
F\EQUEST ;FOR R,eCORDlsPOSITION AUTHORITY 
~ (See Instruct, s on reverse) JOB	 NO 

£"	 .. If 

TO	 GENERAL SERVICES ADMINISTRATION,
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

1 FROM	 (AGENCY OR ESTABLISHMENT) 

De tment of State 
2 MAJOR SUBDIVISION 

In accordance with the provis.ens 0/ 44 USc 3303a the disposal reBureau of Administration quest, Includmg amendments, IS approved except for Items that/may 
3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Office of Communications,Forei 
4 NAME	 OF PERSON WITH WHOM TO CONFER 5, TEL EXT 

Alice L. Harris	 632-8806 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authcnzed 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 2 page{s) are not now needed for the business of
this agency or Will not be neededafter the retention periods specified. 
o	 A Request for immediate disposal. 

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

C DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE 

1/5/81	 Chief Records Mana ement Staff 
97 8. DESCRIPTION OF ITEM	 10SAMPLE	 ORITEM	 NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB	 NO 

Post Files. 

Consist of telegrams, letters, memorandums,diagrams, 
and reports pertaining to communicationsoperations 
matters such as telex facilities, Communications 
Center cons-rruction, generators, telephone, radio, 
teletype and cryptographic equipment, etc. Filed 
alphabetically by post nameand blocked annually. 

Transfer to hmRC when 3 yrs old. 
Destroy when10 years old. 

Subject Files. 

Consis-cof telegrams, airgrams, letters, memorandums, 
reports, and related correspondence pertaining to 
policy and procedural matters regarding the commu-
nications program overseas. 

a.	 Documentationof communicationspolicy including 
agreements, plans, etc. 
Trans fer to IrlRC when 3 yrs old.
 
Destroy when 25 years o.ld,
 

b.	 Operations documents including crypto authoriza-
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO (WITH 

8 DESCRIPTION OF ITEM 
INCLUSIVE DATES OR RETENTION PERIODS) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

tions, personnel and service matters,
Transfer to WNRCwhen 3 yrs old. 
Destroy when 10 years old. 

"Action" Files. 

etc. 

Consist of communications with posts on routine 
communications operations matters. Filed 
chronologically.

Transfer to I'J~RCwhen 3 yrs old. 
Destroy when 5 years old. 

FOil.. copies, including original, to be submitted to the Nationul ArchivllS 16-69428-1 GPO 


