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l..EAVE IJI.,AIIIK-~.--------------------------------------------------~---------------------------------REQUEST FOR RECOROSDISPOSITION AUTHORITY Joe NO 

(See Instructions on reVBrre) 
OATE F<ECEIVEDGENERAL SERVICES ADMINISTRATION 02. ~ ~ ~ '&8NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

NOTIFICATION TO AGENC" 

-'i'D~~.J-;:-"'~~~:+:-Ou.l.iUo.loo~- --1	 In aceorcance .."th the cr ov.s.oos of 44 USC 3303a 
the disposal request Including amendments 15 acor cve o 
excsct 'or Item, that may be marked diSPOSitIon rOf 

~~~~~~~~~~~~~~~~~~~~~ ~	 aopro,~" or 'wIthdrawn" In column 10 II no re,or~s 
ere proposed fordlsposal,theslgnstureot t/'leArchlvl$T 
not required 

~50N WITH WHOM TO C NFER	 5 TELEPHONE EXT 

Mama Braden 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In this Request of 5 pagels) are not now needed for the business of this 

agency or will not be needed after the retention periods specrfred, and that written concurrence from the General 
Accounting Office, if required under the provrsrons of Title 8 of the GAO Manual for GUidance of Federal AgenCies, IS 

attached 

A GAO concurrence 0 IS attached, or Q IS unnecessary 

a OATE	 ENTATIVE o TITLE 

Kathleen M Lannon
 
06/15/87 Chief, Records Mana ement Staff
 

9 GAS OR 10 ACTION 
7 8 DESCRIPTION OF ITeM	 SuPERSEDED TAKEN

ITEM 
"JO 

(WI/It I"eiualvlI D4Cr. or Rel.n tzO" p"r/o.u) JOB (NARS USE 
CITATION ONt Y) 

BUREAU FOR INTERNATIONAL NARCOTIC MATTERS 

This chapter provrdes instructions for the maintenance and 
drsposrtron of program records pertaining to International 
narcotics control assistance activrtres which Includes matenals 
on the pchcres, plans and procedures of the program, mter-
agency, Inter-governmental and Inter-organizational liaison In 

the conduct of the program, intelligence reports pertinent to 
narcotic traffic and control, and documentation of specrfic 
projects Records not Identified such as routine administrative 
and operational program flies are contained In Chapter 3 ofthe 
Records Management Handbook, Appendix A 

1.	 INTERNATIONAL NARCOTICS CONTROLS POLICY FilE 

The smqle, central, OffiCial Subject File of the Bureau for 
International Narcotics Matters 

[Excluding administrative, chronological, indivrdual working,
 
information, personal, or reference flles1
 

Consisting Of arrqrarns. conqre ssro nals. correspondence, 
diplomatic notes, di rectives. rna nu aIs, memora nd u ms of 
conversation, plans, reports, telegrams 

NSN 7500-00 6J~ ·4084	 STANOAROFORr.4 IIS,cEI 3·,'15·108 
P·t"'1 r-e rt , 

r Q"'~' a I" I 



~QUEST FOR RECORDS DISPOStTION AUTHORITY - CONTINUATION rO:t~-'"SC; .l~-i7 

7	 9 GAS OR 10 ACTION 
S DESCRIPTION OF ITEM	 SUPERSEDED TAI(ENITeM 

(fITttlll.'d ...... /)Gr" o~ 1t.","N_ h~)	 JOB (NARSUSENO 
CITATlO~ ONLYI 

That Document administration, executive direction, 
management, policy making, procedures, development,
implementation, and pertictoetion In In ternetioriel nercotic 
control programs: 

Relating To: the international narcotic program of the 
Department of State which covers 

Implementation of and advice on International narco ncs 
controls (INC); 

GUidance to chiefs of rrus sr o ns and direction to INC 
coordinators at posts abroad on INC matters, 

Communications with foreign governments (Including the 
negotiation, conclusion, and termination of agreements) 
relating to INC programs, 

Development, Implementation, coordination, and supervisron. 
of INC assistance activrtres, 

Inter-governmental proceeding on INC activities; 

UN Comrmssron On Narcotic Drugs and other international 
meetings and conferences on drugs, n a r co trcs. and 
psychotropic substances 

INC poucies and programs of U 5 AgenCies, 

AUTHORIZED DISPOSITION 

Permanent. Break file annually Retire to RSCafter 3 years for 
transfer to WNRC when 5 years old Offer to NARA when 30 
years old rn 5 year blocks 

2.	 BRIEFING MATERIALS FILE 

2a. Briefing Materials on International Narcotics Control 

Documents used in the formulation of POliCY, procedures, 
quidehnes or other Instructional materials 

AUTHORIZED DISPOSITION 

Permanent File documents With Policy and Procedures File as 
Identified In Itemj.for permanent retention 

115 204	 11"011'Dlilllol, IIIGI~IIII Drl.I""1 10 .. """""ItaG! STANDARD FORM 11!1 A ."Ev 12 ell 
to tho ~"IOf\a1 ",'1:111 .. , ,nd ~ec ..nI. lkIM/l.... p,.."",lbed Dr C;~A 

I'"PMR t4i1 CFR) leI II. 
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"I " GRS OR 10 ACTION 

ITEM TAli; EN 8 DESCRIPTION OF ITEM	 SUPERSEDED 
NO ""til 1Iwr'... 'w D.t., D. A."'"NOft "'rWtJ.) JOe (NARS USE 

CITATION ONI.. Y) 

2b Other records 

AUTHORIZED DISPOSITION 

Destroy when obsolete, superseded, or no longer needed 
for current program operations 

3.	 PROCUREMENT FILE 

PrOject Authorizations/Commodities Contract File 

File consis of records to purchase commodities overseas 
Included are p ect Implementation orders for commodities 

and techrucal description of the commodity
(mcluded as part of Jornt elvlng Report), FS-4S5, Purchase 
Order ReceIving Report an oucher, DS-1773, Purchase 
Authorization, SF-33, Soucrtatron. ffer and Award, OF-127, 
ReceivIng and Inspection Report, GSA rm 6538, Procurement 
Status, bills of lading, purchase or ,offer & award 
sollcrtatron, Monthly Prpelme Status Report, M or embassy
funding documents, award & contracts, m m o d rtt es 
procurement as they relate to narcotics. and ot related 
documents 

3a. mmodities and Technical Services Contracts 

AUTHORIZED DISPOSITION 

Transfer to RSC after ars RSCdestroy 6 years and 3 months
 
after f.nat payment

(GRS 3, Item 4a(1))
 

1 ...ofLUI., ....&.I 
3b ~~~hIt Services Contracts 

Contrac xtra cap,es of only}, general correspo nee,
 
vouchers, con or s monthly reports, security clearances,
 
other related docu ts.
 

Transfer to RSCafter 3 years RSCdes 6 ears and 3 months
 
after final payment. (Close file at the en f the fiscal year,
 
retain 3 years and destroy, except that flies 0 rch actions
 
are pending shaillbe broug ht forward to the next I years
 
files for destruction therewith)

(GRS 3, Item 4a(2)}
 

115 204	 '01/, co pl••• (".hoCil". or1,'nl' ID be ... bm"IOd STANDARD FOAM n, A ."!:v 1201 
10 ~ N.IION1( Anchl ... , I"" iII.CDreil S.",I6I PnrOCribecl by a~A 

FPMR ,41 ClI'RllOI 11. 



F\EOUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION
 

g GRS OA 10 ACTION 7 B DESCRIPTION OF ITEM	 SUPERSEDED TAKE'"ITEM (JrItII (rt.elwlw Da .. , o. 1tct."HOft hr1od.f)	 JOB (NARSUSENO CITATION ONL.Y) 

4 SOLICITED AND UNSOLICITED BIDS AND PROPOSALS FILE 

4a. 

Destroy with related contract case file 
(GRS 3, Item 6) 

4b	 ited & unsolicited unsuccessful bids & proposals 

Destroy when related contract IS completed 
(GRS 3, Item 6) 

Destroy with related contract case frle. 
(GRS3, Item 6) 

5	 COUNTRY FILE 

Consists of telegrams. a i r qr a m s, memorandums, 
correspondence, reports; stanstrcs: studies, surveys, and other 
documentation of bureau nart.crpatron In International 
narcotic control programs & projects, In a specific country,
conducted by INM Includes material on the pohcies, plans and 
procedures of country programs and projects, Interagency, 
Inter-governmental and Inter-organizational lrerso n In 
program/project development and Implementation, and 
duplicate copies of program agreements and contracts for 
commod rtres and services fo r p rag ra rn/pr oj ect su p port 
Ortqmal contracts are Identified In Items Sa and b 

AUTHORIZED DISPOSITION 

Permanent Block annually Screen flies and destroy duplicate 
mformatron Retire to RSCwhen 3 years old RSCtransfer to 
Federal Records Center when 5 years old Offer to National 
Archives when 30 years old 

11 S 204 4"011' OItClIDo, 11I4!I_1"1 1M!	 STANDARD FORIIJII115· ... rREv 12 ell Dr1,,"., t e ",,,,,,"ted
to tfkI H.llo ... 1 A .. ", ... , ."" III_coral ...... 10.0	 Proscr'l>eO D\f GSA 

IFPM" (411 CF"R) 101 11 Q 



80 d ltilO1 , 
IJl ..~1E.ro. '*0."UQUEST FOR RECORDS DISPOSITION AUTHORITV - CONTINUATION N J ,c:;q ~g~-17 S 0" S 

It OAS OA 10 ACTION7 8 DfSCAlnlON OF ITEM ~UPEASEOEO TAICEI\iI~JoII "'fa ,.".".. De ..... a.."tIcM "...) JOB (NARSU$L40 CITATIOI\iI ONLY} 

6. INTERNATIONAL MEETINGS FILE 

File consists of documents relatmg to International meetings 
and conferences on drugs, narcotics and !sychotroPIC 
substances and related information of the Unite Natrons Drug 
AgenCIes 

AUTHORIZED DISPOSITION 

Retire to RSCwhen 3 years old. Destroy when 5 years old 

7. U. N. COMMISSION FILE 

U N Comrrusston on Narcotic Drugs - File consrsts of DOS and
 
duphcate copies of U.N. documents concernlr;{ drug abuse
 
control, narcctics, conferences and meetings an other related
 
documents.
 

AUTHORIZED DISPOSITION 

Transfer to the RSCwhen 3 years Destroy when 5 years old. 

AVIATION FILE8 

File consist of documents relating to. Admrnlstratlon, (budget
 
and personnel). aircraft data, aircraft utilization, air wIng,
 
avratron advisers, countries, environment, herbrcides,
 
maintenance advisers and mechanics, other agencies,
 
pilots, procurement actions, production astirnates, publrc
 
drplomacy, rapid development force, special projects, talking
 
papers, etc 

AUTHORIZED DISPOSITION 

Retire to RSCwhen 3 years old. Destroy when 5 years old 

* * * 'If * * * * * 

All changes to thlS schedule ~ade per

conversatl0n of Aprll 8, 1988 between
 
John Cruce, FAIM/ru1 and Dav~d Langbart,
 

NIRM. ~ AL~/f.J'IR.~
'+/11/" 'it 

fTANDARD JlOAM 1'~ 1/1. , .. E" 12 III 
Pr~rlbed 0,. GS'" 
"""A C-I CFIIII 101 II ~ 


