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~d~o'nn No. J.115 
Rev'laed November 1951 
Prescribed by General Services ~T FOR AUTHORITYAdministration 
GSA Reir. 3-IV-106 TO DISPOSE OF RECORDS116-103 

(See Instructions on Reverse)

-------------------------------1TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

• 
l&Aft BJUIK 

DATE RECEIVED JOB NO. 

JAN a 1976 
DATE APPROVED 

NC1 - 2 8 6- 7 6 -3 
NOTIFICATION TO AGENCYI. FROM (AGENCY OR ESTABLISHMENT) 

Agency ter Internatienal DevelepMDt 
2. MAJOR SUBDIVISION 

Ottice ot Management Operatiens 
"withdrawn" inc umn 10.3. MINOR SUBDIVISION 

COJaunications and Records Manag•ent Division (11>/CBM) /J
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT. 

..Uetha Pearson 632-9808 
B. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorised to act for the head of thla allfflCY In matten pertainina to the diapoeal of rccorda, 1111d that the reconfa dCKribed ID thla llat or 

achedule of _9__ paaea are propoeed for diapou.l for the reaaOD indicated: ("X" only one) 

A The record• have B The record• will c:eue to have eullicient value 

[!] to warrant further retention on the e,r:piratlon□ ce■aed to have aulli­
cient value to warrant of the period of time indicated or on the occur• 
further retention. rence of the event apecified. 

In accordance with the provisions of 44 U.S.C. 
3303a the disposal request, including amend­
ments, is approved except for ite~s that may 
be stamped "disposal not approved or 

(Date) (Signature of Agency Representative) 

1. 
l1EM NO. 

i. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

TRG - TBG 1.31 Records covering Agen07 activities, 
policies and procedures relating to the tra1u1ug of 
foreign natienals ot recipient countries ot u. s. 
foreign aid. 

See attached schedule tor it--by-it• description or 
records. 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

AID perJMnent records will be offered to NARS when the 
rel~ted records of the Department of State are offered. 
At tre present time this is when the records are from 
25 to 30 years old. ~.1K'"1✓ >),..,..JI 

AID inactive records are usually sent to FARC within 
3 years after cut-off or close of file.~ """" >JAw)6

/ ,I 

http:authori.ed


I 
lo;...a·!"·~, 

• r:t:~KAfWCOOK' 21, Part !II- 1:1-?/"\" 

' \ .. 
4E TRG (p. 1) 

TRAINltlG 

InstructiJns 

This category covers Agency activities, policies, and procedu~es rela~ed to the ~raining o'. coop~r~ting­
country national~. including selection of participants, _p~ann1ng and 1mpl:mentat1on of ~h:1r tra1n1ng 
courses, follow u~ to assure optimum utilization of tra1n1ng, and evaluation of the tra1n1ng program as 
a whole. 

Maintain case files of participant or training projects as a separate file group, arranged alphabetic~lly 
by name of participant or by project number. 

For training programs for Agency employees, see PER 13. 

NOTE: Retention periods cited in this category apply only to records main­
tained by the Office of International Training in il.ID/W and to the 
division maintaining official files of the participant training 
program in overseas officeso With the exception of materitl pertaining 
to administrative mattars such as commodities and contracts and overall 
polic--.f, planning and progrrua documentation, -which are filed under other 
approp:ciate subject ou'1115.nes ir. this Handbook, all other offices <lestroy 
material on participant training -when no longer needed for reference. 

EXCEPTION: Files of the International Police Academy relating to oublic 
safety training programs {terminated in 1974) are official 
AID files. 

d. b. 
FILE RET ~TION F E'RIOD 

ClciSSIFIC;..1!0N D.&SCRIPTION OF R2)'.;0RDS: Al Dlji Ovi~ftS .:::.-\§ 

TRG /,Substantive policy, plru].nin~, program and l'ERMANENT Destroy when obsolete 
evaluative material documsnting tho develop-
ment of methods and procedures for imple-
ment~tion of the participant traini~ 
program, not filed elsewhere in the TRG 
category. 

?. Routine administrative and evaluative 5 yea.rs 5 years 
correbpondence regarding any phase of 
participant training progrnm. l<'ile 
aepara.tely from substantive policy, 
planning and program materi&l. 

• 
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TRG (p. 2) 

b. 
FILE R!:!.i'ENTION PERIOD 

CLASSIFICATION D&SCRIPTION OF R~ORDS: A!D/W 

TRG 

I" 
::>. 

Participant trainee case files, con­
taining PIP/Ps, biodata, call forward, 
notice of arrival, course records, 
reports, etc., filed by PIO/l' number: 

a. One selected file per year for eac~ l'ElRltk!tfHT 
training field (e.g., agriculture,¼f).16t..,,.~'U> 
education, health, etc.) 'f'IA.66tl, 

b. Files for all V.I.P. 1 s and potenti~ P~.i!:Wi 
professional/political leaders. ~~~Wif'° · 

c. Files for all outstanding partici- FB1Hn:N~ 
pants whose achievements are an (/),A~ WN,,,,,v lO 
asset to their country and a ~-a 
testimony to the success of AID a· 
programs. 

•?. 
Y. 

1, 

TRG l ALW!AiKES 

Participant project files of Inter- .,.}Ei1:HMH3?~ . . countries may destroy 
American Police Acadenzy- documenting '1))~~ related PIO/P files at 
each public safety training project, J~l ,tJ.. 
description of course, attendees, 
instructors, etc. 

e. All others 

Qsspaler t I rn ■ /rintouts containing 
summary data for each trainee or 
training project. 

Card files and other summary data 
for each trainee or training project 
(except conputer tapes and printouts 
and reports described elsewhere in 
this outline) • 

/0. Copies of participJting agency 
service agree.Pents ,ind confon11ed 
copies of contr~cts with colleges 
and universities or prcf"'~sional 
societies 1·:i1ich serve to docu11ent 
arrani:iemcnts for ;:iarticip,rnt 
training. 

'1, llaterial reg,nding training 
a 11 m·1ances for expenses, 
maintenance, books, travel, 
equip:11ent and ~uj:>pl ies. 

1· 

5 years 

PERMANENT 

Destroy 
upon trans­
fer of data 
to computer 
tapes 

IA ff!ftM"Jd~ 

OV illSEAS 

Overseas offices des­
troy all ~IO/P files 
after participant 
returns and pertinent 
summary data is trans-
f erred to card files 
or computer tapes, as 
appropriate. 

EXCEPT: Overseas office:.s 
involved in training 
third country partici-
pants from other 

misston discretion. 

Destroy upon termina­
tion of overseas office 

Destroy upon termina­
tion of overseas office 
or when data is trans­
ferred to computer 
tapes at overseas 
office 

Dispcse with pertinent 
vN~~5' case file 

"T'· olJ, 

5 ycc1rs 5 year~ 



£C'fEC7tVE OATE TRANS. MEMO NO. 

AID HANDBOOK Part II I Febru~ry 20, 1975 21:1 

TRG (p. J) 

'd. b. 
FILE CLASSIFICATIOi~: . DESCRIPTION OF RECORDS: RETENTION PERIOD 

AID/W 

TRG 2 AREA OF I').. Surveys, data,. and evaluative PERMANENT 
TRAiiUi~G reports regarding the 

geographical area where training 
1~ accomplished, including
criteria for selection of training
~ites, and procedures applicable 
to each localepollcy and 

TRG 2-1 Host Country 13. Papers regarding' procedures for PERMANENT 
implementing host country training, 
including information and 
evaluations on facilities. 

"-
TRG 2-2 Third Country l't Correspondence and reports PERMANOO 

·relating to policy and procedures 
.. on third country training, 

. ,s,case files of aqreements "PERMANENT 
with national· governments for . 
third country training facilities. 

I <-.Records of Mission in country ii.A. 
giving third country participant 
training covering facilities, 
programs,and overall operations. 

t1.Montbly Report on Third Country Training, 5 years 
U-137, containing information on third 
country training of participants, in­
cluding name of contractor, date of 
arrival, field and type of training, 
country and duration of training and 
program completion. 

I inAID l:'articipants Trained Exclusively in PERMANENT 
Third Countries," annual statistical 
summary report containing information by 
area, country of origin and field of 
training. 

TRG 2-3 United States 11 P~pers ~egarding ool icf on PERMANENT 
• training in the United States. 

TRG 3 CONFERENCE ~(). Papers regarding. c~nferen~es 2 years
ATTE,rnMCE attended by part1c1pants in 

connection with training programs,
indicating number in attendance, 
dates, places,and itineraries. 

File papers regarding individual 
participants in participant's 
case files. 

OVERSEAS 

Destroy when obsolete. 

Destroy when obsolete. 

Destroy when obsolete. 

PERMANENT 

10 years 

3 years 

3 years 

. ·,
Destroy when ·obsolete.· 

2 years 

• 



r TRANS. MEMO 1,0. EFFECTIVE OAlE PAGE kC. 

~•o HAN~OOOK 21. Part II I 21:1 Febr • 20, 1975,____.___....;;;_;..;...:.___;_~_........__:_.:,.:.:.. 

~ TRG (p. 'f) 

·a. b. 
RETEIHIOr~ PERIODDESCRIPTION OF RECORDS:FILE CLASSIFICATION: AIO/W OVERSEAS 

TRG 4 COURSES Material describing training 5 years Destroy when obsolete. 
courses available to participants, 
including prospectuses. 

EXC.f!l>T: For material regarding Public 
Safety training courses, see n·s 21-8. 

For issUBLces, notices and pub­
lications reo training courses, 
see TRG lOo 

If volume warrants, case file by 
technical activity covered by the 
courses (e.g .• agriculture,
cOIIVTlunity development, education • 

..pu~He safet;c, etc.). Material 
may be furtiter broken down by 
title of course, if desired. File 
material on special programs 
tailored to the needs of individual. 
participants and aoproval by rlission 
and cooperating country in the 
participant or project case file. 

SER/IT Correspondence file: 
American professional 5ocieties. 

5 years r~ .A. 

TRG 5 DURATIO.~ Papers regarding length of 
training programs and guidelines 
on desired starting and tenninal 
dates. 

5 years 5 years 

TRG 6 EVALUATION ;2.'-/. (;e111plete~ <jtele9tioP.l'IJires, Reoorts 
and studies used to evaluate 

PERMANENT Destroy -when obsolete. 

effectiveness of training methods 
and techniques in specific fields 
of activity, country, or overall 
participant training program.
Case file by individual evaluation 
study or project if volume warrants. 

TRG 7 FACILITIES Liaison and strengthe~ing of 
relationships with organizations 
which provide training,
hospitality or com11u'lity activity,
and services to participants, 
such as universities, particioating
agencies. manufacturers. and· 
communit·t service grouos~ 

J.5. ao Policy, procedural and evaluative PERMANENT Destroy when obsolete. 
material 

~. bo Routine and ad.mini qtrative 5 years 5 years
correspondence. 

• ~~Hd-+liN't' • Destroy when obsolete.J ?. Case files for individual facilities, /J. MttitAHBJ _ 
arranged alphabetically by name of '2)~(,NTIMV 
facility, field of activity or location._ U, ~ bl/.. 

http:Ejl:je!iti6p.I'IJ;,.es


PAGE'"• , EFFECTIVE 0A1E TqANS. MCMO NO. . . 21, Part III .. 2~~C~-'--Fe_·b_r_u_ar....:y_2_0.:....,_l_9_7 21:1 

4E TRG (p. 5) 

a. b.
FILE CLASSIFICATIO:l: DESCRIPTION OF RECORDS: RETE,'HIO:~ PER 100 

AIO/W ----0-VERSEAS 

TRG 7 FACILITIES '2,.(. Report on Contracts, made by 5 years ti.A. 
{~ont'd) team leaders or managers of 

participant groups concerning 

·-· ~t;~o:4g::~\,:~t;:dici~ ?JJ;/;e-,/Jh • •
TRG 8 FOLWWUP OF ~ er &a re tiuraf PiiUiMffflf'f Destroy when obsolete 

PARTICIPANTS aa1w1ial regarding '1)_1Al;io. ~'l..,Ot,(VJo/4.. 
methods to assure con:-·-7 U 
tinuing contact v.tth 
participants after train-
ing to develop their 
maximum potential. 

sO. "Returned Participants Follow-Up PERMANENT 10 years
Activities", annual report no. U-418, 
containing a summary of all signifi-
cant followup activities carried out 
during the reporting period on re-
turned participants. 

i(. ¥..onthly "Returned Participant 1 year 1 year
Follow-Up Data"~ report no. 
U-1380/6. 

TRG 8-1 Commendations 32.. Papers regarding the presenta- 1 year 
1 year .tion of crnnmendations, certificates 

of achievement, E:tc., and 
arrangements for presentation. 

For coverage of presentation
ceremonies, see INF 8. 

File copies of cormendations 
or certificates in participant 
case files. 

TRG 9 PROCtSS Ii~G 3 3 . Po~ icy, procedures, and Destroy whenguidance papers regardinq
processing of individual Obsolete. 
participants. i"nel1,i.H1,g 
fl'1Cjsa1ot;o11. Cl ti!Oc13Cd lbtih::.-,
t!l,uaRso af ..01-k books, He=: 

Operating files accumulated in 5 years 5 years or destroythe perfoncance of general 
when obsolete.services. incl uciing arr2ngeme'lts 

for visas, security cleJrance5 
maintenance allowance, tra~spo;tation,
health and acciJe~t insurance, 
and other incidentJl services. 



EFFC:CTII/L DATE TRANS. MEMONO:------ -A~_H_A_N_D_BO_O_K--2-1-.-P-a-rt_I_II------,]-c;oc: 
. -2_(2L_.__F_eb_r_u_a_~ry:..-2_0_,_1_9_7_5 21: l 

4E 

TRG (p. 6) 

lo 
FILE CLASSIFICATION: DESCRIPTION OF RECORDS: RETENTION PERIOD 

AID/W VERSEAS 

36. TRG 9-1 Authorization Papers regarding policy, PERMANENT Destroy -when
procedures.and guidance in 
preparation and use of PIO/P's. obsolete. 

3~. TRG 9-2 Orientation and Files regarding policy, PERMANENT Written procedures
Reception procedures, and guidance on originated by over-

Mission predeparture briefing, seas office: PERMANENT 
port of entry and reception
procedures, and or ;entation Other: 6 months 
in country of training. after use ceases, 

31, TRG 9-3 Special (I) Files regarding ,eat;~ PERI~ 2 years
Provisions ppoeeiluri&, ang !!Ui souee ; n f 

participant and dependent
trave 1, purchases, 01mersh io 
and operation of auto~obi1es, 
1n~ome tax exemptions, _ 
interpreter servi~es, insurance, 
waiver of visa requirements, 
and handling of i11ncss and ~t ~ ... i r , tC: Gv On O o.SSJ.gnme:nth e c ses~ ..!~~~ ~& l'1 ,J£ 1 a • ~r~7 ~Y• stor uoon N.A.Auu,-,.-,1 

3l>· Case :i; es con b copy of con- termination ~f 
tracts ruid biodata of individual participant training 
interpreters. program 

S~_Ca?e files containing letters of com- N.A.1 year after 
assignment, vouchers and payroll pletion of assign-_
information for individual in­ ment 
terpret rs. 

TRG 9-4 Visa Lists 'f-0 Visa lists of names of 2 years after 1 year after close 
participants authorized for return of all of FY in which 
entry into the United States. part i ci pantf3 issued. 

on list. 
TRG 10 TRAl1HNG iWTICES'#f>articipant Training Directories, 

news1etters,and other issuances 
prepared for use of participants,
SER/IT,and other AID staff: 

ff. a. R_ecord copy PERMANEJIT iLA. 

t./-lJ!. Distributed copies. Destroy when Destroy -when 
obsoleteo·obsolete. 

4 Policy and procedural Destroy whenJ,:fapers regarding ~r~teria f~r PERMAN.ffiTTRG 11 SELECTIOi~ selection of part1c1pants, 1r.c1~d­ obsolete. 
ing security clearances, acadew1c 
requirements, etc. 

Destroy upon N.A.'-1-f Routine contr.o1 records u~ed in 
return of• participant trainee security •particip~ntclearance. 

http:contr.ol
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TRANS. fi'CMO NO. PAC.E Nd. 

·AIDHANOBOOK 2·1, Part III 
2 • •. -2 :e 

4E 
TRG (p. 7) 

h. 
FILE CLASSIFICATION: DESCRIPTION OF RECORDS: RETENTION PERIOD 

AID/W OVERSEAS 

TRG 11 SELECTI 01~ Case files in overseas offices 
(cont'd) of biodata, English tests, etc., 

used in selection or cancellation 
.. • of candidates: 

45. a. Selected participants Transfer to parti­
cipant case files. 

4(,. b. Candidates not selected 5 years 

TRG 11-1 Language 4?. Participant English Testing and 5 years 
Training Report, Report Control 

~b~, annual, summarizing allU-1380/7 ~ EriglTsh language testing and 
training activities carried on 
for participants by or under the 
direction of the Mission. 

TRG 11-2 i•ledi~al . 4i. Papers regarding scheduling and 5 years 5 years 
.Examinat, ons arranging for facilities to 

provide for medical examinations 
for participants, including 
requirements for medical clearance, 
which are not. filed in PIO/P
folders. 

TRG 12 SPOi~SORS Material regarding training of 
cooperating country nationals 
under other than direct 
A~ency administration and/or
f1 nanci ng: - - • • 

1o/. a. Polley and procedural material PERMANM Destroy when 
regarding AID involvement obsoleteo 

50. b. Other 5 years 

For scholarships and fellowships, 
see EDU 5. 



PAGE NO. EFFECTIVE DATE TRANS. MEMO NO. 

K 21, Part III4.::.2.i)...,~_ ___.__·_F_P._br_u_a_r.:..y_2_0...;,___, 

TRG (p. 8)
"d.. b. 

FILE CLASSIFICATION: DESCRIPTION OF RECORDS: RETEiHION PERIOD 
AIO/W OVERSEAS 

Policy and procedural 
TRG 12-1 Contractors S ( lapers regarding development and PERMANENT Destroy when 

• hdministration of participant obsolete. 
training incidental to Agency
technical service contracts. 

For contracts with organizations 
to provide training to participants, 
see PRC instruction B. 

For general liaison and relations 
with such organizations, see TRG 7. 

TRG 12-2 Independentl,6Z...Papers regarding training /Zr'~ Destroy when 
fin~n~ed arranged or administered by the~ obsolete 
1ra1n1ng Agency but financed from other 

sources. 

TRG 13 TRAiiH1~G AIDS 6°.3.Examples.of training aids developed PERMANENT PERMANENT, if 
by the Agency, including books, developed by
translations, audiovisual, overseas offices. 
and other training media. Destroy those 

received from AID/:-iSubdivide by type if volume 
when obsolete.warrants. 

15,f, Examples of training aids ' Destroy when Destroy wh::>1 
_· JurnisheC: by sources outside AID. obsolete. obsolete. 

·- -

• 
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