REQUESTJJJR AUTHORITY B T

JOB NO

29 -75 - 3

TO DISPOSE OF RECORDS DATE RECEIVED
(See Instructions on Reverse) ocT 3 1 1974
TO: GENERAL SERVICES ADMINISTRATION, NC
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFI

CATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Department of State

2. MAJOR SUBDIVISION
Bureau of International Organization Affairs

drawn’ (n column 10.

3. MINOR SUBDIVISION
Office of Executive Director

. 4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
Lawrence T. Springer 632-8806 /(- 15-75
6. CERTIFICATE OF AGENCY REPRESENTATIVE: Date Archivist of the United States

in occordance with the provisions of 44 U.S C 3303q the dis-
posal request, including amendments, 1s approved except for
nems that may be stamped '‘disposal not approved’ or * with-

-

| hhrdby certify that | am outhorized to act for this agency in matters pertaining to the disposal of the ogency's records, thot the records proposed far disposal in this Request of
. page(s) are not now needed for the business of this ogency or will not be needed ofter the retention periods specified

2847 N ML 10, bupfuli bt

(Date)

[ (Signature of Agency Representative)

(Title)

7.
ITEM NO.

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

9.

SAMPLE OR 10.
508 NO.  |ACTION TAKEN

/1

/5.

Duplicate Personnel Records

Copies of application forms, personal histroy statements
and other documents duplicated in Official Personnel
Folders, including memoranda and communications relating
to personnel of the IO bureau or other administrative
unit maintaining the records or to the eight missions
administered by the bureau. Official record copies of
all papers affecting an employee's status or pay are
maintained by the Department's Office of Personnel and
Office of Finance.

DESTROY 1 YEAR AFTER EMPLOYEE DEPARTS FROM BUREAU OR
MISSION.

Staffing and Complement Records

Reports, memoranda, communications, lists and worksheets
regarding the staffing of offices or missions, requested
changes in adjustments in staffing and other related

matters.

DESTROY 2 YEARS AFTER CIOSE OF FISCAL YEAR IN WHICH
PREPARED.

Administrative Subject File

YT

Communications be e n IQ Bureau its missions (pg. 2
Copy Yo /%encx/w WNRC ) hj5j{23

STANDARD FORM 115

Revised November 1970
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9

7. 8. DESCRIPTION OF ITEM g 10.
{TEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMELE OR ACTION TAKEN
regarding ad;{histrative procedures, supplies, equip- S
ment, fiscal operationg, personnel, quarters, buildingr,
records and other administrative matters, Mostly in-
formation copies of communications, action copies
being in files elsewhere in the bureau.
|
|
| DESTROY 5 YEARS AFTER DATE OF MOST RECENT DOCUMENT
| IN FOLDER.
4, IO Bureau and US Mission Budget Estimates |n0¢'7444z
| w24
Budget estimates and justifications, with relatec :
communications concerning their preparation sub- |
mission and transmittal, f
i
! a. Original estimates and justifications. ') g Thon
Mol Lemupwend Took Lo P 28l S lecs  Luttfr

Budget Working Papers

?cf Co /1»",49l w 20 re¢rs o,
b. Copies and related communications. i

DESTROY 3 YEARS AFTER CIOSE OF FISCAL YEAR COVERED.

Rough worksheets, IBM listings, adding machine tapes a
miscellaneous reference materials and related memoran-
da accumulated in connection with the preparation of |
budget estimates and justifications. Included are

extra copies of papers described under Item 2 above.

DESTROY 3 YEARS AFTER CIOSE OF FISCAL YEAR COVERED,

Chronological Correspondence Files, maintained by
bureau and lower level executive and administrative

operating units pertaining to their internal operationb

and administration.

DESTROY WHEN 3 YEARS OLD, |

I -

FTour copies, including original, to be submitted to the National Ryxchives

16—59428~-1

oPO
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ITEM NO.

8. DESCRIPT!ON OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9.
SAMPLE OR
JOB NO.

10.
ACTION TAKEN

/s

V 9

General Services Records

ment for expenditures (SF-1164), visual services

report of excess personal property (SF-120), job re-
quests, bureau biennial records reports, and other re-
lated documentation of services and supplies.

DESTROY 2 YEARS AFTER FISCAL YEAR IN WHICH ACTION
IS COMPLETED,

Budget Policy and Procedure File for International
Organizations

Contains original drafts of budget submissions to be
presented before OMB and the Congress. Estimates and
justifications for the formulation of a budget of US
contributions to the UN and various other international
organizations,.

w’”a. Original estimates and justifications
( fé//’/"/VE‘,«/r qusfer to F/?C QFCC/ /0/61"-5

......

COFELE £o SVBRS wher 30 redrs o)
b. Copies maintained by bureau or subordinate units

DESTROY 3 YEARS APTER CIOSE OF FISCAL YEAR COVERED,

Budget Execution and Payment Files for International
Organizations

a. Incoming telegrams, airgrams, memoranda and other
correspondence requesting the allotment of funds
to the UN and various other international organiz-
ations,

DESTROY 5 YEARS AFTER CIOSE OF FISCAL YEAR COVERED.

b. Authorization records of US allotments paid to the
UN

Copies of vouchers, bills, letters of credit and
other posting and control media authorizing the
payment of US allotment funds to the UN and various

other international organizations.

Includes requisitions for supplies (DS-1659), reimburse:

project requests (SF-1141), requests for printing (DS-5)

v -yed-16
Ao 74~

Do At
2o MAhog”

Four copies, including original, to be snbmitted to the National Azchives

16—50428-1

aPO
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rm74 NO. witH |chl}s?vazs%ilrgl?>: g;rg-mu PERIODS) SAMPLE OR ACTIObj{O.TAKEN

DESTROY 4 YEARS AFTER CIOSE OF FISCAL YEAR IN WHICH
PAID, OR 5 YEARS AFTER THE LAST DISBURSEMENT MADE
FROM FUNDS APPROPRIATED IN THAT FISCAL YEAR, WHICH-
EVER COMES LATER.

v’ 10, Annual Report to Congress on Contributions b
///V-"H’q /
Reports, statistics, memoranda and other related ;d;m lc
papers and correspondence concerning US payments
to the UN, UN Special Programs, Specialized Agencies, |4, &
Inter-American Organizations and proposed AID programs /w/ﬁ/§f

RETAIN PERMANENTLY. RETIRE AFTER 5 YEARS TO RECORDS
SERVICE CENTER. 0 f§e, Co watuny Avchives 25ter 5"4)’94/}(

11, Arrearage and Financial History Records
- 16 y-16
p Telegrams, airgrams, reports and other correspondence

|,pd?f on non-paying countries, payment of arrears, purchases o Ta
and pledges of UN bonds and Congressional inquiries
and reports to Congress on these matters.

PERmpyenT Tiamfer o FRC 3fte. J0years lw/pr

0 ffcr to AK”K} ;vﬁrn ){)@ars t%f

Four copies, inclanding eriginal, to bo submitted to the National Archives 16~59428-1  arPO



