
• • R~QUESTFO~ RECAs DISP~ITION AUTHORITY 
(See ';,structl~ns o~ reverse) 

<""" 0.: 

TO: GENERAL SERVICES ADMINISTRA 

_~NA~TI~O~NA~l...!A~RC~H~IV~E~S~A~NO~IE~C~OR~O~S~~~~~~~O~C~2Q4~' ~08~_-JDATE RECEIVED 

1. FROM (AGENCY OR ESTA8' '''HM .. N 

AGENCY FOR INTERNATIONAL DEVELOPMENT 
2. MAJOR SUBDIVISION CRM In accordance with the provISions 01 44 U.S.C. 3303a the disposal re 
-:-_---':...=:.::::.;:.:L.:.='-=.::..:...._~ ~_4 quest. including amendments. IS approved except for Items that may 

3: MINOR SUBDIVISION'	 be stamped "disposal not approved" or "withdrawn" In column 10. 

. SER/MO/CRlVRJIB
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

Effie ..A ..Hunter .>	 235-2934• 

6. CERTIFICATE OF AGENCY REPRESENTATIVE	 " . .,' 

r her~~Y.certify that I am authori~edto act Jor ,this agency In matters pertaining'to the disposal of the agency's records; 
that the,/ecords. proposed for disposal In this Request of.1 page(s) are not now needed for the 'business of
this agency or will not be needed-,after the retention periods specified. ' . 
o A. Request for immediate disposal. 

00 B Request for disposal after a specified period of time or request fo'r permanent
retention. 

C. DATE	 E. TITLE . r, 

7/6/81	 Agency Records Manaiemeat Of·fieeT 
1, I ~ i. . '~.I '« l, ~ ~ ," I .~ • • 8. DESCRiPTION OF ITEM t. . 10. 

IrEM NO (With tnctuslve Dates or Retention Penods) SAMPlE 0fI ACTION TAKEN 
JOB NO. 

1 FOREIGN DISASTER ASSISTANCE 

ADM[NISTRATIYE FILES 

This series documents the daily administrative needs and 
functions of the Office. The series consist of files covering such subject matter as: general adDinistrative matters, budget planning and approvals, funds accounting 
and general audit instructions. routine housekeeping and office supply needs, personnel related information. pro-curement and contracting instructions and travel guidance

,The files contain incoming and outgoing correspondence (letters, memos. cables, etc.). notices, forms, reports. 
etc. Document classification and file maintenance is in 
accord with AID Handbook 21, Part III instructions with f11es being in an alphanumeric format. The fne media i.s 
paper. 

This Office is not considered to be the office of record 
for any of the subject matter contained In this series. 
The files are of short term usage with the greatest use 
being within three months .of filing. Some periodiCreference, usually once or twice annually, is made to 
the previous years files • rarely is reference made 
beyond the second year. 

115-107	 STANDARD FORM 115 
Revised April, 1975",p,> ~tI-t.,. f:f.'#UItY. PreSCribed by General ServIces 

Adrmrustratron 
FPMR (41 CFR) 101-114 
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ITE~'tm 8. tlESCRlPTION OF ITHI 9.SAMPlE I 10. ACTION 
______ . _ (With Inclusive Dat~~E ~~_~~!_~~~ ._ O_~_J~~~t. TA~__ ~_~~_~3_~~.
 

Disposition: Cutoff file at the end of the fiscal year of
 
creation. Hold in active office space for one year after
 
cutoff then retire to the Washington National Records Center.
 
ofel ~RO addilioiiUl )ea'h __.hstn.oJ LInce Jeals arbl IIlt'lIffc.
 

r.ms.iiol'i ~1i Z~~~~::-..'
---- - -.~. '" 

2 PROGRAM FILES: 

. This series consist of technical subjects. Files contains 
'1' documents relating to disaster assistance in cooperating I. 

countries, that coordinate with International Organization II U.S. Voluntary Agencies, and U.S. Private Sector, Corre-

I spondence consist of Incoming and Outgoing cables, Reports
 

letters, memos, notices etc.
 I 
i 

I
I Document classiftcation and file maintenance is in accord I 
I ' with AID handbook 21, Part III, An alphanumeric format. II IThis Office is considered the office of record of the 

subjects matter contained in this series. I
~RMANEN.:D !:/:!J!;- iDISPOSITION~utoff at the end of the year of 

creation. ~o~d in active office space for 2 years after 
cutoff. Retire to WNRC. g8&~PBY tlCIi (18) lCIU S artel 
at.ofl'":tJlltlr to ,N~If' ..,be" /1fJ)' .., d/~ I~ 

,- YY. 1/.e.Ir.,. (VtJ/. - a_tit ~o c.,.ft.; .) fyY,:l'~II. 

3 POllCY FILES : 

This series consist of letters, memos, directives, etc, on
 
OFDA's policies on natural disasters. Includes conqres-: .:.
 
sional guidelines, GC rulings, etc.
 

. #,w.'DISPOSITION: PERMANENT, Cutoff at the end of.i~e~~e~ year
of creatlon make office cOPl and sen~ originals to WNRC. II offer ttl'1I81 ".,#ttllt 11iI~"'J #11-1 '" f")'~ bll'~.J., >'l"'" rv-.t. -d"~ I ,~ fa to'· J!S. • 0 --, 

4 "PROJECT FILES; --. ..,) ,..,.",.,Y'V. 
Gk Declared disaster file contains documents relating to
 
disaster assistance in cooperating countries. Records con-
sist of such items as disaster declarations, request for
 
assistance, newspaper clippings, news bulletins, project

implementation orders (PIO/Cts, PIO/Tls), Contracts, reports

situation reports, and correspondence of letters, memos,

cables on disasters that coordinate with International
 
Organizations, U.S. Voluntary AgenCies and U. S. Private
 
Sector.
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ITE~·NO. 8. nESCRlpnON OF ITEM 

(With Inclusive Dates or Retention Periods) -
FOREIGN DISASTER ASSISTANCE
 

J?..ERMANE.Nll
Disposftionj\CutOff at-the close of disaster. Hold 2 years
", IIin the file station transfer to ~INRC. J)8&1i¥'~' 1Q ;)!IU·!J aftie;,. 
t..1,.,.1Y ~1;e.f. 0 tt~y ttl ,ltl'1f~S ...-Ae.. ,11 )'",. ~hl ." $" )#~. ~ 
r r (V"I. - a6•.,t '10 C". It.; '3 c.-lt./Jt'l'.l

• Undeclared disasters occur when "disaster" situations 
exist but are not officially recognized as disasters by the 

;American Ambassador to the cooperating country. Undeclared 
/disaster file contains documents relating to other agency
assfstance in cooperating countries. The files consist of! correspondence such as cabl es , 1etters, memos. and reports.

I 

rtf ,'DiSPosition: Cutoff at the close of disaster Hold 2 years in 
.,." file station transfer to WNRC. Qe!l'''8~' Ii yea,s a'Ftie41 

,.11" I , ..1ia'F'F, _~e- ,_, i Imsnwv WIIEN.....!il- YEARS OLQ 

NON RECORD NATERIAl: 

This series consist of Technical Reference Material and 
Reference Material. 

I 
~ Technical Reference material would be documents such 
as maps, drafts, lfbarary, museum and stock of publications,

Ietc. 

!PfSPosition: Destroy when obsolete or has been superseded. 

~ Reference Materfal would be documents such as, obsolete 
1ffrectives, extra copies, chron copies, manual orders. 
notices, reading file, suspense files, routing slips, etc. 

Disposition: Destroy when no longer needed. 
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