
LEAVE BLANK.~EOUEST FOR: REtof!olsPOSITION AUTHORITY 
•(See Instructions on reverse) JOB NO 

NCl-286-82-2 
TO. GENERAL SERVICES ADMINISTRATION, 

---:--==-::N-:-:AT_IO-:-:N:-:A_L_A_R-::-CH_IV_E-:-:S_A_N_D_R_E_CO_R_D_S_S_ER_V_IC_E_,_W_AS_H_IN_G_I~QN_.:_,_o_c_2_04_0_8__---l DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT)
Agency for International Development December l5, l981 

NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 
Bureau for Management & Budget In JCCO'dance with the prov111ons of 44 us C 3303a the disposal re 
--------=--------=---------------! quest. including amendments. 1s approved e~cept for items that may 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10 

Communications &Records Management Division 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

Aundrae M. Teague
_Agency Records Management Officer 235-2935 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authori~ed to ac_t for_this agency in matters pertaining to the disposal of the agency's records; 
th~t the records. proposed for disposal 1n this Request of -4- page(s) are not now needed for the business of 
this ~gency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

[i] B Request for disposal after a specified period of time or request for permanent 
retention. 

7. 
ITEM NO 

1. 

E. TITLE 

Agency Records Management Officer 

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

CHRONOLOGICAL FILES: Files of extra copies of specific 
types of documentation maintained primarily for ease-of­
use as ready-reference sources of information. Files are 
usually maintained in chronological order by serialization 
number or date of 1ssuance. i:iles are considered to be 
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, 
this schedule applies to all files of this records group, 
past, present or future. Provisions of this schedule may
be applied retroactively to all current and predecessor 
Agency files as described herein. 

TELEGRAM FILE 
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 airgram 
as may be in existance. 

-A. AID/Washington Communications Center Master File 
The master file of all telegraphic correspondence 

sent and/or received by the Agency. In addition to being 

9. 
SAMPLE OR 

JOB NO 

10. 
ACTION TAKEN 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



• 

J0£1 NO 11'" r r o:· 
_n_c_ci_u_c_.::;t_f-.-o_r._n_0_.c_o_;c_1s_D_is_r_o_::-_,it_io_r_1_/\_l_1t_;,o_r_it_y_-_-c_o_n_ti_n_u_a'_.i,_)r_1_______.________,_________ . j'~ • 1/ 

1. 8. [J[ scnif'TION OF IT[~.I 
II! M f-JO (VV,th lnclu~.ive D.1.tl·::. or np:en!1GP F"'L r,oUsl 

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. 

-fJft8P09E8 DISPOSITION: Cut off at the end of the 

9. IS/\Mf'I f (Jn ,o. 
JOIJ NO N.., T10'J l M<:l:N 

p,t184Jr. 
calendar year, retire to the Washington National Records Lv/lS 1~ 
Center three months after cutoff. .Qes4as9y ;i.fh10 J;i.nu01) P 

o4Q:f til.e begi111ri119 of tl.e @~91,tth yur afte. catof4i-.-········•·,..,-;;,:!\'l
~msmov.·WHEN:Z:nARs·m:n •\ 

B. AID/Washington Offices • ~, 
Files maintained in the individual offices of the 

Agency's Washington headquarters. Files are maintained as 
11 easy reference" files . 

..PfWPO:SED DISPOSITION: Cut off at the end of the 
calendar year, retain in active office space~. 11ot "1812@ /Y.~. 
tbilr ore additior;1;i.J yga12 tl.211 c:lbL:8;:., In all instances~ 
do not retire.Jlestroy when R'iil Jooger nndao,I }'etJ., 11/.,_ 
,r , ••.,._~ If .,,., /ow/•-, .,,,t!,J•-1 {•t1 .,~fe.•e-•&• 
C. USAID Offices - Communicatioris & Records Office 

(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. 

•PfitOt CJ:SED DISPOSITION: Cut off at the end of the 1tfJA8-' 
calendar year, retain in active office space.,~r fl9t Rl'iilr'iil 
~Rtu~ enc aeleli tiu .. al ;e1112 t:lie .. elcst1 oy. In all instances 
do not retire to Washington storage,~~~.,,...'l"l'ff~-111'1!~"8i41ii~~ 
w.eelw.lJ~,e.·uf •lt&1t I )N!!l, dltl/ dY .Soo11e., lf-
-,,,c, /o .,, C11"" -,, • -eJ e,;/ f-•., ., ~ f ere:" ,e,.., 

(2) Telegrams exchanged between overseas offices 

(a) Incoming telegrams received from other 
overseas offices . 

..af fl10f09EB DISPOSITION: Cut off at the end of the 1ttJAf.,/,lr, 
calendar year, retain in active office space.~8r Mot "181"@ 

..t.J;:m 8M@ addi tio,ml yea. tl,rn elcst. 8)'• In all instances 
do not retire to Washington storage. Oestroy when~~~~~ 

~M@de-&. / )'t!~7 o/J o-¥•• /4.,,4',-, •••J-.f fo'f -rel 
_,....., If 

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

115-203 Four copies, lncludlnu orluln;il, to b~ s1.,!;,rni~ted to the r..;.,:1un.1t ArchiVP3 ST/\l-/11MlD ~O,';'.I 115-A 
flpviscd Jv1/ 1-1 ,· .: 
Prescril•ect !JJ C,i:.-1':...'<:tl Sc-r>1 ces 

/\(!1111rn•-;t1;t• vf' 

FPl.ffl(ttU,lili>l 114 



J08 NOflequ,~st for llecords Disposition Authority--Continuation 

7. 
lfLM NO 

2. 

9. 
o. nrscnlf'·r10N OF nu.1 1'.>Sl\tAf'L[ OH 

(VV,th lnclus11Je 0dtt.. c; or nf'tt•nt1on rerwd•,J J0!3 NO 

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 representatives 
of the same primary user offices. 

PAOPO,6Baf}!SPOSITION: Cut off at the end of the calendar 
year, retain in active office space for one additional 
then eti e to the Washington National Records ter. 

D. 

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

s?ROFe!!eB DISPOSITION: Cut off at the end of the calendar - .arr11\, 

year, retain in active office space.£Q12 Ftet 1sne1@ tlilaR e1~e 

additioRsl )'Qil2 :el.rn deStrs;•. In all instances, do not 
retire. •es troy when ro ]QR§Ql'1 Reeded_/ Ye•.., olt/ orr -4• ,,,..,, 
J f .,,. l0116tu -,,e~J~6' for, ,-•fe,.e,ue.. 
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 corresponde ce 
chron files maintained byor 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 thos 
offices will be covered by the individual office sched les. 

PRBPBOEB DISPOSITION: Cut off at the end of the fiscal 
year, retain in active office space ~1• fH3t: HJ81"@ Uteil'l 9RQ 

adiilitie11sl ;ses1 llieli dest.e)'• In a11 instances, do not 
retire.,-estroy when .A@ lol'l~!HI RQ@de-e, I year ol./ or' 
.So•>,e.,, 1·f #lo /•111/,,,, ~•~-'•~ F-.,.. ,-rfe..,••c.•., 
B. USAID Offices - Communications &Records 

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

----- ---- -- -- - - ---- -- ~ - ---- ------ - . ---- --- - -- - ----- --------- ---- -- - - -- ---- - - -
Four copfes, lncludln[J orl9ln;,I. to b,:, sut>rnirtiod to the fh!ion.tl l\rchlv.-s STI\ND,\RD FOf!U 115-A 

lkv1$NI July 1•I.: 
Prcscr1l•1:rf b/ (i('...,t-· J ,s.:-.•._ c~s 

/\ti r,11 n Is! ( ,1 t 1~i r' 

( , I { l j , '; , ( t - ~. •• • • 1 ' , Ff'l,lH (-11 crH; 1~ • - •.• ~ 

http:thUon.1I


PAG:: OFI JOB NORequest for Records Disposition Authority-Continuation t/ 1,/ 

9. 
7. 10.8. DESCRIPTION OF ITEM SAMPLE OR 

ACTION TAKEN(With lnclus1Ye Dates or Retention Periods)ITEM NO JOB NO 
------1------------------------------ -------+----+-------

PRQ~QGG~ DISPOSITION: Cut off at the end of the fiscal 
year, retain in active office space for six additional 
months, then retire Cb local storage facilities for an 
additional eighteen months.thin deatrey, 1n all i~stances, 
do not reti ret'l@i;rliroy ;,l.rn no -:1 onge1 necdcazJ"''S/,111/f•91•~· 

~",JI 

•;.-

C. USAID Offices - All Other ;,:,mm1>'ifWHE:N~:v:sm'ot1). ::~ 

NOTE: This schedule does not include those correspondence 
chron files maintained by ~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. 

A11l8POJEB-DISPOSITION: Cut off at the end of the fiscal 
year, retain in active office space.~or AO• MOI@ ,haA gn~ 
.additio11al yee12 ,h@A ioct12ey In all instances, ~o not 
retire.llestroy when .-8 1011~01 nui1i, / )'e,,, t1l,f 1111"" 
$•0,,e111 if ~o /on/"~ ~e~J~lf' for, ,,~J,re•C.. 

~./{, 

Four copies. including original, lo be submitted lo the National Archives STANDARD FORM 115-A 
RCYISed July 197~ 
Prescribed by Ger-~ral Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-203 


