Files 

Documents accumulated in the initial development of 
agricultural projects under grants with universi-
ties. The official project files on these projects
are maintained by the Geographic Bureaus. 
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AUTHORIZED DISPOSITION 

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

Permanent. Cut off 
annually. Hold in office 
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.) 

Permanent. Cut off files 
bi-ennially. Hold in 
office for 3 yrs. Offer 
to NARA in accumulations 
of one cubic foot. 

Cut off when RIFAD has 
completed its work on 
initial project nego-
tiations. Destroy 3 yrs. 
after cut off. 



• • XIV. AIMINIS'IRATIVE MANAGEMENT REOORDS
 

ITEM 00. DESCRIPTION OF RECORDS	 AUTHORIZED DISPOSITION 

This section lists records of the or.g~nization, functional management, and emer~ency
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 fODD announcing major
 
changes in the a~ency's policies and procedures.
 

14010 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) 

14020 b. Case files related to (a) above which Cut off files annually.
document linportant aspects of the See Item 14010a above. 
development of the issuance. (GRS l6/l.b) 

14030 c.	 Issuances related to routine administrative Destroy when superseded
functions (e.g., payroll, procurement, or obsolete. (GRS l6fl.c) 
personnel). 

14040 d.	 Case files related to a. and c. above, which Destroy when issuance is 
document routine aspects of development of destroyed. (GRS l6fl.d) 
the issuance. 

Publicat ions 

Pamphlets, reports, leaflets, file manuals,
 
or other published or processed documents,
 
or the last manuscript report if not
 
published, relating to management projects.
 

14050 a.	 Record copy with the supporti~ papers Permanent. See Section 1 
which document the inception, scope Items 01390-01410. 
and purpose of the project. 

14060 b. Working papers and back~round materials.	 Destroy when 1 yr. old. 
(GRS is/z.i» 
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XIV. ArMINISTRATlVE MANAGEMENT REmRDS• 
ITEM ID. DESCRIPTION OF REOORDS 

Records Disposition Files 

Descriptive inventories, disposal authorizations,
schedules,	 and reports. 

14070 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. 

14080 b.	 Extra copies and routine correspondence and 
memoranda. 

14090 c.	 Working papers and background material. 

Forms Files 

14100 a.	 One record copy of each form created by an 
agency with related instructions and 
documentation showing inception, scope,
and purpose of the form. 

14110 b. Working papers, background materials,
requisitions, specifications, processing
data, and control records. 

14120 Management Lmprovernent 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. 

•
 
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.) 
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XIV. AIl1INISIRATlVE MANAGEMENI'RE(X)RDS • 
ITEM ID. DESCRIPI'ION OF RE(X)RDS 

14130 a. Records held by the office which prepares
reports on agency-wide records holdings. 

14140 b. Records held by other offices. 

14150 Project Control Files 

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

14160 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 reporti~ requirements. 

14170 Working Papers 

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

14180 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. Destroy
when 3 yrs. old. (GRS 
l6/6.a) 

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. Bold 
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. ArMINISTRATlVE MANAGEMENr RE<XRDS•
 
ITEM .ID. DESCRIPTION OF REmRDS 

14190 Organizational Files 

a.	 OTganizational charts and reor~anizational 
studies. Graphic illustrations which provide
a detailed description of the arrangement and 
administrative structure of the functional 
units of an a~ency. Reorganization studies . 
of an agency. Reorganization studies are 
conducted to design an efficient organizational
frcmteWOrk 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 lnnits of an 
agency's programs and project. 

14200 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. 

14210 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. 

14220 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 Unproved efficiency and effectiveness to be 
expected from the proposed system. 

•
 
AUTHORIZED	 DISPOSITION 

Pennanent. 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) 

Pennanent. 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 canplete. Destroy when 
the study is 5 yrs. old. 
(GRS 16/14) 
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XIV. ArMINISI'RATlVE MANAGEMENI' REmRDS • 
ITIl1 ID •. DESCRI PrION OF RE(x)RDS 

14230	 Emergency Planning Administrative Correspondence
Files 

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

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. 

14240 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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•
 
AIJ'IIDRlZED DISPOSITION 

Cut off files annually.

Destroy when 2 yrs. old.
 
(GRS 18/27) 

Pennanent. Cut of f when 
superseded or obsolete. 
Offer to NARA when 15 
yrs. old in 10 yr. blocks 
(e.g., offer 1970-79 
block in 1995). (GRS
l8/28.a 



------ ---XIV. AIMINISI'RATlVE MANAC»1ENI' REmRDS • 
ITEM ID. DESCRIPI'ION OF REOORDS 

14250 b.	 Case file copy of plan or directive if agency 
record copy is maintained in a master directives 
file and all related background materials. 

14260 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 governments, and the private 
sector. 

14270 Emergency Planning Reports 

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

14280 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 14270 above). 
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•
 
AUTHORIZED DISPOSITION 

Destroy 3 yrs. after 
issuance of a new plan or 
directive. (GRS l8/28.b) 

Destroy when ohsolete 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 hlock in 1995). 
(GRS 18/30) 

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



XV. FISCAL MANA<»1ENI' REOORDS• •
 
I'ID1 00. DESCRIPTION OF RECORDS	 AUTHORIZED DISPOSITION 

This Section groups together material.regarding the collection, disbursement, and 
accounting for As!..encyfunds; 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. I-b ld 
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/l.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 exc.~t 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 Funds
 
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 MANAGEMENI' REmRDS 

ITEM ID. DESCRIPTION OF REmRDS AUTHORIZED DISPOSITION 

SF 1098, Schedule of Cancelled Oiecks 
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 Goverrment 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 correspondence 

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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Cut off files after period
covered by account. 
Destroy 3 yrs after the 
period of the account. 
(GRS 6/l.b) 

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

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



• • XV. FISCAL MANAGEMENT RECXlIDS 

ITEM N). DESCRI PTION OF RECORDS	 AUTHORIZED DISPOSITION 

15050 b. Certificates covering periodic se~t1ements.	 Destroy when subsequent
certificate of settlement 
is received. (GRS 6/3.b) 

15060 General Fund Files 

Records relating to availability, collection, Cut off files annually

custody and deposit of funds including approp- Destroy when 3 yrs. old.
 
riation warrants and certificates of deposit (GRS 6/4)
 
(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.
 

15070 a. Files used for workload and personnel Cut off files annually.
management purposes. Destroy when 2 yrs. old. 

(GRS 6/5.a) 

15080 b. All other files.	 Cut files annually.
Destroy when 3 yrs. old. 
(GRS 6/5.b) 

Federal Personnel Surety Bond Files 

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

15090 1) Bonds purchased before Destroy 15 yrs. after hond 
January 1. 1956. becomes inactive. (GRS

6/6.a) 

15100 2) Bonds purchase after Destroy 15 yrs after the 
December 31. 1955. end of the bond premium

period. (GRS 6/6.a.(2)) 

15110 b. Other bonds files, including other copies	 Destroy when bond becomes 
of bonds and related papers.	 inactive or after the end 

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

15120 Gasoline Sales Tickets 

Hard copies of sales tickets filed in support of Cut off	 files annually.
paid vouchers for credit card purchases of gasoline.	 Destroy after GAO audit 

or when 3 yrs. old, 
whichever is sooner. 
(GRS 6/7) 

Page 46 



XV. FISCAL MANAGEMENI' REOORDS • 
111M ID. DESCRIPTION OF RECCRDS 

Telecommunications Records 

15130 a.	 Originals and copies of toll tickets filed 
in support of telephone toll call payments. 

15140 b. Originals and copies of telegrams filed in 
support of telegraph bills. 

15150	 Transportation Voucher Files 

Vouchers identified by ''Til prefixed to the 
voucher and schedule of payment number 
which involves u.S. Tariff rates. 

15160	 Clalins Files 

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

Expenditure Accounting Files 

15170	 Expenditures Accounting General Correspondence
anq Subject Files 

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

Accounting	 Ledgers 

15180 a.	 General accounts ledgers, showing debit 
and credit entries, and reflecting
expenditures in surmary . 
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•
 
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 yr s,
 
after settlement of claim.
 

Cut off files annually.

Destroy when 2 yrs. old.
 «as 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 MANAGEMENI' REa:>RDS 

ITEM ID. DESCRIPI'ION OF REa:>RDS	 AUTHORIZED DISPOSITION 

15190 b. Appropriation Allobnent Ledgers showing status Cut off files annually.
or obligations and allotments under each auth- Hold in office 3 yrs then 
orized appropriation. retire to WNRC. Destroy

6 yrs 3 months after the 
close of the fiscal year
involved. (GRS 7/3) 

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

15210 b. Copies.	 Cut off files annually.
Destroy when 2 yrs old. 
(GRS 7/4. b) 

Stores Plant and Cost Accounting Files 

(See Section XVI. GENERAL SUPPORT SERVICES RECDRDS). 

§mployee Services Files 

15220 Individual Accounts Files 

Individual earning and service cards, such as	 Transfer to the National 
Optional Form 1127 or equivalent.	 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) 

15230 Payroll Correspondence Files 

General correspondence files maintained by Cut off files annuallY. 
payroll units pertaining to payroll preparation Destroy when 2 yrs. old. 
and processing. (GRS 2/2) 
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• • XV. FISCAL MANAGEMENf REOORDS 

ITEM ID. DESCRIffION OF REOORDS	 AUTHORIZED DISPOSITION 

Tfine and Attendance Reports Files 

a. Forms such as Optional Form 1130 or equivalent. 

15240 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)) 

15250 2) All other copies.	 Destroy 6 months after 
the end of the pay
period. (GRS 2/3.a.(2» 

15260 b. Flexitline 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) 

15270 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)	 NJTE: 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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• • Y.)J. FISCAL MANAGEMENTREmRDS 

ITEM 00. DESCRIPTION OF RECORDS	 AlJnHORIZED DISPOSITION 

(2)	 See TreasurY Fiscal Requirements Manual,
para, 60 20.2Oe for instructions relati~ 
to savings bonds authorizations, and FR1 
Chapter 550, Subchapter 3, Part 8, for 
instructions relati~ to CFC authoriza-
tions. 

15280 Bond Registration Files 

Issuing agent's copies of bond registration stubs.	 Cut off files annually.
Destroy when 2 yrs. old. 
(GRS 2/5) 

15290 Bond Receipt and Transmittal Files 

Receipts for transmittals of U.S. Savi~s Bond and Destroy 3 months after 
checks. date of receipt. (GRS

2/6) 

15300 Budget Authorization Reference Files 

Copies of budget authorizations in operating Destroy when superseded.

payroll units used to control personnel ceilings (GRS 2/12)

and personnel actions.
 

Payroll Files
 

Memorandum copies of payrolls, check lists,

and related certification sheets, such as SF
 
l013A, SF 1128A, or equivalents.
 

15310 a.	 Security copies of documents prepared or Destroy when Federal 
used for disbursement by Treasury disbursing Record Center receives 
offices, with related papers. second subsequent payroll 

or checklist covering the 
same payroll unit. (GRS
2/13.a) 

b. All other copies. 

15320 1) If earning record card is maintained.	 Cut off annually.

Destroy after GAO audit
 
or when 3 yrs. old,
 
whichever is sooner.
 
(GRS 2/l3.b.(l»
 

15330 2) If earning record card is not maintained.	 Transfer to NPRC, St.
 
Louis, Missouri when 3
 
yrs. old. Destroy when
 
10 yrs. old. (GRS

2/13. b. (2»
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"IN. FISCAL MANAGEMENI' REOORDS • 
ITEM ID. DESCRIPI'ION OF REmRDS 

15340 Payroll Control Files 

Payroll control registers. 

Fiscal Schedules Files 

Memorandum copies of fiscal schedules used in the 
payroll process. 

15350 a. Copy used in GAO audit. 

15360 b. All other copies. 

Administrative Payroll Report Files 

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

15370 a.	 Reports and data used for workload and 
personnel management purposes. 

15380 b. All other reports and data. 

15390 Insurance Deduction Files 

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

15400 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-

Page 51 

•
 
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. 
(GRS 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 MANA<»1ENI' REmRDS • 
ITEM ID. DESCRIPTION OF RECORDS 

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

Loan Services Files 

15410 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: 

15420 a.	 Payment records on grants and contracts,
including investment guarantee contracts,
with private contractors. 

15430 b.	 Letters of commitments and related document-
ation pertaining to program funded projects
with host countries. 

15440 c.	 Bank letters of credit. 

Ledgers 

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

15450 a.	 Investment Guaranty Ledger showing amounts 
of coverage and prepayments for each contract. 

15460 b.	 Investment Guaranty General Ledger showing 
monthly totals reflecting activity. 

15470 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 ~standing. 

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

" " 

II " 

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. 



• • ---XVI. GENERAL SUProRT SERVICES REOJRDS

ITEM ID. DESCRIPI'ION 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 
XVI II. PROClJREl1ENI' AND CONIRACfING REOJRDS. 

Building Services Records 

16010 a.	 Requisition for nonpersonal services such as Destroy when 1 yr. old. 
laundry, telephone duplicating, and bindings. (GRS 3/8) 

16020 b.	 Plant accounting cards and ledgers pertaining Destroy when structures 
to structures. leave AID control. 

16030 c.	 Requests for building and equipment maintenance, Destroy 2 yrs. after 
moving service, and electrical (including reno- completion of work or 
vation), except fiscal copies. cancellation of requisi-

tion. (GRS 3/9.a) 

Building Protection Records 

16040 a.	 Security check on lock cabinet forms, record Destroy when 1 yr. old. 
of personnel opening and closing combination (GRS 18/19) 
or lock files·or vaults each day, or perfonning
room security check at close of day. 

16050 b.	 Copies of security inspections of Government Destroy when 4 yrs. old. 
and privately owned buildings. (GRS 18/10 and 11) 

16060 c.	 Copies of investigative reports of fires or Destroy when 2 yrs. old. 
other property damage and reports of minor (GRS 18/12) 
building damage. 

d. Material regarding accountability of keys issued: 

16070 1) For security area	 Destroy 3 yrs. after 
turn-in of key. (GRS
l8/l7.a) 

16080 2) For nonsecure areas	 Destroy 6 months after 
turn-in of key. (GRS
l8/l7.b) 
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• • XVI. GENERAL SUPPORT SERVICES REOORDS 

ITEM ID. DESCRIF'fION OF REOORDS	 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 docunent, as 
appropriate.
(GRS 18/18. b) 

16100 Building and Occupant Safety Records 

Material regarding protection of buildings and Cut off files annually.

occupants fran 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. (GtS l2/2.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. Stockroan Copies	 Destroy 2 yrs. after com-
pletion of order. (atS
3/9.a) 

16190 2. Requesting office copy	 Destroy when 6 months 
old. (GRS 3/9.b) 
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XVI. GENERAL SUPPCRT SERVICES REOORDS• 
ITEM ID. DESCRIPI'ION OF REOORDS 

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

16210 d.	 Inventory listings of supplies and equipment. 

16220 e.	 Reports of surveys of personal property. 

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

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

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

16260 i	 Excess Property Disposal Record, describing 
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-
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
which represent departure from established 
sales or disposal procedures. 

16300 k. Material documenting ownership or custody of 
aircraft by AID, including assignment to a 
particular overseas office, flight plan 
summary, detachment and disposition. 

•
 
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/t-n/PA/RM. 

Destroy 5 yrs.	 after 
aircraft leaves AID 
control. 
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• • XVI. GENERAL SUPPCRT SERVICES RECORDS 

ITIM 00. DESCRI PrION OF RECORDS	 AUTHORIZED DISPOSITION 

16310 1. Invoices and related files used for stores Cut off files annually.
accounting, including returns and reports. Destroy When 3 yrs. old. 

(GRS 8/3) 

16320 m. Listings and work papers used in accumulating Cut off files annually.
stores accounting data. Destroy When 2 yrs. old. 

(GRS 8/5) 

16330 n.	 Plant accounting cards, reports, ledgers, and Destroy 3 yrs after item 
inventories covering household type equipment is withdrawn from plant
and furnishings. account. (GRS 8/6) 

16340 o. Plant accounting reports, ledgers, and inven- Destroy 3 yrs after item 
tories covering office equipment and furnishings. is withdrawn from plant 

account. (GRS 8/6) 

16350 p. General administrative correspondence relating Cut off files annually.
to acquisition, use, and release of office Destroy When 3 yrs. old. 
equipment and furnishings. 

Library Service Files 

16360 a.	 General correspondence regarding library opera- Cut off files annually.
tion and service. Destroy when 2 yrs. old. 

16370 b. Library accession records showing publications Destroy when no longer
received. needed. 

16380 c. Control cards for items charged from library.	 Destroy When no longer
needed. 

Motor Pool	 Operation Files 

16390 a.	 Annual Motor Vehicle Report (SF 82) and other Cut off files annually.
reports regarding vehicles and motor pool Destroy when 4 yrs. old. 
operations. (GRS 10/4) 

16400 b. Material regarding motor vehicle accidents.	 Cut off files after close 
of case. Destroy n vrs. 
after close of case. 
(GRS 10/5) 

16410 c.	 Vehicle Dispatch Register, showing time, Destroy when 1 year old. 
destination, and driver of vehicle, or 
individual trip tickets reflecting use of 
vehicles (except copies used in collection of 
funds) • 

16420 d. Correspondence regarding on individual vehicles.	 Cut off files annaully.
Destroy when 2 yrs. old. 
(GRS 10/1) 
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XVI. GENERAL SUPPORT SERVICES RECOODS• 
ITEl1 00. DESCRI PI'IONOF RECORDS 

16430 e.	 Operating records on individual vehicles. 

16440 f. Maintenance records on individual vehicles. 

16450 g.	 Material regarding individual employee operation 
of Government-owned vehicles, including appli-
cation forms, drivers' tests, authorization to 
use, and safe-driving awards. 

16460 h. Vehicle Release files, including Certification 
of Release, or evidence of sale, transfer or 
exchange. 

Reproduction and Distribution Services Files 

16470 a.	 Correspondence pertaining to printing and 
distribution unit regarding administration 
and operation of the office. 

16480 b. Agency reports to Joint Committee on Printing
regarding operation and equipment inventories 
of printing facility. 

16490 c.	 Control registers, logs and forms pertaining to 
requistions and work orders for printing. 

16500 d. Requisitions for printing, binding, etc., to 
Government Printing Office: 

1)	 Copy of requisition, invoice, specification, 
and related papers. 
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AtrrnORIZED 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/n) 

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 REOORDS• 
ITEM ID. DESCRIPI'ION OF RECORDS 

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

16510 1)	 Jobs performed by Agency. 

16520 2)	 Commercial contract jobs. 

f. Mailing	 and distribution lists and related material: 

16530 1)	 Correspondence, request forms, and other 
records re~arding changes to mailing lists. 

16540 2)	 Card lists. 

16550 3)	 Plate or stencil lists (including the plate
or stene il) . 

Space Files 

16560 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 regardin~ allocation, utilization, 
occupancy, and release of space under AID 
control: 

16570 1)	 Buildi~ plans and related records utilized 
in space planning, assignment, and adjust-
ment. 

16580 2)	 Cards on individual occupants. 

16590 c.	 Space reports including but not limited to Annual 
Report of Real Property Owned by U. S. Government 
(SF 1166), listi~ land, buildi~s, and other 
facilities, 

•
 
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 l3/5.b) 

Destroy when cancelled or 
revised. (GRS l3/5.c) 

Cut off files annually.
Destroy when 2 yrs. old. 
(GR..S ll/l) 

Destroy 2 yrs. after tenn-
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. 
(GRS ll/2.b(l) 
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XVI. rnNERAL SUPPORT SERVICES REOORDS• 
ITEM 00. DESCRIJ:7I'IONOF REmRDS 

Non-Residential Real Property Re~rt, 

Summary 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
(GSA Form 1731)
ferred to GSA to 
other purposes, 

and Other Space Managed by GSA 
-- estimated crnounts to be trans-

finance space for expansion and 
etc. 

16600 d. Records docurent ina Agency use, custody, or 
rental of office space, indicating square footage
held, organizational component in the space,
dates of occupancy, and location or address. 

16610 e.	 Lease files on domestic and overseas offices. 
Copies of leases, renewals, termination notices,
and related papers. 

16620 f. Papers used in space planning, assignment, and 
adjustment, including space requests, surveys,
floor plans, moving schedules, and issuance of 
passes and permits (to conference rooms, dining 
roans, etc.). 

16630 Real Property Files 

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

AUTHORIZED DISPOSITION
 



• • XVI I. PERSONNEL REo)RDS 

ITEM 00. DESCRIPTION OF REo)RDS	 AUTHORIZED DISPOSITION 

This Section covers all phases 6f 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:
 

17010 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) 

17020 b.	 Folders of employees transferring to another See Federal Personnel 
agency. Manual. (GRS l/l.b(l» 

17030 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»
 

17040 Service Record Cards 

Service Record Card (Standard Form 7 or its 
equivalent). 

17040 a.	 Cards for employees separated or transferred Transfer to NPRC (CPR),
on or before December 31, 1947.	 St. Louis, Missouri. 

Destrov 60 vrs. after 
earliest personnel action 
date. (GRS 1/2.a) 

17050 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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• • XVI I. PERSONNEL RECORDS
 

ITEM ID. DESCRIPrION OF RECORDS	 AUTHORIZED DISPOSITION 

17060 Personnel Correspondence Files 

Correspondence, reports, memoranda, and other Cut off files annually.

records relating to the general administration Destroy when 3 years old.
 
and operation of personnel functions, but (GRS 1/3)

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.
 

17070 a. Accepted offers.	 Destroy immediately.
(GRS 1/4.a) 

b. Declined offers. 

17080 1) When name is received from certificate of Return to OPM with reply
eligibles. and application. (GRS

1/4.b.(l)) 

17090 2) Temporary or excepted appointment.	 File inside application
(see item 15 of this 
section.) (GRS 1/4.b(2)) 

17100 3) All others.	 Destroy immediately.
(GRS 1/4.b(3)) 

17110 Certificate of Eligibles Files 

Certificates of eligibles with related requests, Cut off files annuallY.
 
forms, correspondence, and statement of reasons Destroy when 2 yrs. old.
 
for passing over a preference eligible and selecting (GRS 1/5)
 
a nonpreference eligible.
 

17120 Employee Record Cards 

Employee record cards used for informational Destroy on separation or 
purposes outside personnel office (such as SF 7-8). transfer of employee.

(GRS 1/6) 

Position Classification Files 

a. Position Classification Standards Files. 

17130 1)	 Standards and guidelines issued or reviewed Destroy when superseded or 
by OPM and used to classify and evaluate obsolete. (GRS l/7.a.(1)) 
position within the agency. 
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XVI I. PERSONNEL REmRDS •
 
ITEM ID. DESCRIPI'ION OF RECORDS 

2) Maooranda, correspondence and other records relatiqg to the develo~nt of standards for 
classification of positions peculiar to the 
agency and OPM approval or disapproval. 

17140	 (a) Case File. 

17150	 (b) Review File. 

b. Position Descriptions. 

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

17160 1)	 Record copy. 

17170 2)	 All other copies. 

c. Survey Files. 

17180 1)	 Classification Survey Reports. Survey
reports on various positions prepared by 
classification specialists, including peri-
odic reports. 

17190 2)	 Inspection, Audit and Survey File. Correspon-
dence, memoranda, reports and other records 
relating to inspections, surveys, desk audits 
and evaluations. 
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AUTHORIZED DISPOSITION 

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

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

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

Destroy when position is 
abolished or description
superseded. (GRS
1/7.b.(2)) 

Cut off files annually.
Destroy when 3 yrs. old or 
2 yrs. after regular
inspection, whichever is 
sooner. (GRS 1/7.c.(1)) 

Destroy when obsolete or 
superseded. (GRS
1/7.c.(2») 



XVI I. PERSONNEL REmRDS • 
ITEM to. DESCRIPI'ION OF RECORDS 

d. Appeals Files. 

17200 Case files relating to classification appeals. 

17210 Interview Records 

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

17220 Performance Rating_Board Case Files 

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

17230 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. 

17240 Position Identification Strips 

Strips such as	 Standard Form 70, used to provide
summary data on each position occupied. 

Employee Awards Files 

a. General awards records. 

17250 1)	 Case files including recarmendations, 
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. 

17260 2)	 Correspondence or memoranda pertaining to 
awards from other government 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.d) 

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.
Destrov 2 yrs. after 
cutoff. (GRS 1/l2.a. (1» 

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



XVI I. PERSONNEL RECX>RDS •
 
ITEM ID. DESCRIPrION OF REOORDS 

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

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

17280 c.	 Letters ad 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. 

17290 d.	 Lists or Indexes to Agency Award Nominations. 

Lists of nominees and winners, and indexes of 
naninations. 

17300 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. 

17310 a.	 Chronological file copies, including fact sheets,
maintained in personnel offices. 

17320 b.	 All other copies maintained in personnel offices. 

17330 Employment Applicatiops 

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). 

•
 
AlJIHORIZED DISPOSITION 

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

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

Destroy when superseded or 
obsolete. (GRS l/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) 
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XVI I • PERSONNEL RECORDS • 
ITEM .00. DESCRIPI'ION OF RECORDS 

-17340 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 
in this schedule. 

17350 a.	 Correspondence and fOTIns relating to pending
personnel actions. 

b. Retention Registers. 

17360 1)	 Registers from which reduction-in-force 
actions have been taken. 

17370 2)	 Registers from which no reduction-in-force 
actions have been taken. 

17380 c.	 All other correspondence and forms. 

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 l/17.a) 

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

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

Destroy when 6 months 
old. «as l/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. (NCl-59-
76-12, item la) (Disposal 
suspended per GSA FBMR 
Bulletin Bl12, August 5,
1981.) -



17400 

XVI I. ffiRSONNEL REmRDS 

ITEM ID.
 

17410 

17420 

17430 

17440 

17450 

17460 

17470 

•
 
DESatIPI'ION OF REmRDS 

Employee Performance File System Records 

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

1)	 Appraisals of unacceptable performance,
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. 

4)	 All other summary performance appraisals
records, including performance appraisals
and job elements and standards upon which 
they are based. 

5)	 Support ing documents. 

b. SES appointees (as defined in 5 USC 3l32a(2». 

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

2)	 Performance-related records pertaining to 
a former SES appontee. 

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-l/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.
(GRS 1/23.b.(2» 

Cut	 off files after 
appraisal. Destroy 5 yrs 
after date of appraisal,
exclusive of any interim 
service as a Presidential 
appointee. (00
1/23.b. (3» 



XVII. f£RSONNEL REmRDS •
 
ITEM ID. DESaUPTION OF REmRDS 

17480 4) Supporting documents. 

17490 c. Presidential appointees. 

Financial Disclosure Reports 

Equal Employment Opportunity Records 

17500 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. 

17510 b. Copies of Complaint Case Files 

Duplicate case files or documents pertaining to 
case files retained in Official File Discrimi-
nation COmplaint r~se Files. 

17520 c. Background Files 

Background records not filed in the Official 
Discrlinination 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 REo)RDS.
(GRS 1/25) 

Cut off files after 
resolution of case. 
Destroy 4 yrs after 
resolution of case. (GRS
1/26.a) 

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. CGRS 
1/26.c) 



XVI I. PERSONNEL RECORDS
 •
 
ITEM ID. DESCRIPTION OF RECORDS 

d. Canpliance Records 

17530 1) Compliance Review Files. 

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

17540 2) EEO Compliance Reports. 

17550 e. Employee Housing Requests. 

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

17560 f. Employment Statistics Files. 

Employment statistics relating to race and sex. 

17570 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 

d. Canpliance Records 

17580 1) Compliance Review Files. 

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

17590 2) EEO Compliance Reports. 

17600 e. 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 vrs. old. 
(GRS 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) 



XVI I. PERSONNEL REOORDS • 
ITEM ID. DESrnIPfION OF REOORDS 

17560 f. Employment Statistics Files. 

Employment statistics relating to race and sex. 

17570 g. EEO	 General Files. 

General correspondence and copies of re~ulations 
with related records pertaining to the Civil 
Rights kt of 1964, the EEO Act of 1972, and any
pertinent later legislation; and agency EEO 
Committee meeti~ records includin~ minutes and 
reports. 

h. EEO Affirmative ktion Plans (AAP). 

17580 1) Agency copy of consolidated AAP(s). 

17590 2)	 Agency feeder plan to consolidated 
MP(s) . 

Personnel Counseling Records 

17600 a. Counseling Files. 

Reports of interviews, analyses and related 
records. 

17610 b. Alcohol and Drug Abuse Program. 

Records created in planning, coordinati~ 
and directing an alcohol and drug abuse 
progr an, 

17620 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 counseli~. 
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 l/2R) 



XVI I. PERSONNEL REOORDS
 

InN roo 

17630 

17640 

17650 

17660 

17670 

17680 

17690 

•
 
DESCRIPTION OF REOORDS 

Labor Management Relations Records 

a.	 Labor Management Relations General and Case 
Files. 

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

1)	 Office negotiating agreement. 

2)	 Other offices. 

b.	 Labor Arbitration General and Case Files. 

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

Training Records 

a.	 Training Aids. 

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.). 

b.	 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. 

2)	 Background and workpapers. 
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AUTHORIZED DISPOSITION 

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

PeDmanent. 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. 
(GRS 1/30.b.(2» 



XVI I • PERSONNEL REa)RDS • 
ITEM ID. DESCRIPTION OF RECORDS 

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. 

17710 d. Course Announcement Files 

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

Grievance, Disciplinary and Adverse Action Files 

17720 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 recarmen-
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) 

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; 
heari~ notices, reports and decisions; reversal 
of actIon; and appeal records, EXCLUDING letters 
of reprimand. 

17740 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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AUTHORIZED DISPOSITION 

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

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

Cut off files when case is 
closed. Destroy 3 yrs. 
after case is closed. 
(GRS 1/31. a) 

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.
eGRS 1/32) 



XVI I. PERSONNEL REffiRDS • 
ITFM ID. DESCRIl7l'ION 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 
infonnation 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). 



• • XVI II. PROCUREMENI' AND CONI'RACfING REmRDS 

ITEM roo DESCRIPTION OF REmRDS 

This Section covers records pertaining to AID operations
commodities, services, and supplies for Agency assistance 
administrative needs. 

18010 Unique	 Procurement Files 

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

Real Property Fil~s 

(See Section xy.__<1ENERAL SUPPORT SERVICES RECORDS, Item 

18020 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.	 Procurrnent or purchase organization copy, and 
related papers. 

18030 1)	 Transactions of more than $25,000 and all 
construction contracts exceeding $2,000. 

18040 2)	 Transactions of $25,000 or less and 
construction contracts under $2,000. 
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AUTHORIZED DISPOSITION 

regarding procurement of 
programs and for 

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

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 pend ing shall be 
brought forward to the 
next -fiscal year-'s files 
for destruction 
therewith. ) 



XVI I I. PROCUREMENT AND OONIRAcrING REOORDS• •
 
ITEM ID. DESCRIPTION OF REOORDS 

18050 b. Obligation copy. 

18060 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 reflecti~ procurement under exemptions auth-
orized under Section 201(a) of the Federal Property and 
Administrative Services Act of 1949 (40 U.S.C. 481). 

18070 a.	 Copies received from other units for internal 
purposes or for transmission to staff agencies. 

b. Copies	 in other reporting units, and related 
~rk papers. 

Solicited and Unsolicited Bids and Proposals Files 

18090 a.	 Successful bids and proposals. 

b.	 Solicited and unsolicited unsuccessful bids 
and proposals. 

18100 1)	 When filed separately from contract case 
files. 

18110	 2) When filed with contract case files. 
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AUTHORIZED DISPOSITION 

Destroy when funds are 
obligated. 

Destroy upon tennination 
or canpletion. 

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» 



XVI I I.	 PROClIREMENI' AND CDNIRACTING REmRDS• 
ITEM ID. DESCRIPrION OF RECORDS 

c. Cancelled Solicitations Files. 

18120 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
government action up to the time of cancel-
lation, and evidence of the cancellation. 

18130 2)	 Unopened Bids. 

18140	 Telephone Records 

Telephone statements and toll slips. 

18150	 Contractors' Payroll Files 

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

18160	 Tax Exemption Files 

Tax exemption certificates and related papers. 

18170	 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. SECURI'IY AND INSPEcroR_G.ENERAL REOORDS . 

ITEM
 

19010 

19020 

19030 

19040 

NJ. DESCRIFI'ION 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 government facilities 
fran unauthorized entry, sabotage or loss and b) to determine the future and loyalty
of individuals employed by the government; 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. 

~ecl,Jri Filesty 

Identification Unit Files 

These files contain Agency Employee ID photos and Destroy when IDs are 
cards. The cards are renewed and new photos made renewed or after termi-
periodically (5 years). nation of employee,

whichever is sooner. 

Personnel Security Clearance Files 

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

a.	 Case files documenting the processing of inves- Destroy upon notification 
tigations on employees or applicants for employ- of death or not later than 
ment, whether or to a security clearance is 5 yrs after separation or 
granted, and other persons, such as those per- transfer of employee or 
forming work for the Agency under contract, who not ·later than 5 yrs 
require an approval before having access to after contract relation-
Government facilities or to sensitive data. ship expires, whichever 
These files include; questionnaires, summaries is applicable. CGRS 
of reports prepared by the investigating agency, 18/23. a) 
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. 

b. Investigative	 reports and related papers Destroy in accordance 
furnished to agencies by investigative organi- with the investigating
zations for use in making security/suitability agency instructions. 
determinations. (GRs 18/23. b) 

c.	 Index to the Personnel Security Case Files. Destroy with related case 
file. (GRS 18/23.c) 

Page 76 



- -XIX. SECURI'IY AND INSPECTOR GENERAL REmRDS • 
ITEM ID. DESCRIPTION OF REQ)RDS 

19050 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 ~ency regulations for the safeguarding of 
national security information. 

19060 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. 

19070 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 government 
facilities or to sensitive data. 

19080 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. 

19090 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 INSPECI'OR GENERAL RE())RDS==---'------ --- - - -•
 
ITEM ID. DESCR.IPI'IONOF REmRDS 

19100 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, )n~ections and Audit Files 

19110 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 crlininal or civil matters 
affecting the United States, possible violations 
of A.I.D. regulations, and other related documents. 

19120 Audit Reports File 

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, merooranda, audit recoomendations,
and response thereto. 

19130 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. 

19140 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. 

19150 Program Subject Files 

Subjects pertaining to A.I.D. pr~ram 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 recoomendations. 
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. (NCl-286-85-7) 



• • xx. '!RAVEL AND 1RANSPffiTATION RECDRDS 

ITIM 00. DESCRIPTION OF RECORDS	 AUTHORIZED DISPOSITION
 

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 Accounti~ Office Policy and Procedures Manual. 
Copies of some records used to support payments become part of the accountable 
officers' accounts, or are accounting posti~ 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 Government or commercial bills of
 
lading, shortage and demurrage reports, and all
 
supporting documents; and including records relating

to the shipment of household goods.
 

20010 a. Issuing office memorandum copies other than Cut off files after period
those identified in ld. covered by account. 

Destroy 3 yrs. after the 
period of the account. 
(GRS 9/l.a) 

20020 b. All other copies.	 Cut off files annually.
Destroy when 1yr. old. 
(GRS 9/l. b) 

20030 c. Registers and control records other than those Cut off files annually.
identified in ld. Destroy when 3 yrs. old. 

(GRS 9/l.c) 

20040 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/l.d) 

20050 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 Government Losses (GRS 9/2)
 
in Shiprnent Act.
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XX. '!RAVEL AND ~SPORT~TION. JlliOORDS• 
ITEM 00. DESCRIPTION OF REOORDS 

Passenger Transportation Files· 

Memorandum copies of vouchers (SF ll13A), memo-
randum copies of transportation requests (SF 1169), 
travel authorizations, transportation request
registers, and all supporting papers. 

20060 a.	 Issuing office memorandum copy. 

20070 b. Obligation copy. 

20080 c.	 Unused ticket redemption forms, such as SF 1170. 

Passenger Relinbursement 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. 

20100 b. Obligation copies. 

General Travel and Transportation Files 

20110 a.	 Correspondence, forms, and related records 
pertaining to agency travel and transportation
functions, not covered elsewhere in this 
schedule. 

20120 b.	 Accountability records. 
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AUTHORIZED DISPOSITION 

Cut off files annually.
Destroy when 3 yrs. 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.
Destroy when 3 yrs. old. 
(GRS 9/4.a) 

Destroy when funds are 
obligated. (GRS 9/4.b) 

Cut off files annually.
Destroy when 2 yrs. old. 
(GRS 9/5.a) 

Destroy 1 yr after all 
entries are cleared. 
(GRS 9/5. b) 
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Washington, DC 20408 

--1/J ;,h.J i;,7 
( 

Date November 23, 1987 
Reply to 
Attn of : Jeanne Young, NIRC 

Subject: N1-286-86-1 AID HQ 

To 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. 

~~ 
Records Appraisal & Disposition Division 

National Arcbiues and Records Administration 



JOB NUMBER 

N1-286-86-01RECOMMENDATION TO THE ARCHIVIST ON RECORDS 
ITEM COUNTDISPOSITION REQUEST 153 

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 II 
bilateral agreements and program files; Section 416 agreements; strategy
statements and briefing files from geographic bureaus; legal opinions and 
decisions; conference reports; project evaluation summaries; agendas and 
minutes of meetings; directives; organization chart.s , functional statements;
real property files; unique training records; and records showing the 
relationship 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. 

R ECOMMENDATI ON 

1. APPROVED	 FOR DISPOSAL. The records described under all items of the schedule, e~cePt those tha~ may be listed in .blocks 2, 3, and 4 of this 
section, 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 th~ following. item or items have been appraised by the National .rl Archives and Records Administration (NARA) and are determined to have sufflc~ent hlstorl.cal or othe~ value to warrant their continued preservation 
~ by the United States Government. The agency will offer these records to the National Archives as specified. 

D
 
See attached SF 115.
 

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

D4. WITHDRAWN. The records described under the following item or items have been withdrawn at the request of the agency and/or NARA. 

FEDERAL REGISTER NOTICEo NO.t Required. U xRequired
I!...J 

- Publication Date: 
Copies Requested: 

001/08/87 

Comments Received: 0 

SIGNATURES 

~1Y,J APPRAISER 

TITLE SIGNATURE OATE 

APPRAISAL 
DIRECTOR, RECORDS APPRAISAL AND 
DISPOSITION DIVISION 

NNI 
CON-
CURRENCES NNS 

NNF 

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



Washington, DC 20408 

•
 
Date June 8, 1987 

,. ~/'i,~IfReply to
 
Attn of : 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 
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Date May 7, 1987 
Reply to 
Attn of : Jeanne Young, NIRC 

Subject : N1-286-86-1 Appraisal Report 

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

~~ 
Records Appraisal and Disposition Division 
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Washington, DC 20408 

cW~ yc//~ 
Date Decembel~ 3. 1986 thr7 ?/_',;;_ t.).t-. 
Reply to ~_~k.
Attn of: NNF 

Subject: N 1-286-86-1 

To 1\11 R 

The above cited comprehenslve schedule has been revlewed bv 
all interested NN unlts. The NIR appralser has done a 0000 

JOb In analYZlng the schedule and maklnQ recommendations. 
Beiow are mv comments based on those of the NN un1ts. 

NNFG: 

i concur tnat the real orooerty title papers snould be 
reta1ned. The d1SPoslt1on statement ShOUld provlce that the 
records be transferred to NARA In flve year blocks. Tne 
records should not be offered untll 10 years after the 
property IS sso Ld or- othel~wlse Clisoc.seClof. If thlS 
conflicts Wlth the aqencv's record keeping oractices, the 
aoora1ser should contact me regarding alternative ways of 
deal1ng W1th the d1SOos1tion statement. 

As to Section 1, Part 4, Item 1, I agree with the appralser
that textual and m1crof1che records should be reta1ned as 
oroposed. The med1um of the material Should not. as the 
appraiser states, determine what 1S to be reta1ned and what 
is not to be retained. Some formula w1II have to De 
devlooed for selecting the textual material that will not be 
microf1lmed. Perhaps the criteria recommended for the 
mict~ofiche can be apolied t o the textual matet~ial. Also,
the transfer statement, when the above issue is resolveo,
should ensure that the recordS are transferred to NARA In 
blocks, perhaps five year blocks. The materlal shoulo be of 
sufflcient age to ensure that NARA 1S not faced W1th access 
problems 1n servic1ng mIcrofiChe. Once the appraIser
determInes the best method of dealin~ with the 1tem, the 
appraiser may contact me to dISCUSS tne proposal. 

NNI 

I concur witn NNI. The appraIser mav work dlrectlv WIth 
NNI (NNIL) in developing an acceptable d1Spos1t1on
stat em8nt . 

National Arcbiues and Records Administration 
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NNSM 

The concerns of NNSM are well stated. The aopralser should 
reVlew these. If they can be lncorporated into the scheaule 
as proposed, that is fine. If another resolution is 
necessary to meet the points raised by NNS~, the appralser
may discuss them with NNSM; I would be interested in knowing
the final prooosal. 

NNSP 

I concur with NNSP's position. The modifications suggested
should be worked out with NNSP. If there are difflculties 
that need my involvement, please let me know. 

I agree that NNSP's concerns about flnding aids and 
contractor produced records should be looked into before the 
schedule comes back for final review. Feel free to work 
directly with NNSP if necessary to resolve tnese issues. 

If you or the aporaiser Wlsn to dlSCUSS any matters with me 
concerning this schedule and/or the comments by the varlOUS 
NN unlts, please let me know. If I mlssed commenting on any
issue ralsed by one of the units and you would like my
oPlnion, olease contact me. 

CJ/.~~
DANIEL T. GOG~« 
Dlrector 
Civil Archives Division 

Attachment 
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Date November19, 1986 
Reply to 
Attn of : NNFG 

Subject : NI-286-86-o1 

To NNF 

Jeanne Young has done a good job in preparing this appraisal memoto cover the
 
AIDheadquarters records. Except for the commentsbelow, NNFGagrees with her
 
recommendations.
 

Section 15 Item lOt 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 Jeanne Youngto 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 NARA10 years after the property is sold (or 
otherwise disposed of). I would also recommendthat 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-c if AIDindeed will screen the microfiche, and if there are 
no claSsification problems in dealing with the microfiche. As to item ld, we 
do not know howmuchvolwne we are talking about, but we are not enthusiastic 
about the prospect of screening records after ac cessioning to separate permanent 
and disposable records. 

John Butler's commentsare attached. 

~~ 
Chief, General Branch 
Civil Archives Division 

National Archives and Records Administration 
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October 27, 1986 

To: NNFG, NNF 

I have reviewed the compre~nsive AID schedule prepared b,y Wadlow 
Associates, and have also gone through the 16 pages of comments b,y
Jeanne Young of NIR. 

I agree with just about all of the comments and changes suggested b,y
Jeanne Yo~,g. This is a co~plicated agency, and the schedule reflects 
this problem. I gladly defer to the NIR comments since these are based 
on direct examination of sO~e 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 screen for permanent records after 
accessioning. I so note again. 

F~Perience 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 records. This is 
something 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 usual. 

f~ 
JOHN P. Bl1rLER 
Asst. Chief, General Branch 
Civil Archives Division 



....
 •
 
Washington, DC 20408 

October 30, 1986 
Date 

NNSIYl 
Attn of : 
Reply to 

Comments on Nl-286-86-01 
Subject: 

NNS~ 
To 

I agree with the comments in Les Waffen's attached memo. 
Baslcally, the schedule as it pertains to motion pictures and 
sound and video recordings must be rewritten to conform to GRS 
21. 

As further gUidance, NIR should instruct AID that in cases where 
motion plctures have been transferred to videotape the motlon 
pict '.u~e copies, Y,ameIy, tne Clt~igina I, iy,tet~mediate, and pr- i y,t, 
are consldered the record set for 
extra videotape reference copy 1S 

videotape copies of motion picture
dupl icates. 

Additionally, it may be helpful to 
distinguish "importay,t subjects" from "r-out ine subJects." The 
following suggestions are proposed: Films or videotapes that, 

archival purposes, though an 
also desirable. All other 

films are dlsposable as 

give guidelines on how to 

Reflect AID's mission. 

Relate to lts overall 
program in a country
or- t~egion. 

Relate to controversial 
topics or have historical 
interest such as birth 
control, counterinsurgency
training, police training, 
etc. 

Relate to the history of 
U.S. foreign relations 
with a specific country
or region of the world. 

Have anthropological
or ethnographic value 
in the sense that they
may document the impact
of the AID program on 

Importay,t 

Irnportay,t 

Impor-t arre 

National Archives and Records Administration 
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2. 

foreign societies. 

Are used in management
training classes. R,;:)utine 

Are used for training ln
 
narrow areas of technology,

mainly, "how to" bui ld a
 
bridge, irrigate a field,

build a shed or a house,

maintain cattle, pasteurize

mi H., and the like. Rout ine.
 

Finally, since AID programs are involved in several areas with 
potential historical interest, I have some reservations about 
delegating disposal authority fo,.~"rout iYle subJects." Rather,
the agency should be required to submit a SF 115, as a final 
safeguard against the destruction of important titles. 

Chief, Motion Pi Sound,
and Video Branch 

Special Archives Division 

Atachments 
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Date 

October 29, 1986 

Reply to NNILAttn of : 

NI-286-86-1 Informal Review Subject : 

NIR through NNI 
To 

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.{p:
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 cans 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 xm, 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 concem in this schedule is the use of libraries to hold permanent 
records, as noted in Section VU,item 6, and Section VUI,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, n
 
Chief
 
Library and Printed Archives Branch

Central Information Division
 

~::hjn~
Patricia A. Andrews
 
Director, NNI
 

National Arcbiues and Records Administration 
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Interoffice Memorandum 

DATE· october 28, 1986 

REPLY TO 
ATTN OF: les Waffen, NNSM 

SUBJECT: Comments on N1-286-86-01 

TO· Wi II r em T. MurptlY, Chief NNSM 

Tne fOI lowing comments are offered concerning motion QlctlJre 
souna ana Video record entries· 

Item 8. AudiOVisual Fi les. Part a. nos. 1&2. concer~s Video a~d 
motion picture films, however, the diSposition language neeas to 
be Clarified to reflect tne deoosit requIrements of GRS 21 
Eitner the diSPOSition statement ShOUld spel lout the type of 
original or oreorint needed or refer baCK to the G8S 21 It IS 
not sufficient to s imp t v offer "one COPy" Of a film or Video nor 
to wait 20 years for the transfer. I suggest the item be revlsea 
into three groupings as fOI lowS: 

AUDIOVISUAL FilES. 

a) Motion pictures
1) imoortant 
2) rout ine ..... 

b) Video Recordings
1) important
2) routine 

C) AUdiO Recordings
1) impo r tan t 
2) routine 

witn a diSPOSition statement that says to offer In five vear 
blOCks When Oldest is 10 years Old, a~a then soeClfles th~t 
prepr,nt (Original, negative, soundtraCK) for f I i m . and the 
original or earl iest generation cooy Of a uniQue Video or auolo 
item plus a reference COPy be transferred. 

I stress that audio be added to Item 8 Of the SChedule beceuse 
NARA had received in 1977 two unSCheduled Offers Of aud,o
material from AID PublIC AffaIrs (CODleS attached) and It aooears 
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logical to assume that more aUdiO items have accumulated and are 
Deing created Since the offerswere made and whiCh contained 
recordS dating 1950 to 1970 and 1976. 

In addition, agree with the NIR archivist that another entry oe 
made in the schedule to cover- the Index to the Videotape
collection, out would suggest thiS entry De exoandea to cover any 
t ex tua I records aucn as sc r io t s . summar I es, Indexes, ana f I no I ng
aidS to al I oermanent audiOVisual records. 

L~~Archivi5t NNSM 
,.10:8& !rIil f f!ili, A'I Ctl i 0 1St •.!I" 1<l1

enclosures 



•
 
APPRAISALBEPOR'l'01 T1WfSI'BR OI'I'BR 

Job 10. 0374-99 RJ 286 October 8, 1974 

Cuatodian: Department ot state 

Subdivision: Agencytor Internatioaal Development 

Addre.s:	 21st. D Street 8, IW 
washington, DC 20523 

Location ot Depository: Salle 

Parson With Whomto CoDrer:	 LinwoodA. Rhodes, Agency Record8
ManageDentOfticer 

(1)	 Identitication at Records: 

Audiotape recordings (reel to reel, 5" and 7" ree18) in the cl18tody ot 
the AIDAudio Vi8ua1 attice containing spaeches, interview8, and pres8 
conterence8 of AIDAdmini8trators, proceedings at AID policy co1ll1ittee8 , 
recording. ot AID8ponsOred cooterence8, tie1d interview., progr&ll8, 
and activities, and cere.onia1 occasions, 1952-1910. 

(2)	 EBtillated Vo1U11e: 

Approxiate1y 5 cu. ft., 200 _gnetic tape recordings. 

(3)	 Pinding Aid8: 

lone 

(4)	 Interspersion ot Va1uele•• Material.: 

!Prca initial iupection, at 1•• t 3o-J.~ ot the _terial will be ot 
li ttle value and will not be retained. 

(5)	 Condition: 

Pair to good. Manyot the tape recordinge dating fl"Cll the early 1950'. 
are on an acetate-coated bese, aDd there 18 evidence ot phy.ica1
deterioration. 

(6)	 lPreql18ncyand lature of U.e: 

Little adaiDiltrative l18e is antiCipated. U.e by hi.toriau and political 
.cienti.t. 8pecialising in the field ot U.S. foreign policy e.pecially 
toward Latin AIlerican is anticipated. 
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(1) Restrictions: 

(8) Evalla tion: 

This accession represents the initial otter ot materials providing
al14io docUilentation ot the policies, procedures, and tunctions ot 
AID and its predecessor, the InternatioDBl Cooperation Adainistration. 
On an executive level, docu.entation ot the role ot the A4a1nistrator 
David Bell 1& well represented. Certain policies and technical prograu
ot toreign assistance in Latin AIlerica are also covered adequately'
through tield interviews, and policy meetings. 

(9) Reca.aen4ation: 

It is recommended that these sound recordings be accessioned by the 
.. tional Archives and Records Service with the understanding that 
certain Iliscellaneous it.. and spot announc_ents _y be reappraised
when they can be played and properly identitied. 

Appraiser: ~ C /L/:ffr= Iq-~-7r
Leslie C. Waften Date 

Action on Appraiser'. Recommendation 

(4pproved ( ) DisapproVed~IYmt~~ 

Director 
Records Appraisal Staft 

ctor 
ovisual Archives Division 

COIIIIlenta:These records should be allocated to Record Group 286, Records 
ot the Agency tor IDteraatioDBl Development. !hey should also 
be allocated to the Audiovisual Archiv .. Division 

~ c. ~ ) (}:2 -7!
lAsnee: w..mt= aate 
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1\.	 TYPE OF TIONTlu\( 

OIANGE Of STATUS IlEOOIlD 
~,-

lXl 1. lICCESSION 0 2. 0 3. CHANGE OF oINlTIAL INPUT	 4. CORJ(J;CTION
I'IIYSICIIL CUSTODY05. ACCRETION 0 6. CIlIING'~ OF 0 7. CI'IING!: OF oBELOW RECORD GROUP LEVEL	 II. cn'II!;R ClIlING!; 

'/lCII'", ON RfTORO GROllI' 

B.	 CONTROL
 
NUMBER,

LEVEL, ENTRY
 

1.	 TITLE 2. DEGIN DI\'l'E 

C.	 TITLE , General Sound Recordings lQ~?DATES 3.	 END DATE 

1970 
D. STATISTICS 2. LINEAR MEASUREMENT	 J. ITEMS1. UNIT OF 
Complete Linear PHYSICAL CUSTOOY ITYP!:Indicate ., em, fe, or in NUMBER Or' ITEMS TYPE OF ITEMCODEHeasurementand 
Items for levels 

10 - 12 only. NNVR ~ __ Oh 101 __~~	 ~ +-~~ ~L-+-
IS ACCESSIONEO 
MICROFILM LISTED 
ON REVERSE? 

1. BLDG. , STACK 2. BEGIN LOCATION 3. END LOCATION 4. LOCATION REFERl::NCE (OI.tion ..i I ) E. LOCATIONS 

~/, 1, 8, F1 3, ,,{q9,"{Q4!.4 / ,0,9./,0 ,4j,D, 

III , , .~ .t. f I , , , , , , , , f , , I I I
 

/, , , , I I , , , I I , , , , , , , , ,
ARE LOCATIONS	 I 
CONTINUED ON 
REVERSE? /, , , , , ,	 , , , ,I I I I , , , , , ,I 

Oy [!)N 
I , I ,/, , , I I , , , , I I I , , I , I 

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. Included 
are several recordings from predecessor agencies, the Foreign Operations
Administration and International Cooperation Agency. 

G.	 FINDING AID CITATION (Short [arm) CHECK IF 0 SEPARATE o CONTINUED ON o CONTINUED ON 
APPROPRIATE ~ APPENDIX REVERSE SEPARATE PAGE 

GENERAL SERVICES ADMINISTRATION	 GSA FORM 6710A (Rev. 10-76) 



• • 

•••••••••••••••••••••••••••• 

( 
GENERAL SERVICES AII-UNISTRATION 

Accession Inventory 

Accession Job No. NC3-286-76-l 

Record Group 286 

Agency of Custody:	 Agency for International Developnent
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 RecJrds: 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 developnent
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. 
~ ,.; E. 

Volume of Records:	 .lom---cubicfeet • 

/ 

_.3'-C./..4..~_,I_-_ day 

for International Development 

States 
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APPRAISAL REPORT ON TRANSFER OFFER 

Accession Job Ko. RC3-286-76-l 
Transaction No. RRV-376-36 

Custodian:	 Office of Public Affairs 
Agency for International Development
Washington, DC 20523 

Location of Repository:	 Of'f'iceof Public Affairs 
Agency for International Development 

Person with Whom to Confer: Michael J. Marlow (632-8636) 

Series: One 

(1)	 Condition: Excellent. 

(2)	 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. 

(3)	 Restrictions on Use: None. 

(4)	 Evaluation: The recordings being offered represent the use of media 
to inform the public of the mission, activities, and tunctions 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 
assistance programs in foreign countries. The interviews, unrehearsed 
and unedited, are conducted by press, radiO, and television reporters,
correspondents, and nationally syndicated C01UDlists. 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 Kations World rood Conference; 
World Bank; Kational counc@ for United States-china Trade; Overseas 
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
assistance directives. 
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(5)	 Recommendations: It is recommended that the sound recordings be 
accessioned. In addition it is recommended that subsequent
recordings be accessioned on a continuing basis through yearly 
accretions. 

Appraiser: 

Action on Appraiser's Recommendation: 

( .y-"" Approved ( ) Disapproved: 

(~ppr::>ved () 

(v('Approved ( ) Disapproved: 4 ~.-.A'/"f.~r- nb~"" 
~~. WADLOW. Director ~~/

Records Disposition Division 

Comments: These records should be placed in Record Group 286, Records 
of the Agency for International Development. 

12./7/n,
Date 
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10/30/86 

From: NNSP 

Subject: N1-286-86-01 Part 2, Item 8, b, c, d, e 

To: NN~NFG 

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 
separ2Ib?d. 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
shoul d alLow that the be accumul ated in 5 year!'""ecor""ds bIoc ks , 
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." Still 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 elements are negative and captioned
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 so it should be indicated. If 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. 
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3. The agency should have a definite arrangement for the 
transfer to the agency of any negatives made on contract. If 
they do not? one shaul d be dr-awn up immed iatel y. Items "at 
remain in contractor hands indefinitely are always in danger of 
being permanently alienated from government custody. If item d 
contains any material relating to the contract arrangements for 
the transfer of the files or that might be needed 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 c~n be transferred be as 
soon as possible. If necessary, NNSP will separate the permanent
from the nonpermanent in processing. 

Richard F. Myers
Chief 
Still Picture Branch 



Date October 16, 1986 
Reply to 
Attn of . Jeanne Young, NIR 

Subject: N1-286-86-1 Appraisal Report 

To Director, 

The Agency
disposition
(AID/W).
submitted 
management
the records 
particularly
of many of 
report. 

•
 

NIR IUt ~~ 

for International Development (AID) requests 
authority for the records of its headquarters

This comprehensive schedule was prepared and 
in response to a 1981 NARS inspection of records 

Wasbington, DC 20408 

at AID. I have been working on the appraisal of 
since January 1986. The schedule has been 

difficult to process because of the persistence
the filing problems cited in the 1981 insepction 

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 

Part 1, items 1 and 2a 
recommend disposal for 
files. See appraisal
explanation. Items 3 

Part 2, item 1a. I recommend 
records of the Administrator,
Counselor, and the Executive 

1 Records Common 

are disposable as proposed. I 
item 2b, chronological correspondence

of Section 2, item 2 for further 
through 6 are disposable as proposed. 

archival retention of the 
the Deputy Administrator, the 

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 Arcbires and Records Administration 
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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. 

Item 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 guality 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 
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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 
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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 subject 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 
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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 
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nonarchival material is interfiled. 

Color slides are maintained in plastic sleeves in 
approximately th~tY-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.N 

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 system,
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. 

Item 6 is a disposable reference file. The office of record 
for original Title I and Title III agreements is the State 
Department Assistant Legal Advisor for Treaty Affairs. 

Item 7, Title II 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 
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NARA in accumulations of one cubic foot. 

Item 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 
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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/Wand 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. 

Items 2 and 3 are disposable. 

The CDSS, item 4, are printed documents. Each geographic
bureau maintains a set of these documents in the Office of 
Development Planning (DP). I recommend archival retention. 

Items ~, ~', and Z. 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 
said 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. 
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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 (ego 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 5. 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 spe~s 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 Coordination 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 , lOB, 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. I 
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 (COlE) library 
maintains copies of all of the products produced by COlE in 
iten 4a through 4e. On various visits to the COlE 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 
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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 



• • p 13 

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 AID 
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. 

Item 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 

Item 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. 
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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 
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has been transferred to the Department of State or back to 
the host nation after closure of an AID mission. In 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, 1986? 

~~NG2juw:t
Records Appraisal & Disposition Division 
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AID Records DiSPOSitio~hedule Page 1• 
I. RECORDS COMMON TO MOST OFFICES 

1. 

DESCRIPTION OF RECORDS 

Office General Administrative 

Office Administrative Files 

Files 

AUTHORIZED DISPOSITION 

cords accumulated by individual offices that Destroy when 2 years 
re ate to-the internal administration or house- old or when no longer
kee ng activities of the office, rather than the needed, whichever is 
funct· ns for which the office exists. In general, sooner. 
these cords relate to the office organization, GRS 23staffing, procedures, and communications; the ex- Item 1penditure f funds, including budget papers; day-
to-dayadmi ·stration of office personnel, includ-
ing training d travel; supplies and office ser-
vices and equi ent requests and receipts; and the 
use of office-sp ce and utilities. They may in-
clude copies of i ernal activity and workload re-
ports (including we progress, statistical, and 
narrative reports Whl h are prepared in the office 
and forwarded to highe levels) and other materials 
that do not serve as of cia1 documentation of the 
programs of the ~ffice. 

Note: This item is not app1i b1e to the record 
copies of organizational chart functional state-
ments, and related records that ocument the essen-
tial organization, staffing, and ocedures of the 
agency. See Section XIII 

2. Chronological Files 

Files of extra copies of cables, letters, memoranda, 
etc., maintained for ease of reference in rono10g-
ica1 order, by serial number, or by date of ssuance. 

a. Cable or Telegram File 

Files consisting of copies of incoming and outg ing 
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 
pondence sent or received by the Agency. In fiscal yea retire to 
addition to being a reference point for the Washington tional 
Communications Center message analysts. this Records Cente (WNRC)
file also receives considerable use for in- 3 months after utoff. 
vestigations, background studies. and re- Destroy when 7 y
search. old. -Ne 1 286-82~2 

Item lA 
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ITEM NO. DESCRIPTION OF RECORDS

2) Other Offices
Files maintained in the individual offices ofthe Agency's Washington headquarters as "easyreference" files.

s consisting of extra copies of letters, memo-ran and other, nontelegraphic, conmu,nications
media. Files are normally maintained by date ofissuanc and are kept, for the most part, as "easy
referenc " files.
1) Files mal tained ,by or for the immediate of-fices or t following Agency executives:

the Adminis ator,_Deputy Administrator,
Assistant Adm istrators, and the Directors
of Offices that report directly to the
Administrator.

2) Files maintained

3. Employee Travel Files
Correspondence copies of travel requests, aut ri-zations, vouchers, itineraries, and other pape
pertaining to employee travel, exclusive of reco s
maintained in the Office of Financial Management.

4. 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 yearold or sooner if no
longer needed for ref-erence. NC 1 286-82-2
Item 18

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 inactive 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.

Re iew annually and
des oy superseded or
obso te documents; or
destro all documents
relating to an indi-
vidual em oyee 1 year
after separ tio" or
transfer. G -1
Item 18A



•AID Records Disposition Schedule
ITEM NO. DESCRIPTION OF RECORDS

•
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:

Requests for Information or Publications
Routine requests for information or publicationsfch require no administrative action, no policy
d isions, and no special compilations or research. for eply, such as requests for publications or
othe printed material.

Letters of ransmittal that do not add any informa-tion to that ontained in the transmitted material.
c. uasi-Official

Page 3
AUTHORIZED DISPOSITION

Destroy when 90 daysold or sooner if pur-
pose has been served.
GRS 23 Item 4

M~moranda and othe papers that do not serve as the
basis of official ac ions, such as notices of holi-days, char_ity and we 1 re fund appea 1s, bond cam- -
paigns, and similar pap

6. Technical Reference Files
Copies of documents retained str t1y for referenceand informational purposes and whi are not part
of the official files. Includes ex a copies of
project material, copies of reports, tudies, spe-cial- compilat-ions of data, drawings, p iodicals,
books, clippings, extra (nonrecord) copi of Mpo1-
icy and precedentM files, brochures, cata gs, ven-dor price lists, and publications prepared ter-
na1ly and externally.

Part 2. General Program Correspondence Files
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.

Review at end offiscal year and de-
stroy material of no
further reference
value. GRS 23 Item 6
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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.

Part 3. Budget Records
1. Annual Budget Submission Files

Annual budget submission by each oversea ost and
each AID/W organizational entity. Include instruc-
tions, assumptions, and guidelines for prepa ation;
the budget request itself; supporting papers; nd
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.

b. 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 papersincluded in overseas posts' final budget esti-
mate files.

AUTHORIZED DISPOSITION

Permanent. Cut off atend of fiscal year.
Hold in office for 2years, then retire to
WNRC. Offer to NARA
when 20 years old.

Permanent. Cut off atend 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.

Permanent. Cut off
files annually. Hold
in office for 5 years

ter cutoff, then re-
t e to WNRC. Offer
to RA when 10 years
old.

years after
close of scal year
covered by e budget.
GRS 5 Item
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Page 5
AUTHORIZED OISPOSITION

2. Congressional Presentation Files
These files document the preparation of the detail-ed Agency budget request to Congress, including sup-
plementary schedules, exhibits, etc. The files con-
tain all documents used in Congression~l budget pre-
sentations, providing, by years, th~ U.S. assis-
tance, subdivided by major programs.

Permanent. Cut offfiles annually. Hold
in office for 5 years
after cutoff, then re-
tire to WNRC. Offer
to NARA when 10 years
old.

Part 4.
late to the AID Development Assistance Program. Assistance is provid-ed in the form 0 loans and grants for improving the quality of life of people in less

developed countrie through programs in agriculture, rural development, nutrition, fam-ily planning, healt education and human resources, energy, private industry develop-
ment, and science an technology, and is administered primarily by USAIDs located in
host countries.

1.
Case files on tec ica1 and capital assistance devel-
opment projects, co isting of studies, surveys, proj-
ect identification do uments, project papers, copiesof loan and grant agre ents and amendments, project
implementation orders, 1 lementation letters, con-
tracts, audits, reports a evaluations, and other re-
lated records and correspon ence. These files document
the initial concept, the app ved design, the progress
and problems of implementation the successes and/or
failures of the individual proj t.
a. Original Silver Master MicrofilMaster diazo file

Permanent. Review bu-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 diazofile to NARA 2 years
after cutoff.

d. Closed project records which have not been mi-
crofilmed and are transferred to the WashingtonNational Recor.ds Center -

stroy file upon ter-
m ation of project.
Destr upon certifi-
cation y MARA that
the micr film records
are an ad uate sub-
stitute for the orig-
inal records.
Destroy 50 year after
transfer to WNRC.

b. Project officer diazo working file

c. Original paper copies of microfilm project
records



5. Bureau Project Evaluation Files
Documents pertaining to plans, eva ations, and re-ports on Mission (USAIDs) and Bureau ctivities in
project planning and evaluation. Thi material dup-
licates information in project files.

Part 5. Non-Project Assistance Records
These records relate to Economic Support Fund activities nd include grants and loans
for program assistance in selected countries of special p itical interest to the
United States. Recipients purchase goods and services from .S. institutions and firms
under existing Public Laws. Cash transfers and sector assis nce are also provided as
non-project assistance.

AID Records Disposition Schedule
ITEM NO. DESCRIPTION Of RECORDS

e. Reference copies of prOject documents maintainedin various Agency offices.

2. Project Plan and Engineering Files
opies of engineering plans and rela'ed material

p rtaining to individual projects.

3.
Copies 0 studies, reports, and related correspon-
dence pert ining to proposed projects which do not
develop int projects. (If project is approved,
materials are iled in project file.)

4.
This documents the mo itoring of the status and
tracking of projects. ome of the documents found
in this file are: policy data inventory, project
status reports, weekly st us reports, and project
accounting information syst reports.

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.

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.

Cut ff after loan has
been u11y repaid
(maxim of 40 years).
Destroy year after
cutoff.
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Other General Files
Schedules of Daily Activities
Calendars, appointment books, schedules, logs, dia-
ries, and other records documenting meetings. appoint-
ments, telephone calls. trips. viSits. and other acti-vities of Federal employees.

Records containing substantive information relat-ing to the official activities of high-level of-
·cials. the substance of which has not been in-

co orated into memoranda. reports. correspon-
denc or other records included in official AID
files. High-level officials include the Adminis-trator. eputy Administrator, the Assistant Admin-
istrator and the Directors of Offices that re-
port direc ly to the Administrator or his Deputy,
and staff a istants to these aforementioned offi-
cials, suCh a special assistants, confidential
assistants, an administrative assistants.

b. Records of other an high-level Agencyemploy-
ees as defined in a. above containing substan-
tive information rela ing to official activities,
the substance of which as not been incorporated
into official files. ----

c. Routine materials containin no substantive In-
formation regarding the dail -activities of other
than high-level officials as fined in a. above;
records of all Federal employee containing sub-
stantive information, the substan of which has
been incorporated into official fi s; and person-
al records of all Federal employees elating to
nonofficial activities.

2. Research Studies Files
Social and Economic Studies files prepared by D
staff or by outside contractors (individuals or
stitutions), including periodiC progress reports,
correspondence, and final reports.
a. Final Reports

b. Back-up material consisting of copies of prog-
ress reports, correspondence, etc.

c. Reference copies of reports

Page 7
AUTHORIZED DISPOSITION

Permanent. Cut offannually. Offer to
NARA when 6 years old.

Destroy when 2 years
old. GRS 23 Item 2A

Destroy when no longer
needed or when 1 year
old. whichever is
sooner. GRS 23 Item 2C

rmanent. Maintain
1 opy as record copy.
Off to MARA in an-
nual locks 5 years
after ports are sub-
mitted.
Cut off aft r final
report is su itted.
Destroy 3 year after
cutoff.
Destroy when no 10 er
needed for referenc
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Page 8

AUTHORIZED DISPOSITION
Audit Reports Files
Copies of Inspector General and General Accounting
Office audit reports and related correspondence
maintained by individual offices where audits oc-
cured.

Destroy 1 year after
all audit exceptions
noted in reports
have been resolved.

4.
Record copies of publications accumalated in
offices having responsibility for the Agency

nction documented in the publication.
Th se consist of books, pamphlets, booklets,
fo 1 reports and papers, studies, etc.
Prepa ed by or for the Agency.
1)

2) Publications repared under Irants
and Contract

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 •

b. Reference copies of public
.

Review annually.
Destroy material when
no longer needed for
reference.
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RECORDS OF THE ADMINISTRATOR AND ASSISTANT ADMINISTRATOR

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
These ecords are maintained by or for the immediate offices of the following
Agency ecutives: the Administrator, Deputy Administrator, Executive Secretary,
Assistant Administrators, and the Directors of Offices that report directly to
the Admini rator.
1.

Letters, emoranda, studies, reports, forms,
and other ata documenting and/or implementing
plans, poli "es, procedures, accomplishments,
opinions, an ecisions pertaining to AID
program and st f activities. Arrange by
subject/name/cou try as appropriate.

2. Chronological Files
Files consisting of ex of letters,
memoranda, and other, n telegraphic, communi-
cations media. Files are ormally maintained
by date of issuance and are kept, for the mostpart, as "easy reference" fi s.

3. Schedule of Daily Activities
Records containing'substantive info ation
relating to the official activities 0
high-level officials, the substance of hich
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.

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 1
year, then retire toWNRC. Offer to NARA
when 10 years old.

Permanent. Cut off
annually. Offer to
NARA when 6 years old.
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS

DESCRIPTION OF RECORDS

1.

R orts and correspondence regarding inquiries fromthe ublic for information in the files which was
clas fied. This review 1s made under FOIA and theExecutive Order on National Security Infor-

2.
Files create~in esponse to requests for information
under the Freedom Information Act, conSisting of
the original request a copy of the reply thereto,
and all related suppo ing files, which may include
the official file copy a requested record or a copy
thereof.
a. Correspondence and suppor ing documents (EXCLUDINGthe records requested, if 'led therein).

1) Granting access to all

2) Responding to requests for none istent records,to requestors who provide inadeq te descrip-
tions, and those who fail to pay A ncy repro-
duction fees.
a) Request not appealed.

Ib) Request appealed.

3) Denying access to all or part of the records
requested.
a) Request not appealed.

b) Request appealed.

b. Official file copy of requested records.

Page 10

AUTHORIZED DISPOSITION

Cut off when action iscompleted. Hold in
office for 2 years,then retire to WNRC.
Destroy 30 years after
completion of the ac-
tion.

Destroy 2 years afterdate of reply. GRS 14
Item 16 Al

,

Destroy 2 years after
date of reply. GRS 14
Item 16 A2Destroy as authorized
under Item 4 below. GRS 14
Item 16 A2

Dest y 5 years afterdate 0 reply. GRS 14
Item 16 3Destroy a authorized
under Item below. GRS 14
Item 16 A3Dispose of in ccor-
dance with appr ~eddisposition inst c-
tions for the rela d
records, or the rela -ed FOIA request,
whichever is later.
Item 16 B
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ITEM NO. DESCRIPTION OF RECORDS

FOIA Appeals Files

•
Files created in responding to administrative appealsunder 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-NG the file copy of the records under appeal if

"led therein)

5. FOrA Control Files

under appeal.

Files maintained for contro purposes in responding
to requests, including regis rs and similar records
listing date, nature, and purp se of request and name
and address of requestor.
a. Registers or listing.

b. Other files.

Page 11
AUTHORIZED DISPOSITION

Destroy 4 years afterfinal determination by
Agency or 3 years af-
ter final adjudication
by courts, whichever
is later. GRS 14 Item 17A
Dispose of in accor-
dance with approveddisposition instruc-
tions for the related
record, or the relat-
ed FOrA request,
whichever is later. GRS 14
Item 178

6. FOrA Reports Files
Recurring reports and one-time information require-
ments relating to Agency implementation of the FOrA,
including annual reports to the Congress. .
a. Annual reports originating in OPA.

b. Other reports.

Destroy 5 years afterdate of last entry. GRS 14Item lSA
Destroy 5 years after
final action by theAgency or after final
adjudication by
courts, whichever is
later. GRS 14 Item lSa

Perma ent. Offer to
NARA w n 15 years
old. GR 14 Item 19a
Destroy whe 2 years
old or soone if no
longer needed or ad-
ministrative us GRS 14
Item 19b
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7. FOrA Administrative Files
Records relating to the general Agency implementa-
tion of the FOIA, including notices, memoranda,
routine correspondence, and related records.

Part Files
8.

films.a.
portant subjects that reflect the mission

o the Agency.

bjects that do not reflect the mis-
Agency.

b. Still picture f1 es, conSisting of master prints
file (negatives a ached to back of print). Ar-
ranged by country a d thereunder by subject. Cat-
egorized by countrie Agency personnel, and local
events.
1) Country files.

2) Agency personnel

3) Official portraits of senior Agency ffi-
cials.

c. Color slides (35 mm)
1) Country files.

2) Agency personnel and local events file.

d. Black and white contact prints arranged by coun-
tries.

e. Photograph work file, consisting of correspon-
dence relating to photographic services provid-
ed by or to outside services.

Page 12
AUTHORIZED DISPOSITION

Destroy when 2 yearsold or sooner if no
longer needed for ad-
ministrative use. GRS 14
Item 20

Penmanent. Offer 1
copy of each tape or
film to NARA when 20
years old.
Destroy when no lon-
ger needed.

Permanent. Offer to
NARA when 20 years
old.
Destroy when 1 year
old or when no longer
needed, whichever is
sooner.
Penmanent. Offer to
NARA when 20 years
old.

Permanent. Offer toNARA when 20 years
ld.

Des oy when 1 year
old when no longer
needed, whichever is
sooner.
Destroy whe no lon-
ger needed.
Cut off file an ally.
Destroy when 1 ye r
old.
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•
Biographical File on Senior AID Officials
Background information on top AID officials orother key personnel for public dissemination.

10.
Speeches, addresses, and comments. Remarks made

formal ceremonies and during interviews by
he ds of agencies or their senior assistants con-
cer "ng the programs of their agencies. The
speec s and addresses may be presented to exec-utives rom other Federal agencies, representa-
tives 0 tate or local governments, or private
groups, s h as college and university students,
business is ciations, and cultural news media
commentators.

b. News releases. ne copy of each prepared state-
ment or announcem t issued for distribution to
the news media. Ne releases announce events
such as the adoption f new Agency programs,
termination of old pro ams, major shifts 1n
policy, and changes in nior Agency personnel.

P~ge 13
AUTHORIZED DISPOSITION

Destroy when officialleaves 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 yearsold. GRS 14 Item 1a

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

DESCRIPTION OF RECORDS
Part

1.
The e files pertain to grants made under the sever-al F programs. Included are copies of proposals,
grant plications, agreements, and amendments;project inancia1, progress, and evaluation re-
ports; PI 's; and related documentation and corres-
pondence.

2. Unsuccessful
Copies of app11ca ions of unsuccessful grant appli-
cants and related uments and correspondence.

Part 2.
3. Ocean Freight Files

These files pertain to the rei ursement by AID for
shipping expense incurred by vol tary agencies un-
der "subvention" arrangements. I 1uded are copiesof procurement authorizations, Sche u1e D-Overseas
Transportation, AID 1550 or equiva1e ,approval
letters, etc., and related corresponde ceo

4. Registered Agency Files
These files document the private voluntary a ncies'
applications for registration containing all pport-
ing papers pertaining to the applicant agencies
legal, financial, and operational status.
a. Case Files on Individual Agencies

b. Annual Financial Submissions

5. Denied Agency Registration Files
Applications and related correspondence pertainingto private voluntary organizations' registration.

AUTHORIZED DISPOSITION

Cut off when grant istenminated. Hold in
office for 2 years,then retire to WNRC.
Destroy 6 years aftertenmination 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 afterDestroy 3 years
denial.
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ITEM 110. DESCRIPTION OF RECORDS

Page 15
AUTHORIZED DISPOSITION

3. 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 governments un-
der Titles I and III of P.L. 480.

Cut off when agreement
is terminated. Hold

. in office for 2 years,
then retire to WNRC.
Destroy 6 years after
termination of agree-
ment.

7.
Files cons t of the original agreements between
the U.S. (A ) and host governments under Title II
of P.L. 480. rranged alphabetically by country.

Permanent. Offer to
NARA in 2-year blocks
upon termination of
agreements.
Destroy when agreement
is terminated.

b. Copies of agreements

8. Section 416 Agreement Files
Files consist of the original a eements between U.S.
(AID) and voluntary organizations, multilateral organ-
izations, or foreign governments, e tered into under
the provisions of Section 416 of the gricultural Act
of 1949. Arranged alphabetically by c untry.
a. Original Agreements Permanent. Offer to

NARA in 2-year blocks
upon termination of
agreements.

b. Copies of Agreements Destroy when agreement
is terminated.

9. 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
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PAge 16
AUTHORIZED DISPOSITION

b. Other Documentation Permanent. Cut offannually. Hold in of-
fice for 2 years, ~hen
retire to WNRC. Offer
to NARA when 10 years
old.

10. Files
Cut off annually.
Hold 1n office for 2
years, then retire to
WNRC. Destroy when 6
years old.

11.
as COl'llnod ity

specificatiows, echnical studies, and general
commodities used in the

Review annually.Destroy when supersed-
ed, obsolete, or no
longer needed.
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v. GEOGRAPHIC BUREAUS GENERAL RECORDS

DESCRIPTION Of RECORDS
1. Program Correspondence Files

Subject and Country Files of Country Desk Offices.ese files document in a unique way the operations
in SAIDS and reflect their problems and accom-
pli ents. Arranged by subject and country as
appro iate.

2. Files
Working files ertaining to financial management
functions of t several geographic areas covering
materials reTati to annual budget submissions,
budget expenses, nding limits, background justifi-
cation and expenses, monthly operating expenses,
etc. Files contain s ch forms as: copies of Request
for Budget Allowance, nual Budget Submissions, Re-
quest for Operational Ye Budget Change, Project Im-
plementation Orders/Techn al Services, Travel Autho-
rizations, and Advice of Bu et Allowances. Files
are used to control expendit es of funds.

3.

These working files contain informat n needed forpresentation of the Bureaus' annual pr ram and bud-
get to Congress and any changes to the ogram that
require congressional notification. They contain
information on operational year budget cha es, con-
gressional notifications, program revision r Quests,
guidelines for preparation of congressional n 1fi-cation, advice of program change, and monthly p ject
accounting information 'system reports.

4. Country Development Strategy 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 Bureausarranged by country and thereunder chrono10gi-

cally.

b. Copies used for reference.
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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.

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

Close file at end offiscal year. Hold in
office for 1 year,
then retire to WNRC.
Destroy when 6 years
old.

Cut off
old in of-

fice for 3 ars, then
retire to WNR Offer
to NARA when 5 ears
old.
Destroy when no 10n
ger needed for refer-
ence.
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•
Human Rights Files
Documents relating to the policy for the implemen-
tation and management of human rights programs in
host countries, containing historical background onthe Human Rights Program, HlJllanRights Procedures,
reports from the Department of Stat&, and guide-
lines for implementation and management of the

man Rights Program. Arranged by country.
'Anal sis and Resource Allocation Files6.

File do tIIIentingpolitica.l and economic policies in
host cou ries, conSisting of booklets and papers
relating t political and economic policies in host
countries, °th Ambassadors' overview. Arranged by
country.

7. Pol icy Files-
Files dealing with S. policy governing Foreign
Aid in host countries containing reports on
studies of internation aid policy and U.S. Eco-
nomic Aid policy. Arran ed by country.

Page 18

AUTHORIZED DISPOSITION

Permanent. Close at
end of fiscal year.
Hold in office for 3years, 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 NARAwhen 10 years old.

8. Briefing Files
Files consist of reports prepared y AID staff mem- Destroy when 3 years
bers for AID officials anticipatin visits to coun- old.
tries where AID has a mission. Thes reports con-tain pertinent information on the coun ry to'be
visited and the current AID assistance ogram in
the country.
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DFSffiIPTION OF REOORDS
VI. LEGISlATIVE AND LEGAL AFFAIRS RtCORDS

1. Congressional Corresponaence F1l~s
his correspondence is between the Agency ana

m bers of Congress and signed by the Admini-
st tor, hi s Deputy; or tne inrector of
Legi ative Affairs. Arranged alphabetically
by th name of tue CongresslOnal member

a. Papers ontaining policy and precedent
and req .ring research WHiCh docunent s
relations "tn Congress.

b.

2. Correspondence Brief
Briefs or drafts of letters
Congress prepared by the legi
office.

3. Committee Prints and Hearin
Copies of printea committee
Congressional hearings.

4. Litigation and Enforcanent Case Files
Case files containing docunents containing
information on all dispute matters where AID
is involved, such as contract disputes,
civil or cr1minal litigation, etc. Files
alSO contain legal intormation in the form
of advice furnished the Inspector General's
office in the conduct of their investigations.

5. Legal Opinions and Decisions Files
Files of legal op1n1ons on law ana Executive
Orders as a result of requests fram 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.

6. Financial Disclosure Reports
a. keports ano related documents submitted by

individuals as required under the Ethics in
Government Act of l~7~ (P.L. 95-521).

AIJ1lf)R IZED DISPOS ITION

Pennanent. Cut off
annually. hold in
office for 3 years,
tnen retire to ~l..
Offer to NAKA 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 111
office for 1 year, then
retire to ~C. Destroy

years after case is
cl sed.
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DESffiIPTION OF REOORDS
1) Recoras includIng Sr 27HA for individuals

filing according to Section 20lb of the
Act and not subsequently confirmed by
the Senate.

records including SF 278.

b. All other statements
interests and related r
confidential statements
Executive Order 11222.

employment and
ords, including
.led under

• Page 20

AlJ1lDRIZFJ) DISPOS ITION

Destroy 1 year after
nominee ceases to be
under consiaeratlon for
appoinments, bXCEPT tnat
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
completed.
Destroy when 6 years old
EXCbPT that documents
needed in an ongoing
investigation will be
retained until the
investigation is
completea.
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VII. Private Enterprise (PRE) Records

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1. PRE Project Files

These files consist of documentation pertafning to~e management of grants, contracts, loans, and coop-
e ative agreements between AID and the U.S. private
se or. Files include, but are not limited to, copies
of p posa1s, applications, project authorizations,
loan d grant agreements, contracts. interim project
progres reports, PIO's, etc., and related correspon-dence. -
a. Publishe or unpublished reports (exclusive ofinterim pr lect progress report-s) or any other

final pro!ec product and related records.
Permanent. Offer to
NARA when 10 years
old.

b. Cut off when project
is completed or loanis paid, as appli-
cable. Hold in office
for 2 years, then re-
tire to WNRC. Destroy6 years after comple-
tion of project.

2. Status Reports on Loans
Reports on private sector initiativ loans showing
disbursements, payment progress. etc. on status of
outstanding-loans.

3.

Cut off annually.
Destroy when 1 year
old.

Proposals from businesses which did
loan.

Cut off when with-drawn or denied. Hold
in office for 2 years,
then destroy.

4. 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

t off annually.
Ho in office for 2
yea • 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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a. Basic contractual documents and related materi-als.

b. Inspection reports on housing construction.

c. Ge ral correspondence.
d.

6. Sector Activities

Studies and re rts on various aspects of the AID
worldwide she1te sector activities, including the
Housing Guaranty ogram. Arranged by subject.

Page 22
AUTHORIZED DISPOSITION
Cut off when loan ispaid. 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. PROGRAM AND POLICY COORDINATION RECORDS

DESCRIPTION OF RECORDS
Part
1. Files

a. orrespondence, reports, agendas and minutes ofetings of consultative groups and subsidiary
an affiliated organizations regarding develop-
men assistance and AID liaison with such organ-
izati s.

b. Working pa ers for conference sessions, such as
delegate li s, admission cards and badges, cor-responden~ 0 arrangements, and duty schedules.

c. Files regarding ograms of the UN and its af-filiated organiza ons, which show relation to
cooperating countri and AID liaison.

d. Reports of international co ferences attended,
providing the Administrator ·th a brief report
of the conference or meeting.

e. Reports prepared for the Commodity C ittee of
the Organization for Economic Cooperati and
Development (OECD) and similar internatio a1 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 AdVisori Council on International Monetary
and Financial Po icies files
Files accumulated by AID documenting the activities
of the Council, chaired by the Treasury Department,
and its periodic meetings.

Page 23 .

AUTHORIZED DISPOSITION

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 offannually. 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
cu off, then retire to
WNR Offer to NARA
when years old.

Permanent.annually. Hol in of-
fice for 3 years after
cutoff, then ret; to
WNRC. Offer towhen 10 years old.
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AUTHORIZED DISPOSITION

Multilateral Development Banks Files
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.

Part 2.
4.

Correspon ence, reports, special studies, and other
records pe aining to Agency evaluative research,
socioe~onomi impact assessments, and program evalu-
ation develo nt issues and AID programs. These
files are orian ed in the following series:
a. Impact Eva1uati
b.
c. Special Studies,
d. Program Evaluation
e.

5.
These files pertain to in-depth stud s and analy-ses of the social and economic impact f alterna-
tive types of strategies, programs, and rojects
on the lives of foreign assistance benef iaries.
Included are copies of studies and analyse and re-
lated correspondence. These files are not 11-
cated in the Impact Evaluation records (Item
above) •

Part 3. Budget Files
6. Agency Budget Files

See Part 3. Budget Records of '-Section: Id~ecor.4.1si'-co.on
Most Offlces.

Permanent. Cut off
annually. Hold in of-
fice for 3 years aftercutoff, then retire to
WNRC. Offer to NARA
when 20 years old.

Permanent. Cut offannually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 20 years old.

Permanent. Cut offannually. Hold in of-
fice for 3 years after
cutoff, then retire to
WNRC. Offer to NARA
when 20 years old.
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IX. SCIENCE ADVISOR RECORDS

1.
DESCRIPTIONOF RECORDS AUTHORIZED DISPOSITION
Grant Application Files

p1ications, memoranda, correspondence, and other
r ords relating to the decision to accept or reject
gra t proposals.
a. (rejected or withdrawn) applica-

b.

2. Grant Case Files

Destroy 3 years afterrejection or withdraw-
al.
Dispose of with relat-
ed grant case file
(see Item 2 below).

Proposals or app1icat ns, contracts, project reports,
studies, certificates, reements, memoranda, corres-
pondence, and other reco s relating to receipt, re-view, award, evaluation, s atus, and monitoring of
grants; allocation of funds, and project budgets.
a. Project reports

grant.

b. All other documentation related to the rant.

Penmanent. Cut off
files when closed.
Hold in office for 2
years, then retire to
WNRC. Offer to NARA
when 20 years old.
Cut off files when
case is closed. Hold
in office for 2 years,
then retire to WNRe.
Destroy when 6 years
old.
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x. SCIENCE AND TECHNOLOGY (S&T) RECORDS

DESCRIPTION OF RECORDS
1. s&T Project Files

These files consist of documentation pertaining tohe management of grants, contracts, and cooperative
a eements made under Title -II, exclusive of projects

ore ting_ to th~ AID Development Assistance Program.
File include, but are not limited to, copies of pro-
posals applications, agreements, contracts, interim
progres reports, PIOTls, and other documents and cor-
responden e pertinent to the project.
a. Published r unpublished reports (exclusive ofinterim pr ect progress reports), books,

studies, or yother final project project, and
related recor •

b.

2. Unsolicited Project Proposals
a. Successful proposals

,.
b. Unsuccessful proposals

3. Memoranda of Understanding (MaU) Files
Copies of signed MOUls with universities regarding
the scope of work to be perfonmed by institutions
under AID strengthening grants and contracts. In-
cluded is related correspondence.
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AUTHORIZED DISPOSITION

Permanent. Offer toNARA when 10 years
old.

Cut off when project
is terminated. Hold
in office for 2 years,
then retire to WNRC.
Destroy 6 years aftertermination of proj-
ect.

File in applicableproject files and
apply authorized dis-
pos~tion as indicated
in Item l.b. above.
Cut off when project
is awarded. Hold in
office for 2 years,
then destroy.

off when MOU is
lled or supersed-

ed. old in office
for 2 ars, then re-
tire to NRC. Destroy
6 years a er termina-
tion of re ted proj-
ect.
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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 meetin~ agendas, min-tes of meetings. copies of papers prepared by the
c neils, and related records and correspondence.
Arr ged chronologically within sector councils.

5.
These fil consist of correspondence. reports, andrecords of eetings and conferences pertaining to
AID interest n the organization. planning, and op-erations of in rnationa1 organizations (such as
the Consu1tativ Group on International Agricultur-
al Research [tGI ) in AID areas of concern. Ar-
ranged by organiza ·on and thereunder chronologi-
cally.

6.
Documentation accumulatedand University Relations (R
Secretariat for the RAC.
a. Meetings records consisting agendas, minutesof meetings. and related docume tation on RAC

meetings. Arranged chrono10gica

b. Members files. consisting of general
on the individual RAC members.

c. Administrative files documenting the routin
housekeeping functions supporting RAC

7. 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

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 offannually. 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.

Cut off n agree-
ment is te inated.
Hold in offi for 3
years. then de troy.
Cut off when memb is
separated from Cor •
Hold in office for 1
year after separation.
then destroy.
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AUTHORIZED DISPOSITION

c. Correspondence and other general records. Cut off annually.
Hold in office for 3
years. then destroy.

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-t 1 commitment. Included are correspondence. re-
por • and other documentation relating to NSF in-volv ent in AID project research activity.

Permanent. Cut off
annually. Hold in of-
fice for 3 years. thenretire to WNRC. Offer
to NARA when 10 years
old.
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XI. ADVISORY COMMITTEE ON VOLUNTARY FOREIGN AID RECORDS

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITIOI
Committee Meeting Files

eneral correspondence, copies of meetfn~ agendas,nutes, and other documentation pertafnlng to the
pr eedfngs of the individual meetings. Arranged
chro ologically. 1 cu. ft. per year.

Permanent. Cut offannually. Hold in of-
fice for 3 years, then
retire to WNRC. Offer
to NARA when 10 years
old.

2. Committee Members
Copies of res ~s, travel records, and other per-
tinent adminis ative records.

Cut off files whenmembership is termin-
ated. Hold in office
for 1 year, then des-
troy.

3. Contract Ffles on Meet
Administrative copies of
al meetings (4 per year).

on the individu- 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

DESCRIPTION OF RECCltOS

1. Meeting Files
iles consist of such records as not}ces to the Fed-

e al Register, agendas and minutes of meetings, dis-
cu ion papers, transcripts of proceedings, and re-
late correspondence.
a. Boar for International Food and Agricultural De-

velo nt (composed of 7 Board members from the
private sector) meetings files.

b. Joint Comm1tte on Agricultural Research and De-
velopment (JCARD meeting files. JCARD is com-
posed of 20 membe and is a subcommittee of the
Board.

2.
Documents accumulated in the in ial development of
agricultural projects under grant with universi-
ties. The official project files these projects
are maintained -by the Geographic Bur aus.

AUTHORIZED DISPOSITIOII

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 of-
fice for 3 years, then
retire to WNRC. Offer
to NARA when 10 years
old.

Cut off when BIFAD has
completed its work on
initial project nego-
tiations. Destroy 3
years after cutoff.
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XIII. ADMINISTRATIVE MANAGEMENT RECORDS

This Section lists records of the organization, functional management, and
mergency planning of the Agency; administration coordination and relations

w h other Federal agencies and with cooperative service type organizations
of ost governments. It also includes paperwork and other management systems
and ograms records.

1.

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Forma directives, distributed as
orders, circulars, or in loose-leaf
manual announcing major changes
in the ag cy·s policies and pro-
cedures.
a. Issuances elated to agency

program fun tions.
Permanent. Cut off files
annually. Hold in office
for 3 years then retire to
WNRC. Offer to NARA in 5
year blocks when 20 yee.rs
old (e.g., offer 1970-74
block in 1995). (GRS 16/l.,a.

b. Case files related to a) above
which document importan aspects
of the development of th
issuance.

Cut off files annually.
See Item la above.
(GRS 16/1. b. )

c. Issuances related to routine
administrative functions
(e.g., payroll, procurement,
personne 1 )•

d. Case files related to a. and c.above.
which document :routine aspects of
development of the issuance.

2. Publications.

Destroy when superseded or
obsolete. (GRS 16/l.c.)

Destroy when issuance is
destroyed. (GRS l6/1.d.)

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.

Permanent. Cut off files
annually. 1d in office
for 3 years t n retire to
WNRC. Offer t NARA in 5
year blocks when 0 years
old (e.g., offer 70-74
block in 1995).
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AUTHORIZED DISPOSITION
b. Working papers and background

materials.
See Item 9 below.
(GRS 16/2.b.)

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

elated documentation.

Destroy when related records
are destroyed, or when no
longer needed for adminis-
trative or reference purposes.
( r,RS 16/3.a. )

b. Ex a copies and routine corres-
pon ce and memoranda.

Destroy when no longer needed
for reference. (GRS 16/3.b.)

4. Forms Files.

See Item 10 of this schedule.(GRS 16/10.)

a. One record copy f each form
created by an ag cy with related
instructions and d umentation
showing inception, s ope, and
purpose of the form.

b. Working papers, backgrou
materials, requisitions, s
fications, processing data,
control records.

Cut off when related form is
discontinued, superseded or
cancelled. Destroy 5 years
after related form is dis-
continued, superseded, or
cancelled. (GRS l6/4.a.)
Destroy when related form
is discontinued, superseded,
or cancelled. (GRS l6/4.b.)

5. 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.

Permanent. Cut off files
annually. Hold in office
for 3 years then retire to

RC. Offer to NARA in 5
ye r blocks when 20 years
old e.g., offer 1970-74
blocK in 1995). (GRS 16/5~.)

Destroy
(GRS 16/6.a.)

6.

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

Cut off annual
when 3 years 01
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ITEM NO. DESCRIPTION OF RECORDS
b. Records held by other offices.
Project Control Files.
Memoranda, reports, and other records
documenting assignments, progress, and
completion of projects.

8.
C e files maintained for each agency
re rt created or proposed, including
publ use reports. Included are
cleara ce forms, including SF 83;
copies pertinent forms or
descriptl ns of format; copies of
authorizin directives; preparation
instructions and documents relating
to the evalua ·on, continuation,
revision, and ·scontinuance of
reporting requir nts.

9. Working Papers.
Project background rec ds, 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.
a. Records relating to establishment,

organization, membership, and policy.
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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.)
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ITEM NO. DESCRIPTION OF RECORDS
(1) Interagency, advisory, or

international committees.

(2) Internal committees.

Records created by committees.
Agenda, minutes, final
reports, and related records

ocumenting the accomplish-
nts of official boards

committees.
(a) cords for committees

wH n AID is the sponsor
or cretariat.

13. Organizational Files.
a. Organizational charts and

reorganizational studies.
Graphic illustrati~ns 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.
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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
o d (e.g., offer 1970-74
bl k 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
h tory projects prepared by
age cy historians or public
affal s officers or by private
histor ns under contract to the
agency. Some background materials
(such as terviews with past and
present per onnel) generated during
the research tage may also be
selected for p rmanent retention.
Excluded are el trostatic copies
of agency documen 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.
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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.b.)

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. 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.

One record copy of each plan or.
directive issued, if not included
in the agency's permanent set of
master directives files.

b. Cas file copy of plan or directive
if ag cy record copy is maintained
in a m ter directives file and all
related ckground materials.

17.
Copies of directive and plans issued by
the agency (other tha those maintained
in case files describe in Item 16 above),
as well as those issued FEMA, other
Federal agencies, State a local
governments, and the privat sector.

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

19. 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.g., 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 ff files annually. Destro)
when years old.
{GRS 1 31. }
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XIV. FISCAL MANAGEMENT RECORDS
• Page 37

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.
DESCRIPTION OF RECORDS
Accountable Officer Account Files.

1. ccountable Officers' Files.
Original or ribbon copy of

ccountable officers' accounts
m intained in the agency for site
au ·t by GAO auditors, consisting
of s tements of transactions,
state nts of accountability,
collect n schedules, collection
vouchers, disbursement schedules,
disburseme vouchers, and all
other schedu s and vouchers or
documents use as schedules or
vouchers, exclu jve of freight
records and payro 1 records
described elsewher in this
section. These reco ds docu-
ment only the basic f ancial
transaction, money rece·ved and
money paid out or deposi d in
the course of operation 0 the
agency. All copies excert e
certified payment or col ecti
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.

AUTHORIZED DISPOSITION

Cut off files after period
covered by account. Hold in
office 3 years then retire
to t~NRC. Destroy 6 years
and 3 months after period
covered by account.
(GRS 6/1.a.)

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 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
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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
F 1114, Bill of Collection

a 114A, Official Receipt
OF 14B, Collection Voucher
SF 1 9, Reimbursement Voucher
SF 11 , Advertising Order
SF 1145, Voucher for Payment Under

Fede al Tort Claims Act
SF 1154, P lic Voucher for Unpaid

Compens tion Due a Deceased
Civilian mployee

SF 1156, Public oucher for Fees and Mileage
SF 1166, Voucher nd Schedule of Payments
SF 1185, Schedule Undeliverable Checks

for Credit to vernment Agencies
SF 1218, Statement of ccountability

(Foreign Service ~ count)
SF 1219, Statement of Ac untability
SF 1220, Statement of Tran ctions

According to Appropria ·on,
Funds and Receipt Accoun

SF 1221, Statement of Transactl ns
According to Appropriation,
Funds and Receipt Accounts
(Foreign Service Account).

Cut off files after periodcovered by account.
Destroy 3 years after the
period of the account.

GRS 6/1.b.}

b. Memorandum or extra copies ofaccountable 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
exceptions, such as Standard Form 1100,
formal or informal, and related
correspondence.

Destroy 1 yea after exception
has been report d as cleared
by GAO. (GRS 6/2.
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ITEM NO. DESCRIPTION OF RECORDS
3. Certificates of Settlement Files.

Copies of certificates and settlement
of accounts of accountable officers,
statement~ of differences, and
re1ated records.
a .. Certificates covering closed

account settlements, supplemental
settlements, and final balance
settlements.

covering periodic

4.
Records rela ·ng to availability,
collection, cu tody and deposit of
funds including ppropriation warrants
and certificates f deposit (SF 215),
other than those r ords covered by
Item 1 of this Secti

5.
Correspondence, reports an data
relating to voucher prepara ·on,
administrative audit, and oth r
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. u

Destroy 15 ars after the
end of the b d premium period.
(GRS 6/6.a. (2)

Destroy when bond ecomes
inactive Qr after t end of
the bond premium per d.
(GRS 6/6.b.)
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ITEM NO. DESCRIPTION OF RECORDS
7. Gaso 1ine Sa1es Ti ckets .

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

8. Telecommunication Records.
Originals and copies of toll
tickets filed in support of
telephone toll call payments.

b. 0 'ginals and copies of telegrams
fil d in support of telegraph
bill

9.
Vouchers identifi by "T" prefixed
to the voucher and chedule of pay-
ment number which in lves u.s. Tariff
rates.

10. Claims Files.
Documentation and claimants w
loss of property and effects
loss.

PART 2. Expenditure Accounting Files.

11. Expenditures Accounting General
Correspondence and Subject Files.
Correspondence or subject files main-
tained by operating units responsible
for expenditures accounting, pertaining
to their internal operations and
administration.

12. Accounti ng Ledgers.
a. General accounts ledgers, showing

debit and credit entries, and re-
flecting expenditures in summary.
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy after GAO audit or
when 3 years{ old, wh\cheveris sooner. GRS 6/7.)

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

Cut off files annually.
Destroy after GAO audit or
when 3 years old, whichever
is sooner. (GRS 6/9.)

Cut off files when paid.*
De~troy 10 years after payment.
*Note: Vouchers are sent to
GSA for review on monthly basis.

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

off files annually.
Des oy when 2 years old.
(GRS 1.)

Cut off files nnua11y. Hold
in office 3 yea then retire
to WNRC. Destroy 6 years,
3 months after the lose of
the fiscal year invo yed.
(GRS 7/2.)

\
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ITEM NO. DESCRIPTION OF RECORDS
b. Appropriation Allotment Ledgers

showing status of obligations
and allotments under each
authorized appropriation.

Expenditure Accounting Posting and
Control Files.
Records used as posting and control

dia, subsidiary to the general and
a lotment ledgers, and not elsewhere
co red in this schedule.

PART 3.

a. records.

b.

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

Cut off files annually. Destroy
when 3 years old. (GRS 7/4.a.)
Cut off files annually. Destroy
when 2 years 01d. (GRS 7/4. b. )

NERAL SUPPORT SERVICES RECORDS).
PART 4. Em 10 ee Servi~es
14. Individual Accounts File.

Individual earning and serv e cards,
such as Optional Form 1127 0 equiva-
lent.

15. Payroll Correspondence Files.
General correspondence files main-
by payroll units pertaining to
payroll preparation and processing.

16. Time and Attendance Reports Files.
a. Form such as Optional Form 1130

or equivalent.
1) Payroll preparation and

processing copies.

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.
If not in or filed adjacent to
the OPF, destroy 56 years after

he date of the last entry on the
c d. (GRS 2/1~)

Cut off iles annually. Destroy
when 2 ye sold. (GRS 2/2.)

Cut off files annuall Destroy
after GAO audit or when years 9ld
whi chever is sooner. (GR 2/3. a. (1 ) 1

,
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ITEM NO. DESCRIPTION OF RECORDS
a) All 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 F1exitime
systems.

17.
Folders ntaining documents pertaining
to employe s pay history including allot-
ments from rchases documents, leave data,
SF 50s, payro 1 change slips, income tax
and retirement ateria1, levied and
garnishment reco ds and related other
documents and cor spondence.
(1) NOTE: This ite brings together

documents pertain g to the pay
history of individ 1 employees.
The retention period rescribed
exceeds those containe in General
Records Schedule 2, Pa 11in and
Pa Administration Recor for all
of the documents which so agencies
do not bring together in one
separate record series but ra er
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.

(2) 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.
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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.

18. Bond Registration Files.
Issuing agent's copies of bond regis-
tration stubs.

Cut off files an ual1y. Destroy
when 2 years old. GRS 2/5.)
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
19. Bond Receipt and Transmittal Files.

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

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

20. Reference Files.
Copies 0 budget authorizations in
operating ayroll units used to
control per nnel ceilings and
personnel act·ons.

Destroy when superseded.(GRS 2712.)

21. Payroll Files.
Memorandum copies 0 payrolls, check
lists, and related c tification
sheets, such as SF 101 ,SF 1128A,
or equivalents.
a. Security copies of do ments

prepared or used for di ursement
by Treasury disbursing 0 ices,
with related papers.

b. All other copies.
l} If earning record card is

maintained.

2} If earning record card is
not maintained.

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»

22. Payroll Control Files.
Payroll control registers.

ansfer to NPRC, St. Louis,
Ml souri, when 3 years old.
Des oy when 10 years old.
(GRS 13~~~(?»

Cut off f es annually.
Destroy aft r GAO audit or
when 3 years ld, whichever
is sooner. (G 2/14.)

23. Fiscal Schedules Files.
Memorandum copies of fiscal schedules
used in the payroll process.
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
a. Copy used in GAO audit. Cut off files annually.

Destroy after GAO audit
or when 3 years old, whichever
is sooner. (GRS 2/l6.a.)

b. All other copies. Destroy 1 month after the end
of the pay period.
(GRS 2/l6.b.)

24.
Re orts, statistics, with supporting
and elated records pertaining to
payro 1 operations and pay adminis-"
tratio
a. Repo s and data used for

worklo d and personnel
manage t purposes.

Cut off files annually.
Destroy when 2 years old.
(G RS 2/17.a. )

b. All other data. Cut off files annually.
Destroy when 3 years old.
(GRS 2/17. b. )

25.
Reports and related pap s including
copies of vouchers and s edules of
payments pertaining to ins ance
deductions.

Cut off files annually.
Destroy when 3 years old.
(GRS 2/22.)

26. Wage Survey Files.
Wage survey reports and data, work·
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).

Cut off files after completion
of wage survey. Destroy
after completion of second
succeeding wage survey.
(GRS 2/24.)

PART 5. 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 wi·th host countries under foreign
aid program.

Cut off files hen loan is paid.
Hold in office years then
retire to WNRC. estroy 6 years
3 months after loa is paid
and no claims are 0 standing
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ITEM NO. DESCRIPTION OF RECORDS
28. Payment Files.

These files consist of:
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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.

a. Payment records on grants and
contracts, including investment
guarantee contracts, with
private contractors.
Letters of commitments and related
documentation pertaining to pro-
gram funded projects with host

ountries.
c.

29. Ledgers.
Investment Gua nty and loan accounting
records showing otals of payment
activity.
a. Investment Guar ty Ledger

showing amounts 0 coverage
and prepayments fo each
contract.

b. Investment Guaranty Gen al Ledger
showing monthly totals re lecting
activity.

c. Individual Loan Ledger.

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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xv. GENERAL SUPPORT SERVICES RECORDS
• Page 46

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,
a distribution services provided for Agency internal operating purposes. It
doe not provide for the disposition of records pertaining to the procurement
of i mS5 see XVII. PROCUREMENT AND CONTRACTING RECORDS.

1.

DESCRIPTION OF RECORDS

a. equisition for nonpersona1 services
ch as laundry, telephone duplicating,

an bindings.
Plant ccounting cards and ledgers
pertain·ng to structures.

b.

Requests r building and equipment
maintenance, moving service, and
electrical wo (including reno-
vation), excep fiscal copies.

2. Buildin Protection

c.

Security check on loc cabinet
forms, record of perso e1 opening
and closing combination lock files
or vaults each day, or pe orming
room security check at c10s of day.
Copies of security inspections
Government and privately owned
buildings.
Copies of investigative reports of
fires or other property damage and
reports of minor building damage.

d. Material regarding accountability
of keys issued:

a.

b.

c.

l} For security area

2} For nonsecure areas
e. Registers or logs of visitors

admitted to security areas.

AUTHORIZED DISPOSITION

Destroy when 1 year old.
(GRS 3/8.)

Destroy when structures
leave AID control.
Destroy 2 years after
completion of work or
cancellation of requisition.
(GRS 3/9.a.)

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

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

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

Destroy years after
turn-in 0 key. (GRS 18/17.a.)
Destroy 6 mo hs after
turn-in of ke (GRS 18/17.b.)
Destroy 2 years a ter final
entry or 2 years a er date
of document, as apor riate.(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.

4.
General correspondence on telephone

nd radio service, not involving
1 teragency agreements.

b. Inte agency agreements for AID use
of te phone facilities.

c. Telephone i tallation
or service ge ra1 files.

e. Telephone directories

5. 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

b.
2} Requesting Office copy.
Requisition Register showing receipt
and progress of pending requisitions.
Inventory listings of supplies and
equipment.

c.

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 ofagreement. (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.
estray 2 years after com-

p tion of order. (GRS 3/9.a.)
when 6 months old.(GRS 9.b.)

Cut off iles annually.
Destroy en 2 years old.
Cut off file when equipment
is transferre Destroy 2years after dat of 'l is't,
(GRS 3/9.a.)

Cut off files annua
Destroy when 2 years
(GRS 4/4.)
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ITEM NO. DESCRIPTION OF RECORDS

less. Cut off files after final
payment. Destroy 3 years
after final payment.

2) Transactions of ore than $10,000. Cut off files after final
payment. Destroy 6 years
after final payment.

e. Property pass files authorizing
removal to personal custody of
government property.

f. Files of Reports of ExcessPersonal Property (SF 120) and
correspondence relating to per-
sonal property disposal.
Quarterly Utilization and Disposal
of Excess and Surplus Personal
Property Reports.

h. xcess Property Disposal Record,
scribing model number, acquisi-

ti cost, and market value.
i. Case ·les on sales of surplus

propert comprising invitations,
bids, ac ptance, lists of materials,
evidence 0 sales, and related
corresponde e:
1)

j.

3) Transactions of more t n
which represent departu
established sales or disp
procedures.

Material documenting ownership or
custody of aircraft by AID, includ-
ing assignment to a particular
overseas office, flight plan summary,
detachment and disposition.
Invoices and related files used for
stores accounting, including returns
and reports.
Listings and work papers used in
accumulating stores accounting data.

k.

1.

m. Plant accounting cards, reports,
ledgers, and inventories covering
household type equipment and
furnishings.
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AUTHORIZED DISPOSITION
Destroy 3 months after
return of property. (GRS 18/13.

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

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

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

Send report of files to
M/SER/MO/CRM.

Destroy 5 years after
aircraft leaves AID control.

Cut f files annually.
Destro when 3 years old.
(GRS 8/ )
Cut off fi s annually.
Destroy when years old.
(GRS 8/5.)
Destroy 3 years fter item
is withdrawn fro lant
account. {GRS 8/6.
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ITEM NO. DESCRIPTION OF RECORDS

6.

n. Plant accounting reports,
ledgers, and inventories covering
office equipment and furnishings.
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o. General administrative correspondence
relating to acquisition, use, and
release of office equipment and
furnishings.

AUTHORIZED DISPOSITION
Destroy 3 years after item
is withdrawn from p.1antaccount. (GRS 8/6.)

Cut off files annually.
Destroy when 3 years old.

a. General correspondence regarding Cut off files annually.
ibrary operation and service. Destroy when 2 years old.

b. Lib ry accession records showing Destroy when no longer needed.
pub11 ations received.

c. for items charged Destroy when no longer needed.

7.
a. Annual Motor Ve 'c1e Report (SF 82)

and other reports regarding vehicles
and motor pool ope tions.
Material regarding mo r vehicle
accidents.

b.

c. Vehicle Dispatch Register, sowing
time, destination, and driver f
vehicle, or individual trip tic ets
reflecting use of vehicles (exce
copies used in collection of funds .
Correspondence regarding maintenance
and operation of vehicles.
Operating records on individual
vehicles.

d.

e.

f. Maintenance records on individual
vehicles.

g. Material regarding individual
employee operation of Government-
owned vehicles, including application
forms, drivers' tests, authorization
to use, and safe-driving awards.

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.
Destroy when 2 years old.GRS 10/1.)
D troy when 3 months old.
(G 10/2.a.)

Destro when 1 year old.
(GRS 10 .b. )

Destroy 3 ars after separa-
tion of empl ee or 3 years
after recision or expiration
of permit, whic ver is earlier.
(GRS 10/7.)
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ITEM NO. DESCRIPTION OF RECORDS

h. Vehicle Release files, including
Certificate of Release, or evidence
of sale, transfer or exchange.

8. Reproduction and Distribution Services
Files.

Correspondence pertaining to printing
and distribution unit regarding admin-
istration and operation of the office.

b. ency reports to Joint Committee
on rinting regarding operation
and ~auipment inventories of
print g facility.

c. Control gisters, logs, and forms
pertaining to requisitions and
work orders or printing.

d. Requisitions f printing, binding,
etc., to Governm t Printing Office:
1) Copy of requis

sped fication,
papers.

e. Job or project case files overing
planning and execution of lica-
tion, collating, and binding
(except GPO jobs, for which se
above) :
1) Jobs performed by Agency.

2) Commercial contract jobs.

f. Mailing and distribution lists and
related material:

2)

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

Plate or stencil lists
(including the plate or stencil).
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AUTHORIZED DISPOSITION

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

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

Cut off files annually.
Destroy when 3 years old.
(GRS 13/6.)

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

Cut off files on completion or
cancellation. Destroy 3
years after completion or
cancellation or order.

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

stroy when 6 years old.
( S 3/4.)

Destroy fter revision of
list. (GRS 3/5.a.)

Destroy indivi
cancelled or re
(GRS 13/5.b.)Destroy when cance ed or

revised. (GRS 13/5.c.
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ITEM NO. DESCRIPTION OF RECORDS
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.
2} individual occupants.

c. Space repor including but not
limited to An ual Report of Real
Property Owned y U.S. Government
(SF 1166), listl land, buildings,
and other facilit s,
Non-Residential Real
Report,
Summary of Number of Inst llations
owned by United States as end
of fiscal year (GSA Form 120
Quarterly Agency Space Report
(D.C. and adjacent areas),
providing current information
on AID utilization of space in
and around D.C.,
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AUTHORIZED DISPOSITION

Cut off files annually.
Destroy when 2 years old.
(GRS ll/l.)

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. l} above.
Cut off files annually.
Destroy when 3 years old.
(GRS 11/2.b.(1)}

General Purpose and Other Space
Managed by GSA (GSA Form l73l)--
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.

Destroy 2 y rs after
termination 0 occupancy.
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ITEM NO. DESCRIPTION OF RECORDS
e. Lease fi1es on domes tic and over-

seas offices. Copies of leases,
renewals, termination notice.s, ahd
related papers.

f. Papers used in space pla-nning,
assignment, and adjustment,
including space requests, surveys,
floor plans, moving schedules,
and issuance of passes and

ermits (to conference rooms,
·ning rooms, etc.).

Title papers documenting the acquisition
of overseas real property

(by purchase, ation, exchange, or
otherwise)includl g abstract or certifi-
cate of title or e ivalent 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;
o ientation and training of employees; evaluation, promotion and incentive
pr rams; and conditions of employment.

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
1.

Fo ders on Civil Service and Foreign
Ser ·ce AID employees. These records
are signated as property of the
Civil rvice Commission and are
maintain d in accordance with the
Federal P sonnel Manual:
a. All cop, s of correspondence and

forms mai ained as temporary
records on he left side of the
folder, in a ordance with FPM.

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

b. folders of empl ees transferring
to another agency.

c. Folders

See Federal Personnel Manual.(GRS l/l.b.(l))
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))

2. Service Record Cards.
Service Record Card (Standard Form
7 or its equivalent).
a. Cards for employees separated

or transferred on or before
December 31, 1947.

b. Cards for employees separated
or transferred on or after
January 1, 1948.

Tr sfer to NPRC (CPR), St.
Lou ,Missouri. Destroy
60 ye s after earliest
person 1 action date. (GRS 1/2.a.
Cut off w n employee
separates. estroy 3 years
after separa ·on or transfer
of employee. S 1/2.b.)

3. Personnel Correspondence Files.
Correspondence, reports, memoranda,
and other records relating to the general

Cut off files annual
Destroy when 3 years 0
(GRS 1/3.)
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ITEM NO. DESCRIPTION OF RECORDS

4.

administration and operation of
personnel functions, but excluding
records specifically described
elsewhere in this schedule and
records maintained at agency staff
planning levels.
Offers of Employment Files.

rrespondence, letters, and telegrams
o ering appointments to potential
emp yees.
a.
b.

1) Wh name is received from
cert'ficate of eligibles.

5.

2)

3)

Certificates of eligibles Wl h related
requests, forms, corresponden , and
statement of reasons for passin over
a preference eligible and select g a
nonpreference eligible.

6. Employee Record Cards.
Employee record cards used for informa-
tional purposes outside personnel
offices (such as SF 7-8).

7. 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.

2) Memoranda, correspondence and
other records relating to the
development of standards for
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AUTHORIZED DISPOSITION

Destroy immediately.
(GRS 1/4.a.)

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 years old.(GRS 1/5.)

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

en superseded or
GRS 1/7.a.(1»



AIU Kecords u,spos;~ Sch~dule

ITEM NO. DESCRIPTION OF RECORDS
classification of positions
peculiar to the agency and
OPM approval or disapproval.
(a) Case File.

(b) Review File.
Descriptions.

·les describing established positions
in luding information on title, series,
gra , duties and responsibilities.

2)

c. Survey Files.
1) Classification Sur

Survey reports on va
positions prepared by lassi-
fication specialists. i
periodic reports.
Inspection, Audit and Survey
File. Correspondence, memor-
anda, reports and other records
relating to inspections, surveys,
desk audits and evaluations.

2)

d. Appeals Files.
Case files relating to classification
appeals.

8. Interview Records.
Correspondence, reports and other
records relating to interviews with
employees.
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AUTHORIZED DISPOSITION

Cut off when position is
abolished. Destroy 5 years
after position is abolished
or description is superseded.
(GRS l/7.a.(2)(a))
Destroy when 2 years old.
(GRS l/7.a.(2)(b))

Cut off when position is
abolished. Destroy 5 years
after position is abolished
or description superseded.(GRS 1/7. b. (1) )
Destroy when position is
abolished or description
superseded. (GRS 1/7.b.(2))

Cut off files annually.
Destroy when 3 years old
or 2 years after regular
inspection, whichever is
sooner. (GRS 1/7.c.(l))
Destroy when obsolete or
superseded. (GRS 1/7.c. (2))

Cut 0 when case is closed.
Destro 3 years after case
is close (GRS 1/7.d.)

Destroy 6 mont after
transfer or sepa tion of
employee. (GRS 1 .)
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ITEM NO. DESCRIPTION OF RECORDS
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

rna tained on the left side of the
Offl ial Personnel Folder in accord-
ance 'th Federal Personnel Manual,
Chapter 293, and Supplement 293-31.

11.

Strips such a Standard Form 7D,
used to provid summary data on each
position occupie

12.
a.

1) Case files incl ing recom-
mendations, appro d nomina-
tions, memoranda, rrespon-
dence, reports and rated
handbooks pertaining
agency-sponsored cash a non-
cash awards such as incen ive
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
Appreci ati on.
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
prepa red. (GRS 1Ill.)

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

Cut off files annually.
stroy when 2 years old.
RS 1/12. a. (2) }

Cut off fi s annually.
Destroy whe 1 year old.
(GRS 1/12.b.

Cut off files annually.
Destroy when 2 years 01 •
(GRS 1/12. c. )
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ITEM NO. DESCRIPTION OF RECORDS
letters of appreciation and
commendation for performance,
EXCLUDING copies filed in the
Official Personnel Folder.

d. Lists or Indexes to Agency Award
Nominations.

. .Lists of nominees and winners,
and indexes of nominations~

13.

14.

Repo s pertaining to the operation
of the ncentive Awards Program.

of Personnel Actions.
Standard Fo 50 documenting initial
employment, pr otions, transfers
in or out, sepa tion, and all other
individual person 1 actions,
exclusive of those' Official
Personnel Folders.
a. Chronological file opies,

including fact sheet
maintained in personne offices.

15.

b. All other copies maintain
personnel 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).

16. Personnel Operations Statistical Reports.
Statistical reports in the operating
personnel office and subordinate units
relating to personnel management
activities within the agency.

17. Correspondence and Forms Files.
Operating personnel office records relating
to individual employees not maintained in
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AUTHORIZED DISPOSITION

Destroy when sURerseded orobsolete. (GRS 1/12.d.)

Cut off files annually.
Destroy when 3 years old.
(GRS 1113.)

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,
ar observed. (GRS 1/15.)

Cut off 'les annually.
Destroy w~ 2 years old.
(GRS 1/16.)
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ITEM NO. DESCRIPTION OF RECORDS
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

ave been taken.
c. All correspondence and forms.

18. Medical Case
Consist of medical istories, exam-
inations, including aboratory reports,
hospital reports and inica1 inter-
views, and other materi 1 pertaining
to Foreign Service emp10 es and their
eligible dependents and em ]oyees of
other Government agencies ware
participating in the medical d
health programs of the Departme t of
State.

19.
a. Non-SES appointees (as defined

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.
(NCl-59-76-l2, item la)
(Disposal suspended per
GSA FPMR Bulletin B112,
August 5, 1981.)

Cut off files after the
mployee completes 1 year

o acceptable performance
fro the date of the
writ n advance notice of
propos d removal or reduction
in grad notice. (GRS l/23.a. (1»
Destroy up supersession.
(GRS 1/23.a. 2»

Cut off files annu lly.
Destroy when 3 years old or when
no longer needed, whi ever
is sooner. (GRS 1/23.a. 3»
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ITEM NO. DESCRIPTION OF RECORDS
4) All other summary performance

appraisals records, including
performance appraisals and job
elements and standards upon
which they are based.

5) Supporting documents.

SES appointees (as defined in 5 USC
132a(2)).

1) Performance records superseded
hrough an administrative,

j icia1, or quasi-judicial
pro edure.

2) Perfo ance-re1ated records
pertain g to a former SES
appointee

3) All other pe formance appraisals,
along with jo elements and
standards (job pectations)
upon which they e based.

c.

4) Supporting documents.

Presidential appointees.
20. Financial Disclosure Reports.

21. 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 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. LEGISLATIVE AND
LEGAL AFFAIRS RECORDS.

GRS 1/25.

Cut off f es after resolution
of case. troy 4 years
after resolu on of case.
(GRS 1/26.a.)
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ITEM NO. DESCRIPTION OF RECORDS
b. Copies of Complaint Case Files.

Duplicate case files or documents
pertaining to case files retained
in Official File Discrimination
Complaint Case Files.
Background Files.
Background records not filed in the
Official Discrimination Complaint

ase Files.
d.

1) pliance Review Files.
Revi s, background papers and
corre ondence relating to
contrac r employment
practice

e.

2)

Forms requesting agency sistance
in housing matters, such a rental
or purchase.

g. EEO General Files.

f. Employment Statistics Files.
Employment statistics relating
to race and sex.

General correspondence and copies
of regulations with related re-
cords 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).
l} Agency copy of consolidated

AAP(s}.

• Page 60

AUTHORIZED DISPOSITION

Destroy 1 'year after resolution
of case. (GRS 1/26. b.)

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

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»

Cut off files annually.
Destroy when 1 year old.
{GRS 1/26.e.}

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

C off files annually.
Des roy when 3 years old, or
when uperseded or obsolete,
whiche r is applicable.
(GRS 1/ .g. )

Destroy 5 years fr date
of plan. (GRS 1/26.h. l)}
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
2) Agency feeder plan to con-

solidated AAP(s).
Destroy 5 years from date of
feeder plan or when adminis-
trative purposes have been
served, whichever is sooner.
(GRS 1/26.h.(2»Personnel Counseling Records.

a. Counseling Files.
Reports of interviews, analyses
and related records.

Cut off files after termination
of counseling. Destroy 3 years
after cut off. (GRS 1/27.a.)

b. coho1 and Drug Abuse Program.
Reco ds created in planning,
coord ating and directing an
a1coho and drug abuse program.

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

23.
Correspondence, me randa and other
records relating to odes of ethics
and standards of cond t.

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

24. Labor Mana ement Re1atio
a. Labor Management Re1at ns General

and Case Files.
Correspondence, memoranda,
and other records relating t the
relationship between managemen
and employee unions or other gro s:
1) Office negotiating agreement.

2) Other offices.

Cut off files annually.
Destroy when 5 y,ears old.(GRS 1/29.a.(1J)

estroy when superseded or
o olete. (GRS 1/29.a. (2»

b. Labor Arbitration General and
Case Files.
Correspondence, forms, and
background papers relating to
labor arbitration cases.

les after resolution
of case. :stroy 5 years
after final eso1ution of case.
(GRS 1/29.b.

25. Training Records.
a. Training Aids.

1) One copy of each manual,
syllabus, textbook, and

Destroy when supersed ,
obsolete or no longer n eded.
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ITEM NO. DESCRIPTION OF RECORDS
other training aid developed
by the agency.

2) Training aids from other
agencies or private institutions.

b. 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)

c.
Correspondence, moranda, reports
and other records elating to the
availability of tra· ing and
employee participati in training
programs sponsored by ther govern-
ment agencies or non-go rnment
institutions.

d. Course Announcement Files.
Reference file of pamphlets, no
catalogs and other records which
provide information on courses
or programs offered by government
or non-government organizations.

_26. Grievance, Disciplinary and Adverse
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.
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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 pr09ram.(GRS 1/30. b.(1))

Cut off files annually.
Destroy when 3 years old.(GRS 1/30.b.(2»

Cut off files annually.
Destroy when 5 years old or
when superseded or obsolete,
whichever is sooner.
(GRS lt30.c.)

Destroy when superseded or
obsolete. (GRS lt30.d.)

Cut off ·les when case is
closed. stroy 3 years
after case closed.
(GRS 1/31.a.)
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ITEM NO. DESCRIPTION OF RECORDS
b. Adverse Action Files (5 CFR 752).

AUTHORIZED DISPOSITION

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
file includes a copy of the proposed
adverse action with supporting
papers; statements of witnesses;
employee's reply; hearing notices,

ports and decisions; reversal
o action; and appeal records,

- EXC DING letters of reprimand.

Cut off files when case
is closed. Destroy 4
years after case is
closed. (GRS 1/31.b.)

27.
Cut off files annually.
Destroy when 5 years old.
(GRS 1/32.)

correspondence and
nd investigatory

records relating on-the-job
injuries, whether 0 not a claim for
compensation was mad EXCLUDING
copies filed in the 0 icial Personnel
Folder and copies submi ed to the
Department of Labor.

28. Merit Promotion Case Files.
Records relating to the promoti
of an individual that document q lifi-
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.

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

a inistrative needs.
DESCRIPTION OF RECORDS

1.

P curement files (as in Item 4,
be w) documenting the initiation
and velopment of transactions
that viate from established
precede s with respect to general
agency pr curement programs, other
than those overed by Item 13.

2.

3.
Correspondence files 0 operating
procurement units concer ·ng internal
operations and administrat·on matters
not covered elsewhere in th schedule.

4. Routine Procurement Files.
Contract, requisition, purchase 0 er,
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).
a. Procurement 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.

AUTHORIZED DISPOSITION

Send report of files to
M/SER/MO/CRM.

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

1din" offi ce 3 years
th retire to WNRC. Cut
off i1es after final payment.
Destr 6 years and 3 months
after al payment.· (GRS 3/4.a.

Cut off file after final
payment. (C1 e file at the
end of the fisc 1 year,
retain 3 years a destroy,
except that files which
actions are pending hall
be brought forward to the
next fiscal year's fil
for destruction therewit
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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.

5.
F es of reports on supply requirements
an rocurement matters submitted for
supp management purposes (other than
those corporated in case files or
other fl es of a general nature),
exclusive f Department of Defense
Reports re ecting procurement under
exemptions a horized under Section 20l{a)
of the Federal Property and Administrative
Services Act of 949 (40 U.S.C. 481).
a. Copies receiv from other units

for internal pu oses or for
transmission to aff agencies.

b. Copies in other repo ting units,
and related work pape .

6. Solicited and Unsolicited Bid
and Proposals Files.
a. Successful bids and proposals.

b. Solicited and unsolicited
unsuccessful bids'~nd proposals.
1) When filed separately from

contract case files.
2) When filed with contract

case files.
c. Cancelled Solicitations Files.

1) 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
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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
i completed. (GRS 3/6.b.(1))

y with related cnntract
case ·les (see item 4 above).
(GRS 3 •b. (2) )

after date of
• (GRS 3/6.c. (1))
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ITEM NO. DESCRIPTION OF RECORDS
presolicitation documentation
on the requirement, and offers
which were opened prior to the
cancellation, documentation on
any government action up to the
time of cancellation, and
evidence of the cancellation.
Unopened Bids.

7.
and toll slips.

8.
Contractors' yrolls (construction
contracts) subm·tted in accordance
with Labor Depar nt regulations,
with related certi ·cations, anti-
kickback affidavits, and other
related papers.

9. Tax Exemption Files.
Tax exemption certificates
related papers.

10.

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 by relatedaccount. lGRS 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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XVIII. 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
fu re and loyalty of individuals employed by the government; and records
acc ulated by the Inspector Generalis Office pertaining to inspections,
inves igations and audits performed to ensure agency-wide compliance with
Federa law and regulations and agency regulations; to reduce waste and
fraud an to improve agency operations.
ITEM NO.
PART 1. Files.

1.

These files contain Agency Employee ID
photos and cds. The cards are repewed
and new photos ade periodically (5 years).

2.
Personnel security c arance case files
and related indexes ma'ntained by the
personnel security offi of the employ-
ing agency.
a. Case files documenting

of investigations on emp
applicants for employment, hether
or not a security clearance 's
granted, and other persons, s h
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.

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 isapplicable. (GRS l8/23.a.)

c. Index to the Personnel Security Case
Fil es.

Destroy in ac ordance with
the investigat g agency
instructions. (G l8/23.b.)

Destroy with related c e
file. (GRS 18/23.c.)
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ITEM NO. DESCRIPTION OF RECORDS
3. Personnel Security Clearance Status Files.

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

ase files relating to investigations
o alleged violations of Executive Orders,
la ,or agency regulations for the
safe arding of national security informa-tion. .
a. File relating to alleged violations

of a fficiently serious nature that
they ar referred to the Departments
of Justi or Defense for prosecutive
determinat ns, exclusive of files
held by Depa tment of Justice or
Defense offic responsible for
making such de rminations.

b. All other files, e elusive of papers
placed in official rsonnel folders.

5. Contractor Securit Clearance
Files of institutions and organiza ions
performing work for the agency, und
contract, they require an approval
before having access to government
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 & Brad-
street 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
obso 1ete. (GRS 23/24.)

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

Destroy 2 years after comple-
tion of final action or when
no longer needed, whichever
is sooner. (GRS 23/25.b.)

Destroy 5 years after contract
elationship expires.

Destroy 5 years fter contract
relationship expl es.

\
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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 ~ecurity Official files.

and Audit Files.PART 2.
7.

This ries documents the official inspection
and inv tigation cases of the office of
Investig ions and Inspections. The files
contain re rt of investigations and
inspections ·nc1uding violations of title
18 and or oth criminal or civil matters
affecting the ited States, possible
violations of A. D. regulations, and
other related docu ents.

8. Audit Reports File.
The series consist of in ividua1 audit case
files which are filed by ique auditsequence numbers. The case files consist
of: the audit report, corres ondence,
memoranda, audit recommendatio ,and
response thereto.

9. Audit Recommendation Files.
This series is a follow up system on 0 t-
standing replies to audit reports and i
used to assure appropriate implementation
of recommendations. The series contains
both open and closed recommendation files.

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.
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AUTHORIZED DISPOSITION

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

Cut off file after case is
closed. Hold inoffice space for 2 years,
then retire to WNRC.
Destroy when 15 years 01d·.
(GRS 25/3. b.)

Close file after compliance
with recommendations. Hold
for l year, then'retire to
WNRC. Destroy when 6 years
01d •.(r,RS25/4.)

a.Open Recommendations - Close
file upon compliance. Destroy
when 5 years old.

.ctosed Recommendations - Destro:
hen 5 years old.

when no longer needed
rence. (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,
i luding those prescribed by Title 5 of the General Accounting Office Policy and
Pro dures Manual. Copies of some records used to support payments become part
of t accountable officers' accounts, or are accounting posting media. Their
dispos ion may be covered by items in Section XIV. FISCAL MANAGEMENT FILES.
ITEM NO.
l.

AUTHORIZED DISPOSITION

relating to freight consisting of
export rtificates, transit certificates,
demurrage card record books, shipping
documents rtinent to freight classifi-
cation, memo andum copies of Government
or commercial ills of lading, shortage
and demurrage r orts, and all supporting
documents; and i luding records relating
to the shipment 0 ousehold goods.
a. Issuing office m randum copies

other than those 1 entified in ld.
Cut off files after period
covered by account. Destroy
3 years after the period of
the account. (GRS 9/1.a.)

b. All other copies. Cut off files annually
oestroy whe~ 1 year old.(GRS 971. b. )
Cut off files annually.
Destroy whe~ 3 years old.(GRS 971.c.)
Cut off files after period
covered by account. Destroy
6 years after the period ofthe account. (GRS 9/1.d.)

c. Registers and control records
other than those identified in

d. Records, including registers and
control records, 01'\-, internationalshipments of household goods moved
by freight forwarders.

2. Lost or Damaged Shipments Files.
Schedules of valuables shipped,
correspondence, memoranda, reports,
and other records relating to the
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.

Cut f files annually.
Destro Wh)en 3 years old.(GRS 9 .
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AUTHORIZED DISPOSITION
a. Issuing office memorandum copy. 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.)

b. Obligation copy.
c. Unused ticket redemption forms,

such as SF 1170.
Passenger Reimbursement Files.

cords relating to reimbursing
in 'viduals, such as travel orders,
per iem vouchers, transportation
reque s, hotel reservations, and all
support' g papers documenting official
travel b officers, employees,
dependents, or others authorized by
law to trave .

4.

a.

b.
5. General Travel and Tra

files. Cut off files annually.
Destroy when 3 years old.(GRS 9/4.a.)
Destroy when funds are obligated.(GRS 9/4.b.)

a. Correspondence, forms and related
records pertaining to ency travel
and transportation func ions, not
covered elsewhere in this chedule.

Cut off files annually.
Destroy when 2 years old.
(GRS 9/S.a.)

b. Accountability records. Destroy 1 year after all
entries are cleared.
(GRS 9/S.b.)


