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REQUEST FOR RECORDS-POSITION AUTHORITY • LEAVE BLANK 

(See Instructions on reverse) JOB NO 

NCl-286-83-16 
TO: GENERAL SERVICES ADMINISTRATION, 
__N_A_TI_0N_A_l_A_R_C_H_IV_ES_A_N0_R_EC_0_R_D_S_S_ER_V_IC_E_,_W_A_SH_I_NG_I_Q_N_,_oc__20__4_08___--I DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 1-14-83 
Agency for International Develop_m_e_n_t____ 

NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

In accordance with the prov1s1ons of 44 U.S C 3303a the disposal reBureau for Africa quest. including amendments. 1s approved except for items that may 
be stamped "disposal not approved" or "withdrawn" in column 103. MINOR SUBDIVISION 

Office of Technical Resources 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

5--//-g,3 
Oat,•Robert E. Gibson 235-2934 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency mmatters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 2 page(s) are not now needed for the business of 
this agency 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 

2 

3 

ATURE OF 

~-14~ 

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

Chronological Files (Telegrams) 

Extra copies of Agency telegrams maintained in chrono­
logical order. Used as easy reference files. 

9 . 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Disposition: Close file at end of the calendar year. NC 1-286- 2-2 
Retain in active office space. Destroy when one (1) year Item 1B 
old or sooner, if no longer needed for reference. 

General Correspondence Chron Files 

Extra copies of general correspondence (letters, memo­
randa, etc.) maintained in chronological order and used 
as an easy reference file. 

Disposition: Close file at end of the fiscal year. 
Retain in active office space. Destroy when one (1) year 
old or sooner if no longer needed for reference. 

General Subject Files 

This series documents the day to day activities of the 
offices and deals with a variety of subjects of the 

Cl-286-82 2 
tem 2A 

AGENCY REPRESENTATIVE E. TITLE 
'....-4"" 

~ Records Management Officer 

STANDARD FORM 115 
Revised April, 1975_II.AS~ _DA:tA CHANGE SHEE'.l: NOI REQUIBJ!E) Prescribed by General Services 

Admm1strallon 
FPMR (41 CFR) 101-11.4 
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f;urnd,ird "Fonn'No. 115-A 
l~f'VbPd Nw:embf'r Hl51 
Pn:.::c:-ibed by Generol iervicecl Admin~strntion 
ORA Hcg. :l-IV-106 

11:;...202 

Job No. ______ Page __ 2 __ 

of __pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE OATES OR RETENTION PERiODS) ACTION TAKENJOB NO. 

technical divisions such as: Agriculture, Rural Develop 
ment, Health and Nutrition, Population, Engineering, 
Environmental concerns, River Basin Development, etc. 

Disposition: Cutoff file at end of the fiscal year. 
Retain in office space for additional two years then 
destroy. Do not retire these files. 

l,tl'o,-f,,,8 
4 Projec;i Files 

These files contain documents relating to projects 
requiring the advice and assistance of the technical 
divisions, such as requests for assistance, problem 
statements, PIOs, contracts, study reports and corres­
pondence. These files, for the most part duplicate file 
found in the projects division. 

Disposition: Close file at termination of project. 
Retain for one (1) year. Then destroy. 

Unsolicited Proposal Files5 

This file consists of proposals and supporting papers 
received from 

Dispositions: 

individuals and outside contractors. 

(a) Successful Proposals, file in 
contract file. 

(b) Unsuccessful Proposals, cutoff file 
at close of fiscal year in which 
proposal was rejected. ~ctaiR fQi;.. 

-9flC (1) ¥-QMF 5Q9Q 8CBt~Bilf--

Technical Papers (Published/Unpublished)6 

These are scientific, technical, academic and profes­
sional journals and reports containing state of the art 
information pertinent to the programs funded by the 
Africa Bureau. These papers should be revieweg..,,~~n~~~~ 
~gto~vals er less, those that are no longer current 
should be discarded, not"retired. 

Disposition : Review~t::'t/~f)~/.{.;:,'r i'l'lk@PJF.!!h,. Des troy GRS 23/6 
when no longer current or in use for technical reference 

GRS 3/6 

(1) Propo... als for 1-;hicl 
a contrac is initiated 
DESTROY vJ en rel2t~d 
contract ·s completed. 
(2) Propo als for whtc 
no contra t is initia.te • 
DESTROY w en 1 year old 

http:initia.te
mailto:i'l'lk@PJF.!!h

