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NC1-286-82-2 
TO. GENERAL SERVICES ADMINISTRATION, 

~==-=N~AT_IO~N:-:A_l_A_R-::-CH_IV_E-:-S_A_N_O_R_E_CO_R_D_S _S_ER_V_IC:....::E~,_ ...:.-W_AS.::..:.H.:..:...IN..:..:G=-=--r.:::.:QN..:..:..-=D:..::C--.:.2~O_4..:..:0~8 -----l DATE__ RECEIVED 

(AGENCY OR ESTABLISHMENT)for International Development December 15 1981 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISIONBureau for Management & Budget In accc-dancewith the provrsions of 44 USC 3303a the disposal re -----'----~------=~-------------l quest, including amendments,IS approvedexcept 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 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 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

Records Management Officer 235-2935
 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authori~ed to act for .this agency in matters pertaining to the disposal of the agency's records;
th?t the records. proposed for disposal In 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. 
o A Request for immediate disposal. 

Cil B Request for disposal after a specified period of time or request for permanent 
retention. 

E. TITLE 

Agency Records Management Officer 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO 

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 lssuance. ~les 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. 

1. 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
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8. [II scnuno» or IT[~,\ 9. ISliMP! f on 10.
(VVlth Inc1u:.!ve D.l.tl':':' or np:en!IGP F"l ilousl JOIl NO .\'..-TIO·J lM:I:N 

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.
 

-fJfit8P8SEB DISPOSITION: Cut off at the end of the PA841r.
 
calendar year, retire to the Washington National Records LV~'~
 
Center three months after cutoff. .Q~s1!\e9';' ifhl2 JiRbl81)
 P 

04Q:f th~ beg ililll II 9 0 f bh e 8i9At R JUt r 8 r t~ i Cr!to r..c : •.•• '.'''0,:i\J 

r:msTiOV.'WFrnNZMOOtS'm:n" \ B. AID/Washington Offices '~' 
Files maintained in the individual offices of the
 

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

-PROPCJ3!!rJ DISPOSITION: Cut off at the end of the
 
calendar year, retain in active office space~, 1I0t (;18128jV.~.
 
tRiQ Me addiHor;lil ygji12 the" desli8j4 In all instances'.J
 
do not reti re , 'estroy when IW J orgor peed88., J'etJ" ./~
 
,,- ~•• -&~ If ." .. 10..,1•., "~,J.'"{." "~fe. ..... "· 
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.
 

PRB' C531!rJ DISPOSITION: Cut off at the end of the 
,calendar year, retain in active office space ..~I· flst Rlgrg 

~~H1M eli~ aeleli tiu"al yap !I:e" elcstl OJ. In all instances
 
do not retire to Washington storage,~~~~~~~~~~~

Wi<eelw."~,C'uf -It.,. 1 )N!!l, dltJ/ dY .so."e., II-
.-"d 1."1e" ..",'#I-eJ e_ ,.. ., .,f! f e rC" Coer,. 

(2) Telegrams exchanged between overseas offices 

(a) Incoming telegrams received from other
 
overseas offices.
 

coflUH89E8 DISPOSITION: Cut off at the end of the IttJAf41f,
 
calendar year, retain in active office space.~8r Met (;18r@
 
.. addi tiblidl ycai tllen elcst: BY. In all instancestJ2?M 8M@
 
do not retire to Washington storage. "estroy 't/hen<oliM~"""i'@t@'¥t
 

.JWH!Seo&. I yt!~7 dlJ o-¥"" '/0"" • ., 9I •• J-.t I•.,7tl 
"...." If 

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

115-203 Four cop le s, Incllldinu orlgln;}I, to be sv!Fni~ted to the r";·,:IOflJ1 ArchlvP3 STlll-illl\'lD ~OM'.\ 11$-A 

Hr-viscd Jv''I 1) t: 
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9.7_	 a, nrSCf11F'-fION OF IIU.I Sf,tAf'L[ Of!
 
IflM NO (\-\llth tnclusive Od~t·c:. or f1f'tt'ntlon Perl()(~',J
 JO[l 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. 

;	 . - .. -.. -----.--;r' 

D. All Other USAI D Offi ces,:.mSnmy; -Wm:N2ifEAYsp~";\(' 

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

reference" files.
 

¥RBFe!J1!8 DISPOSITION: Cut off at the end of the calendar ,H,If,
 
year, retain in active office space.£Q12 A8t IMi@ t~iR 81'@
 

.a.iilQi1;isfisl )'QiIPtl;ell destr8)'. In all instances, do not
 
retire •• estroy when no lQR!!jQ)QRQQdpd., )'C4., .ltI drr s- " ..",
 
If.". IOll6tu ."e~jr~ f." ....fe~••ue.. 

2. 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 by-oi for the immediate offices 
of the followi nq 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. 

PR8P80E8 DISPOSITION: Cut off at the end of the fiscal
 
year, retain in active office space ~l· Ret H-ler@ tlotaR 9RQ

oi'iil'iiliti81i81 Y@SI tlleh desLt8)'Q In a1l instances, do not
 
reti re. ,estroy when 1ef4~!i1l2 RQiHleoe yea y .,./ 0'"
oA@	 ..I 
$o•• ~" ,.f _0 1.",1,,, ~e~J.-I f-....,.rfe~ •• G-".. 
B. USAID Offices - Communications & Records 

This office ~ormally maintains the master file of
 
correspondence - the file that would include the exchanges

with the various offices of government of the host country
 

----- ---- -- -- - - ---- -- ~- ---- ------ - - ---- --- - -- - ~---- --------- ---- -- - - -- ---- - - -
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Request for Records Disposition Authority-Continuation I JOB NO PAG!: 

t/ 
OF 

~/ 
7. 8. DESCRIPTION OF ITEM SAMp 

9 
LE OR 10. 

ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTiON TAKEN 

--------4------------- ---- - --------------- --- -_._---- ---

PRQPg£E~ DISPOSITION: Cut off at the end of the fiscal ~..N:".year, retain in active office space for six additional

months, then retire Cb local storage facilities for an
 
additional eighteen months.thlA dOitroy: 1n all ivstances,
 
do not retiret'i!!81iI'I!IY "I;e" iio -:l eiige. iiecde8Jr~SI"'lt • ..,.~. -;;P
 

C. USAID Offices - All Other ;rlmm1)~-:MmN~:vEARS'~'::~ 
NOTE: This schedule does not include those correspondence
chron files maintained by or-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. 

"'''6rO!lEB-DISPOSITION: Cut off at the end of the fiscal ~.~. 
year, retain in active office space.~or A81i MOI@ 1i~aA gg~ 

oils8itiolial )@Sl' 1i~@M i8Stl'OY In all instances, ~o not 
retire_lIestroy when ~8 lOli~ll Muili: I )'eir tile( 4Y" 

$_0".", if ~() /tI"I"~ ~e~J~1I'yo" "eJ'¥lIlN'" 

_______ -'---- L... --

115-203 Four copies. including original, 10 be submitted 10 the Nalional Archives STANDARD FORM 
Revised July 197.; 
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