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REQUEST FOR 'RECORbS.u SPOSITION AUTHORITY ‘ CEAvE BLANK

‘(See Instructions on reverse)

JOB NO

NC1-286-82-2

TO. GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, OC

20408 DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
Agency for International Development

December 15, 1981

2. MAJOR SUBDIVISION
Bureau for Management & Budget

NOTIFICATION TO AGENCY

3. MINOR SUBDIVISION
Communications & Records Management Division

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
Aundrae M. Teague r-[-82 7Ny
Agency RECOY‘dS Management Offi cer 235-2935 Duate Archivist of the United States v

In accordance with the pravisions of 44 US C 3303a the disposal re
guest, mciuding amendments, 15 appreved except for items that may
be stamped “disposal not approved” or “withdrawn” m column 10

<

6. CERTIFICATE OF AGENCY REPRESENTATIVE

I hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
: ‘ _ “of _=4=_ page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

that the records proposed for disposal in this Request of

1 A Request for immediate disposal.

[x] B Request for disposal after a specified period of time or request for permanent

retention.

o a;;2E2:;:2252;:2322%2222i§;;:2:i'
12/15/81

E. TITLE

Agency Records Management Officer

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

9.
SAMPLE OR

10.
ACTION TAKEN

use as ready-reference sources of i
usually maintained in chronological
number or date of issuance. TFiles

this schedule applies to all files

Agency files as described herein.

1. TELEGRAM FILE

as may be in existance.

CHRONOLOGICAL FILES: Files of extra copies of specific
types of documentation maintained primarily for ease-of-

working files and as such do not have lasting value.
Previous files of this records group were taken into con-
sideration during development of this schedule, therefore,

past, present or future. Provisions of this schedule may
be applied retroactively to all current and predecessor

Chronological files consisting of copies of incoming and
outgoing telegraphic correspondence. Files are normally
maintained by serial number by point of origin and are
kept, for the most part, as a source of easy reference.
For existing files, this description and schedule shall

be deemed to include those chronological files of airgrams

A. AID/Washington Communications Center Master File

nformation. Files are
order by serialization
are considered to be

of this records group,

sent and/or received by the Agency

The master file of all telegraphic correspondence
. In addition to being

7./

MPhLS

s ] . N
115-107 /4 . ' TANDARD FORM 115
Hacbedony Closed 0T z4£z. )

8707 o wuec_é&j

Prescribed by General Services
Administration
FPMR (41 CFR) 101-114



lequest for Necords Disposition Authority-- Continuation

JOB NO

PAGE OF

2y

115-203

7.
HiM NO

8. DESCRIPTION OF ITEM
(With Inctusive Dates or Retentioe Perods)

a reference point for the Communications Center message
analysts, this file also receives considerable use for
investigations, background studies, and research. After
the Communications Center, the primary users are the Office
of the General Counsel and the Office of the Inspector
General. To a lesser degree, the Bureau staffs also use
these files. Most use and/or need for access occurs within
the first seven years of the file life.

opRf@iBes) I SPOSITION: Cut off at the end of the ApnM/ﬁT/
calendar year, retire to the Washington National Records GR5'5éu}

Center three months after cutoff. Bestroymisiietimgadrriylu
Sf=tre—pegtrrrg o ftire—thghblaytpfeemeefife - - - e "
"DESTROY WitEN_Z__YEARS OID
B. AID/Washington Offices ) -
Files maintained in the individual offices of the
Agency's Washington headquarters. Files are maintained as
"easy reference" files.

PR PSR =DISPOSITION: Cut off at the end of the
calendar year, retain in active office space fer=not~none
than—cne additioralygap-therUTSteeyy In all instances,
do not retires Bestroy when dtekoigakmioadad / Yed v 0"
oV 30ene? 1§ Mo fonfey meedad fov veferense.
C. USAID Offices - Communications & Records Offi

PR,

9.
SAMPLE OR 10,
JObL NO ALTION TAKEN

ce

(1) Telegrams exchanged between the AID/Washington
headquarters and the overseas office. Copies of these
telegrams can be located in the Communications Center
Master File.

PREPUSEP=DISPOSITION: Cut off at the end of the nom 841/

calendar year, retain in active office space, for—pot—nors

Shapmome—prddiiorpeaabrerdesdeevs In all instances
do not retire to Washington storage, -decémoy—riren—ro=lengoy
needed=Destre)y whew / yedr old ov Soowev I f

no /0"6'31 Nneeded Fev rveferewee,
(2) Telegrams exchanged between overseas offices

(a) Incoming telegrams received from other
overseas offices.

A ROPEFED=D [ SPOSITION: Cut off at the end of the AON TN

calendar year, retain in active office space,for=net=morne
T In all instances

do not retire to Washington storage, Bestroy when <ae=homeey

needet. ) yeav ofldd oV me Jonfe. meed al Ffov vefédvemce

Sovogy /%

(b) Outgoing telegrams exchanged with other
overseas offices. Washington is not an addressee.

Four coples, Including orlginal, to be submitted to the Nahonal Archives

A

(6

STANDARD FORSE 115-A

Revised Juty 3373

Prescnbed by Genseral Gerv ces
Adnunistiat on

FPIAR (11 Gy 131 11 4



Request {or Records Disposition Authority-—-Coniinuation

JOB NO

7

115-2C3

ITEt NO

8. DESCRIPTION OF ITEMN
(With Inclusive Dates or Retention Penods)

These are Agency master files of the same order as those
maintained by the Communications Center in Washington.
They serve the same purposes and are used by representative
of the same primary user offices.

~HRORBOSGB=PISPOSITION: Cut off at the end of the calendar
year, retain in active office space for one additional year
then retire to the Washington National Records Center.

T

]

AR -
DESTROY WHE :Z YEARS 1 Y
D. Al Other USALD Offices™ o N YEARS OLD

Incoming and outgoing telegraphic correspondence files
maintained by the individual overseas offices as "easy
reference" files.

AROPOEP= DISPOSITION: Cut off at the end of the calendar
year, retain in active office space, for—iob=thornemihaR=orre
b In all instances, do not

T T A A A A= A o o
retire, Mestroy when Jo—dergos—haoadad. / yedv old ov Sopney

1§ mo fowfesr needed Sov reSeremce,
GENERAL CORRESPONDENCEFILE

Chronological files consisting of letters, memoranda, and
other, nontelegraphic, communications media. Files are
normally maintained by date of issuance and are kept, for
the most part, as "easy reference" files.

A. AID/Washington Offices

NOTE: This schedule does not include those corresponder
chron files maintained by or for the immediate offices
of the following Agency executives: the Administrator,
the Deputy Administrator, the Assistant Administrators)
and the Directors of Offices that report direct to the
Administrator. The correspondence chron files of thosd
offices will be covered by the individual office schedul

~RRORQEPA=DISPOSITION: Cut off at the end of the fiscal
year, retain in active office space, fer—pet—fore—thor—one—
addibtomai—yotr—therdrsteey, In all instances, do not

A4 A" anawe A= 2}

retire, festroy when he—tengerncededs / Y3y olef oV
Soomey I'f ®mo Jonjer meeded Fov refevence,
B. USAID Offices - Communications & Records

This office normally maintains the master file of
correspondence - the file that would include the exchanges
with the various offices of government of the host country.

) Four coples, including original, to be submitted to the Na!ic;\.;l Archlves

GEOY jeTy - B rerr,

9,
SAMPLE OR 12

JoB NO ACT T T

AOM B

éR5 D3

”’KI

les.

7K,

Revised July 1372
Prescnbed by Genea
Admmistration

FEMB (WL CFRy Y07 00 8

STANDARD FORM 115-A

Sy

Tes


http:thUon.1I

Request for Records Disposition Authority —Continuation JO8 NO

PAGE OF

4 Y

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9,
AMPLE OR 10.
SJOB SOO ACTION TAKEN

«ARGEGSEE» DISPOSITION: Cut off at the end of the fiscal
year, retain in active office space for six additional
months, then retire & local storage facilities for an
additional eighteen months,&kesmdesbuewe In all instances,

NOTE: This schedule does not include those corresponde
chron files maintained by or for the immediate office
of the USAID Director or other Principal Officer at
each overseas post. The correspondence chron files
of those offices will be covered by the individual
office schedules.

~PROPOSER=DISPOSITION: Cut off at the end of the fiscal
year, retain in active office space, fon—hot=more=bharono
e In all instances, &o not

B aRZaAi e o T
retire, Aestroy when ae—tengen—neededs / Vedr old o~
4eonev I'f mo /oﬂ/fr Necdeyf Sov veSercwce

Raviaione mode fot Sotipoialin 4
Wﬂad,}yamf}.

do not retiremﬂﬁw-"‘“;"lt"’hm
"DESTROY WHEN. s el
C. USAID Offices - All Other i PESTROY: YEARS OL)

iR,

nce

115-203

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

GO TS (- 57 4=787

STANDARD FORM 115-A

Revised July 1873

Prescrnibed by General Services
Administration

FPMR (41 CFR) 101-11 4



