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Mr. Raymond A. Mosley 
Director, Records Disposition Division 
Office of Federal Records Centers 
National Archives and Records Service 
General Services Administration (NCO) 
Washington, DC 20408 

Dear Mr. Mosley I 

9 May 1984 

~he attached SP 115, Request for Records Disposition Authority, 
classified Confidential, is sua-itted for approval. , 

In accordance witb our agreed procedures, descriptive information 
(other than file series title) is not included on tbe SP 115. ~he full-text 
schedule, classified Secret and cited by number on tbe SP 115, is maintained 
at CIA for review by designated NARS appraisers with appropriate national 
security and liaison clearances. T~e approved full-text scbedule,will be 
transferred eventually to NARS as part of our permanent record holdings. 

Also attacbed for reference is a copy of our letter of 14 December 1981 
and the NARS response of 6 July 1982, which together outline requirements 
for safeguarding SP lIS's submitted by the Agency. 

Agency Recor s nagement Officer 
FOIA(b)3 - 50 USC 403g Sect~on 6 of the CIA Act of 1949 

Attachents: 
SP lIS 10-84, dated 9 May 1984, orig , 1 cy 
CIA letter, dated 14 Dec 1981, 1 cy 
NARS letter, dated 6 Jul 1982, 1 cy 

UNCLASSIFIED WHEN SBPARATED 
FROM ATTACHMENT 

SIINRBEtfIW 

> 



COWIIUilU'ff1t!i 

.• '-_ ....... I.J~. -DISPOSITION ~WTHORITY lEAVE BLANK 
, .- (See Instructions on reyerse) -::; '.: 

NCl-2.63-84-13 
TO: GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGlQN. DC 20408 DATE RECEIVED 
1. FROM (AGENCY OR ESTABLISHMENT) 6-07-84 

Central Intelligence Agency 
- NOTII"ICATJON TO AGENCY 

2. MAJOR SUBDIVISION 

10-84 ;~ dc:o~d.:mce NtU", tre r.r:::'.i$:~';s. VI .:.: ",SC 3303:: ~~~ j;s?:,saJ :e' 
quest. including amepOments. IS ay~·G .. iiC ~,;<:: ';. t:''':;; {r."t may 

3. MINOA SUBDIVISION oe stamped "disposal not apilrGved" :J' "I.;~·~r",.~· . Co ~r.',~ )0 

.. -~.-

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT. 

"., 041't ~ ~.~ 1 
I I 351-2853 nat" , AI'('l;idSI ~~J tht, ( lIit.',/ .)/tlff','> 

S. CERTIFICPTE OF AGENCY REP~ESENTATIVE: 

I hereby certify that I 3p'i 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 16 page{s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

o A Request for immediate disposal. 

GJ B Requ~~i for disposal after a specified period of time or request for permanent 

C. DATE 

84/05/09 
7. 

ITEM NO. 

LE 

ency Records Management Officer 

8. DESCRIPTION OF ITEM 
(With Inclusive Dales or Reten1ion Periods) 

All PERMANENT items in this schedule are arranged 
;-chronologically and will be offered to NARS in 5 year 
'blocks when national security considerations permit. 
FOIA(b)3 50 USC 403g Section 6 of the CIA Act of 1949 

9. 10. 
SAMPLE OR ACTION TAKEN Joe NO. 

1. History Files. 

lIS_107 

a. Record copy. 

20 cubic feet. 

NCI-263-7 -3 
Item 39 ( 0 Change) 
Deviates rom 
GRS 16-13 

b. Extra copies of published histories maintained for NEW 
reference. 

DESTROY when no longer needed for reference. 

THIS DOCUMENT IS CLASSIFIED CONFIDENTIAL IN THE 
AGGREGATE - INDIVIDUAL PORTIONS ARE UNCLASSIFIED/ 

FOR OFFICIAL USE ONLY EXCEPT AS MARKED 

@8twfBfiH'ffAJ5 

WARNIN NOTICE 
INTELLIGE CE SOURCES 
OR METHOD INVOLVED 

STANDARD FORM 115 
Revind Ap,i!. 1975 
Prescribed by General Services 

Administration 
FPMA (41 CFA) 101-11.4 



~,--~---------------------------------------------~-
8etIP!Bf!lU!'iA:iJ 

Request for Records Disposition Authority - Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

1. c. 

2. 

3. 

4. 

115-203 

d. 

(1) 

o longer needed for reference. 

ical bibliographic documentary listings, 
1 and research guides to historical 

and authorities, records of interviews 
personnel, correspondence with Agency 

, and other historical sources. 

PERMANENT. to present. 60 cubic feet. 
cubic feet. 

(2) Card index 
above. 

in Item 1d ( 1) 

PERMANENT. 30 cubic feet. 

OGC) • 

PERMANENT. 946 to present. 609 cubic feet. 
Annual growth 100 cubic feet. 

1m ersonal 

PERMANENT. 1946 
Annual growth 20 

OGC) • 

101 cubic feet. 

PERMANENT. 1948-1975: 1980 to present. 3 cubic feet. 
Annual growth less than 1 cu ic foot. 

Four copies. Includlrig original, to be submitted to the NaHonal Archly •• 

88tU?ililillilJ1ih& 
CPO: 11)75 (} * 579-337 

NCl-263-77-3 
Item 41 [No Change) 

NEW 
Deviates from 
GRS 16-1 c 

NCl-263- 6-7 
Item la (NO Change) 

NCl-263- 6-7 
Item Ib (No Change) 

NCl-263 76-7 
Item 3 ( 0 Change) 

STANDARD FORM 11S-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFRl101-11,4 



eelft!' IMN I INti 

Request for Records Disposition Authority-Continuation 

7. 
ITEM NO. 

5. 

6. 

7. 

8. OESCRIPTION OF ITEM 
(With Inclusive Oates or Retention Periods) 

(OOC) • 

1951 to present. 215 cubic feet. 
h 4 cubic feet. 

Le is1ation 

PERMANENT. present. 4 cubic feet. Annual 
growth 1 cubic foot. 

Con ressional Committees 

PERMANENT. 1949 
Annual growth 30 

cubic feet. 

8. Publications Review Board Files (PAO). 

9. 

a. Minutes and official memoranda. 

b. 

c. 

PERMANENT. 1976 to present. 28 cubic feet. 
Annual growth 9 cubic feet. 

PRB Reference enter documentation including 
manuscripts sub 'tted for review. 

PERMANENT. 1955 69 cubic feet. 
Annual growth 23 

Bibliographic computer file. 

PERMANENT. 1980 to present. Less than 1 disk 
pack. Annual growth less than 1 disk pack. 

House Permanent Be ct Committee on Intelli ence 
Documents Files. 

PERMANENT. 1973 
Annual growth 

55 cubic feet. 

",;:6 PiO PA5E OF 

3/16 
9. 

SAMPLE OR 10. 
Joe NO ACT:C't ':'':'-<='" 

NCl-263-76-7 
lItem 13 (No Change) 

NCl-263- 6-6 
Item Ib No Change) 

NCl-263- 6-6 
Item la No Change). 

NEW 

NCl-263- 9-4 
Item 1 ( o Change) 

NEW 

NCl-263- 6-6 
Item 17 No Change) 

115-203 rlgln81. to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 

SEllWlBBU'iP1A& 
CPO : 1!)7~ () .. SiD .. SS? 

Prescribed by General Services 
Administralion 

FPMR (41 CFR) 101-11.4 



--=- .~~~~~~~~ ............. ~g~.~ .. ~~ ............ ~------------.. ----------------------~ i 
eONPIBflli'l'Iilik .. 

Joe NO. PAGE OF 
4/16 Request for Records Disposition Authority-Continuation 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 
7. 

ITEM NO. 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

----~--+---------------,r---------------------------------_+------~---------
10. 

11. 

12. 

13. 

14. 

Material Held b Select NCl-263- 0-1 
Committee on Assass Item 1 ( o Change) 

PERMANENT. 

Activities. NEW 

a. GRS 23-2 

1953 to present. 40 cubic feet. 
9 owth 5 cubic feet. 

b. All others. 

DESTROY when 
whichever is 

old or no longer needed, 

Duplicate Copies of Information Relating to Military 
Personnel Assigned to the Intelligence Community Staff. 

DESTROY 2 years after tour of duty is completed. 

Authorizations For Travel Files (ICS). 

DESTROY when 2 years old or superseded, whichever 
is sooner. 

Private Attorne Files. 

DESTROY records never used attorneys 
1 year after clearance is ancelled. DESTROY records 
of cleared and used attorne s when deceased or when 
services 
earlier. 

rest, whichever is 

Four cOPies. lncilldirig original. to be submitted to the National Archlv~. 

eeltl!' I!BU'l'Ii'ti; 

NEW 

NEW 

NCI-263- 6-7 
Item 2a (No Change) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101 -11.4 
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Request for Records Disposition Authority-Continuation 

IT 
B. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

Legal Opinions and Review of Contracts, Maintained 
Separately from Legal Subject Records Files 
(Item 2 above) 

1946 to present. 25 cubic feet. 
1 growth 8 cubic feet. 

~os ~c 

9. 
SAMPLE OR 

JOB NO 

"ASE OF 

5/16 

10. 
Acne', T,l-<E" 

NCl-263-76-7 
lItem la (No Change) 

16. NCl-263- 6-7 

17. 

old. 

a. Record copies of A ency positions on proposed 
legislation, cor res 
offices, etc. 

PERMANENT. 1959 to pres nt. 20 cubic feet. 
Annual growth 2 cubic fee 

b. All other records. 

DESTROY 5 years after cutoff. 
of each calendar year or when 
whichever is sooner. 

18. Intelligence Publications Files. 

115-203 

a. Intelligence production files. 

(1) Production Case Files. 

PERMANENT. Prior to offer to NARS, consolidate 
with Item l6a(2) below to assure complete record 
set. 1950 to present. 225 cubic feet. Annual 
growth 27 cubic feet. 

Four copies. Includirig original. to be submitted to the National Archives 

88Ul?I8l!1ll!l!IA:Ei 
(:1'0 : l!)i;; () - Si!l-387 

Item 12 No Change) 

NCl-263- 6-6 
Item 11 No Change) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



r 
aSH!' 18!UI'!!ld!J 

Request for Records Disposition Authority-Continuation , .!CS N~ 

16 

7. 
ITEM NO. 

18a. 

115-203 

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

(2) Record oPY of finished intelligence 
publicat ns, papers, or videotapes. 

PERMANENT. 950 to present. 158 cubic feet. 
Annual growtH 9 cubic feet. 

(3) Supplemental Distribution copies. 

DESTROY 6 years after publication. 

b. Masters file for publications. 

DESTROY 6 months after cutoff. Cut off at end 
of each month. 

c. project status log. 

DESTROY 1 year after cutoff. Cut off at end 
of each calendar year. 

9. 
SAMPLE OR 

JOB NO 

10.. 
Acne .. 7A!o(E" 

NCl-263-77-S 
Item 19 (NO Change) 

NCl-263- 6-8 
Item 2e CHANGE) 

NEW 

NCl-263- 7-11 
Item 2d CHANGE) 

d. Dissemination files on materials released to foreign NEW 
governments. 

PERMANENT. 1950 to present. 24 cubic feet. 
Annual growth 2.5 cubic feet. 

e. processing media. 

Reuse magnetic cards, tapes, and disks when 
project is completed. 

a. Strategic Warnin Staff monthly reports and other 
special intelligen e reports. 

PERMANENT. 1969 to p 
Annual growth 1 cubic 

5 cubic feet. 

Four copl8ll, Including original, to be submitted to the National Archives 

r;wgWili9i1W'i'i1t& 
(; PO: l!)"1S () i?9 ... 3$'l 

NEW 

NCl-263- 7-8 
Item 4la (No Change) 

STANDARD FORM l1S-A 
Revised July 1974 
Prescribed by General SeNices 

Administration 
FPMR (41 CFR) 101-11.4 
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8Q!iPiBiilli'i'iA& 

Request for Records Disposition Authority-Continuation JOB NO 

7. 
ITEM NO. 

19. 

20. 

21. 

115-203 

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

Indications and warnings reports. 

PERMANENT. 1962 to present. 17 cubic feet. 
Annual growth 2 cubic feet. 

a. methods, sources, responsibilities, 
agreemen s, and requirements involved in the 
collectio of intelligence. 

PERMANENT. 950 to present. 16 cubic feet. 
Annual growth cubic feet. 

b. Record copies quirements and associated 
documentation prepa ed by Agency components and 
and levied on the va 'ous collectors throughout 
the Intelligence Commu ity. 

DESTROY 1 year 
requirement is 

a. Budget Call files. 

Cut off I year after 

PERMANENT. 1949 to present. 7 cubic 
Annual growth less than 1 cubic foot. 

b. Office budget submissions files. 

PERMANENT. 1949 to present. 30 cubic feet. 
Annual growth 2 cubic feet. 

c. Program Plan with Comptroller's recommendations 
files. 

PERMANENT. 1949 to present. 10 cubic feet. 
Annual growth 1 cubic foot. 

Four cople., Incl\ldlrig origin 1 I. to be submitted to the National Archlv.s 

E18tii' iSSlit! iAis 
c: PO : 1915 ().. 579-38'1 

PAGE OF 
7/16 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NC1-263- 7-8 
Item 4lb (No Change) 

NCl-263- 7-5 
Item 18 No Change) 

NCl-263- 7-5 
Item 20 (No Change) 

NCl-263-77-5 
Items 6a! & 7a 
(No Chal'*.Je) 
GRS 5-1 I 

NCl-263 77-5 
Items 6 & 7b 
(No Cha ge) 
GRS 5-2 

77-5 
(No Change) 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMA (41 CFR) 101-11.4 



Request for Records DIsposition Authority-Continuation 
, JOB NO. 

7. 
ITEM NO. 

21. 

115-203 

e. 

8. DESCRIPTION OF ITEM 
(Wilh Inclusive Dates or Relenlion Periods) 

Budget presentation to the Intelligence Community 
Staff and Office of Management and Budget files. 

PERMANENT. 1949 to present. 10 cubic feet. 
Annual growth 1 cubic foot. 

hearings files. 

1949 to present. 10 cubic feet. 
rowth 1 cubic foot. 

f. budget hearings files. 

g. 

PERMANENT. 1 ~9 to present. 10 cubic feet. 
Annual growth cubic feet. 

PERMANENT. 1949 to p 
Annual growth 2 cubic 

4 cubic feet. 

h. Financial 
Congress. 

PERMANENT. 1949 to present. 
Annual growth 1 cubic foot. 

i. Financial guidance issued by 

PERMANENT. 1949 to present. 6 cubic 
Annual growth less than 1 cubic foot. 

j. Agency apportionment authorization from OMS 

PERMANENT. 1949 to present. 7 cubic feet. 
Annual growth less than 1 cubic foot. 

Four coplea. Includlrig orlgln1ll, to be aubmltted 10 the Nallonal Archives 

@SUPi8i1U'i'U15 
0)10: 19-75 0 - 5'19 .. 387 

PAGS'lif6 
9. 

SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

NCl-263- 7-5 
7c, & 21 

e) 

NCl-263- 7-5 
Item 7d (No Change) 
GRS 5-2a 

NCl-263 
Items 7 
(NO Cha 
GRS 5-1 

NCI-263 
Item 6e 
GRS 5-1 

7-5 
& 2a(1) & (2) 
e) 

7-5 
& f 
e) 

77-5 
(No Change) 

NC1-263 77-5 
Item 6£ (No Change) 
GRS 5-1 

NCl-263 77-5 
Item 7h (No Change) 
GRS 5-1 

STANDARD FORM 115-A 
Revised July 1974 
prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

-----
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Request for Records Disposition Authority-Continuation : .OB NO 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

21. Apportionment Status of Funds monthly report to OMB. 

PAGE OF 

9/16 

9. I 10. 
SAMPLE OR I ACTION TAKEN 

JOB NO ! 

NCl-263-~7-5 
Item 7i ;(No Change) 

Year-ena report. GRS 5-5a 

115-203 

DESTROY 5 years after cutoff. Cut off at end 
f iseal year. 

(2) reports. 

3 years after cutoff. Cut off at end 
fiscal year. 

Comptrollers mo thly budget execution meetings files. 

PERMANENT. 

m. Advice of Allotment 
Authority, Form 716 
Request, Form 1658. 

DESTROY 10 years after 
each fiscal year. 

n. Allotment Journal. 

6 cubic feet. 
foot. 

r Requisitioning 
Chip), and Allotment 

Cut off at end of 

DESTROY 3 years after cutoff. 
each fiscal year. 

o. Monthly Allotment Status Report files. 

DESTROY 10 years after cutoff. Cut off 
each fiscal year. 

p. supporting documentation files. 

PERMANENT. 1949 to present. 6 cubic feet. 
Annual growth less than 1 cubic foot. 

Four copl~s. Includlrig original. 10 be submitted to th~ National Archives 

(';1'0 : '!)7~ o. 579-38'7 

GRS 5-5b 

NCl-263- 7-5 
Item 6g (No Change) 
GRS 5-1 

NCl-263 7-5 
Item 7j (No Change) 
GRS 7-3 

NCl-263-77-5 
Item 7k (No Change) 

NCl-263 77-5 
Item 71 (No Change) 
GRS 7-3 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



88UP1B8M!'I:MI 

Request for Records Disposition Authority-Continuation 

7. 
ITEM NO. 

22. 

PERMANENT. 1960 
Annual growth 25 

8. OESCRIPTION OF ITEM 
(With Inclusive Oates or Retention Periods) 

Estimates and 

150 cubic feet. 

! .05 NC ?A(;E OF 

10/16 
9 I 

SAMPLE OR ! 10. 
JOB NO 1 ACTION TAO:EN 

NCl-263-76-8 
Items 6a(1) & 
6a (2) (a) : (NO Change) 
GRS 5-2a' 

23. NEW 

24. 

115-203 

a. Record copy of finished publications. 

PERMANENT. 1958 to present. 2 cubic feet. 
Annual growth less than 1 cubic foot. 

b. Copies of source information, background 
material, correspondence, and distribution 
information on Guide to Law. 

DESTROY when superseded or no longer needed. 

c. Supplemental copies. 

DESTROY when superseded or no longer needed. 

National Intell 

a. 

b. 

PERMANENT. 

PERMANENT. 1980 
Annual growth 30 

8 cubic feet. 

files. 

32 cubic feet. 

NIESO) • 

Four coplell. Including original, to be submlttad to the National Archlv.s 

eORPIDEHliAL 
GPO: 19r.; 0·· .$7ll-381 

NEW 

Deviates from 
GRS 18-2 a 

Deviates from 
GRS 18-3 

STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



88!iP E8Bn!' IflfJ 

Request for Records Disposition Authority-Continuation ":OB NC ~A::;E c~ 

7. 
ITEM NO, 

25. 

8. OESCRIPTION OF ITEM 
(With Inclusive Dales or Retention Periodsl 

Files. 

PERMANENT. 961 to present. 60 cubic feet. 
growth 12 cuti'c feet. 

Annual 

26. Employee Grievance Files (IG). 

27. 

28. 

115-203 

a. Record copy of closed cases involving litigation. 

b. 

DESTROY when official personnel folder is 
destroyed. 

of closed cases not involving 

DESTROY 10 yea s after case is closed unless 
case becomes in olved in litigation. If case 
becomes involved 'n litigation, transfer to 
Item 25a above. 

c. Index 

DESTROY when related case file (Items 29a and 29b 
above) is destroyed. 

d. Employee grievance log. 

DESTROY when all case files (Items 29a and 29b 
above) on log are destroyed. 

EEO Investigative Files (IG). 

DESTROY 4 years after cutoff. Cut off resolved cases 
at end of each calendar year. 

Surve 

PERMANENT. present. 30 cubic feet. 
Annual growth 6 cubi feet. 

lrig original, to be submitted to the National Archives 

EleUPIIU1I1f'fIldiJ 

11/16 
9. 

SAMPLE OR 10. 
I JOB NO ,l.C~~" - .l.<e ... 
I 

I NCl-263-76-6 
'Item 3a (No Change) 

NCl-263- 6-5 
Item 3a CHANGE) 
Deviates from 
GRS 1-31 

NCl-26-7 -5 
Item 3b (No Change) 

NCI-263- 6-5 
Item 3c (CHANGE) 

NCl-263-76-5 
Item 3d (CHANGE) 

NCl-263 77-1 
Item 34 (CHANGE) 
Deviate from 
GRS 1-2 a 

NCl-263 76-5 
Item 2 No Change} 

STANDARD FORM 11S-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11,4 



-
Request for Records Disposition Authority-Continuation ; JOB NO PAGE OF 

1. 
ITEM NO. 

29. 

30. 

31. 

32. 

33. 

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

Files (IG). 

1953 to present. 5 cubic feet. 
ual growth 1 cubic foot. 

IG). 

20 cubic feet. Annual 

External Review 

PERMANENT. 1953 
growth 4 cubic feet. 

5 cubic feet. Annual 

Audit Re rt Files (Audit 

PERMANENT. 1948 to present. 
growth less than I cubic foot. 

Public Accountants' 

PERMANENT. 1949 to present. 5 cubic 
growth less than 1 cubic foot. 

feet. Annual 

Annual 

34. Audit Workpaper Files (Audit Staff). 

a. Workpapers relating to ongoing activities. 

DESTROY 5 years after audit. 

b. Workpapers relating to terminated activities. 

DESTROY 3 years after cutoff date of last audit. 

115-203 Four copies, includhig original, to be submitted to the National Archlvea 

12/16 
9. i 

SAMPLE OR I 10. 
JOe NO. ! ACTION TAKEN 

NCI-263-76-5 
i 

Item 4 (No Change) 

NCI-263- 6-5 
Item 8 ( 0 Change) 

NCl-263- 6-5 
Item 10 No Change) 

NC1-263- 6-3 
Item 2 ( 0 Change) 

NCl-263- 6-3 
Item 3 ( 0 Change) 

NCl-263- 0-5 
Item 4a No Change) 

No Change) 

STANDARD FOAM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



~r9Bli'fnfl!' 

Request for Records Disposition Authority - Continuation 

1. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

35. Public Relations Files (PAO). 

115-203 

a. Inquiries from private individuals about the 
Agency and its mission. 

DESTROY 2 years after cutoff. Cut off at end of 
each calendar year. 

b. Photographic and textual handouts. 

(1) Record copy. 

PERMANENT. 1974 to present. 1 cubic foot. 
Annual growth less than 1 cubic foot. 

(2) All other copies. 

DESTROY when superseded, obsolete, or no 
longer needed. 

c. Contacts with news media files. 

DESTROY when 25 years old. 

d. Index to contacts with news media files. 

DESTROY when 25 years old. 

e. Clearances for publishing and speaking 
engagements files. 

DESTROY when no longer needed. 

Four copies, IncludIng original. to be submitted to Ihe National Archlv!!'s 

eeHP IB'Bli'i'llI:& 
GI'O : 1915 (). 519_387 

, 13/16 
9 ; 

SAMPLE OR I 10. 
JOB NO ACTION T Ao(E~' 

NCl-263-17-1 
Items IC'l) & (2) 
(CHANGE) 
Item ISa (No Change) 
Deviates from 
GRS 14-3 

NCl-263- 7-1 
Item ISb (CHANGE) 
Item 15c (No Change) 

NCl-263- '7-1 
Item l6a l} 
(CHANGE) 

NCl-263- 77-1 
Item 16a 2) 
(CHANGE) 

NCl-263-'9-4 
Item 2 (:HANGE) 

STANDARD FORM 11S-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMA (41 CFR) t01-11.4 



Q&IIPIBBH'fIPll!:t 

Request for Records Disposition Authority-Continuation 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Re1ention Periods) 

35. f. Agency personnel in contact with press. 

36. 

115-203 

(1) 5" x 8" card file of names of Agency employees 
in contact with the press. 

DESTROY 25 years after date of last contact 
or when no longer needed, whichever is sooner. 

(2) Memoranda received from Agency personnel 
detailing contacts with the press. 

DESTROY when no longer needed for reference. 

g. Social and ltural forces and media reference 
to the Agency files. 

PERMANENT. 1950 to present. 19 cubic feet. 
Annual growth 1 c ic foot. 

h. Domestic organizations nd media reference to 
the Agency files. 

PERMANENT. 1948 to presen~ 
Annual growth less than 1 cu 

a. Newspaper and magazine articles, radio 
transcripts of interest to and dealing 
Agency. 

feet. 

PERMANENT. 1946 to present. 87 cubic feet. 
Annual growth 3 cubic feet. 

b. Agency released publicity concerning Agency and 
OSS personalities. 

PERMANENT. 1946 to present. 36 cubic feet. 
Annual growth 2 cubic feet. 

Four copies, Including Original, to be submitted to the National Archives 

eelfPIBBU'flAJ5 
CPt') : 1975 (). :5i9 ... 337 

. PAGE OF 
14/16 

10. 
ACTION TAKEN 

I 

NCl-263- 7-1 
Item 16c (CHANGE) 

NCl-263- 7-1 
Item l6d (No Change) 

NCl-263- 7-1 
Item l6e (No Change) 

NCl-263- 7-1 
Item 17a (No Change) 

STANDARD F RM l1S-A 
Revised July 1974 
Prescribed by General Services 

Adminis1ration 
FPMR (41 CFR) 101-11.4 

'-------.... .' 
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Request for Records Disposition Authority-Continuation JOB NO. 

7. 
ITEM NO. 

36. 

37. 

38. 

115-203 

d. 

e. 

a. 

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

Non-Agency source and subject individuals publicity 
concerning the Agency. 

PERMANENT. 1952 to present. 62 cubic feet. 
Annual growth 2 cubic feet. 

files. 

old. 

files. 

when 6 months old. 

s Files (PAO • 

1, policy, and procedural records. 

3 cubic feet. 
foot. 

b. Correspondence, reports, and related papers 
maintained for convenience. 

DESTROY when no longer needed. 

c. Biographic informati 
Agency maintains cont 

Review every 2 
individuals no 

ADP - Ra id Search Machine 

File series discontinued. 

scholars with whom the 

records on 
with the program. 

four cop"s, Including original. to be submitted to the National Archives 

PAGE OF 

15/16 

9. 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

NCl-263- 9-4 
Item 4 ( 0 Change) 

NCl-263- 7-1 
Item l7d(l) 
(No Chan e) 

NCl-263- 7-1 
Item 17d(2) 
(No Chan e) 

NCl-263- 7-8 
Item 34a (No Change) 

NCl-263- 7-8 
Item 34 (CHANGE) 

NCl-263 77-8 
Item 34 (No Change) 

NCl-263 76-6 
Items 1 b-g (CANCEL) 

STANDARD FORM 11S-A 
Revised July 1974 
Pres<;rlbed by General Services 

Administration 
FPMR (41 CFFI) 101-11.4 
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Request for Records Disposition Authority-Continuation 

7. 8. DeSCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dales or Retention Periods) 

39. Strategic 

Files DESTROYED. 

40. ram Records. 

File series Files DESTROYED. 

41. Cable Files. 

File series discontinu Files DESTROYED. 

. .J06 ,",0 "AGE C;: 
16/16 

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

NCI-263-77-8 
Item 41c (CANCEL) 

NCl-263- 6-7 
Item 18 (CANCEL) 

NCI-263-76-3 
Item 1d (CANCEL) 

115-203 Four copies, Includlrlg original, to be submitted to tile Nallonal Archlvel STANDARD FORM 11S-A 
Revised Jvly 1974 

ilQRPI8BH'!I!!AI!i 
GPO: i!17S () - 579-38'7 

Prescribed by General Services 
Administration 

FPMR (41 CFRi 101-11.4 



. " •.. ; • APPRAISAL REPORT ON RECORDS DISPOSITION REQUEST 

SECTION I - ACTION TAKEN 

O 1. APPROVED FOR DISPOSAL The n!aII'ds described Uf1der all items of the schedule. except thQ5e that may te listed in bloeIc.s 2. 3. ¥'d 4 of tIl9' 
15on. '" diiiQiiiliie because 11>ey do not ha\.Ie suffic;:ient value for purposes of historical or othet' research, functional doc::ut1le'1tation. or me ;70 
of individual ri\tlts to warrant penr.anent nrtJ!n'Ooo by the Federal Go~l. 

I r-il 2. APPROVED FO~ Pt:RMANE:'Ii7 R:rrE~Tlo.'-I. The tec:oI'ds descri~ under the fol~ng izm or i~ ~ ~ ~.., :N ":"Ie ~...::ot".ai,;-'" 
L.:J ana RecordsSii"\lic:e (NARS) and are clesig\a1edf()l' peorrnenant tIt".JOft by the~. Govemmen •. The ~ W'" o~ =--~:o 9 

specified in me schedule. I 

ITEMSla.d(l}(Z}, Zthrulla, IS, 17a, 18a(1){Z).d, 19a.b. lOa, 21athruJ,l,p. 22. 
Z3a, Z4a. b, 25, 28 thru 33, 35b(1), g, h, 36a. b, c, 37a. 

1 ..... ____ _ 

O 3, DISPOSITiON NOT APPROVED. The records described under the following item or items are not approved for disposition. See Section III of this 
form for explanatIon. 

D 4. WITHDRAWN, The records described under the following item or items have been withdrawn at the request of the agency. 

CON· 
CURRENCES 

SECTION II - RECQMME 
TITLE 

APPRAISER 

DIRECTOR, RECORD 
DIVISION 

Director, 
Division 

SECTION III - APPRAISER'S COMMENTS 

DATE 

11/24/86 

The attached SFl15~ Request for Records Disposition Authority t submitt ed by the Central 
Intelligence Agency, covers records of the Director of Central Intelligence(DCI}. This 
request updates the disposition of DCI records approved in the Job Nos. cited in column 9 
of the SF1l5. 

Based on agency need in carrying out current business, this request proposes extentions 
and/or reductions in the retention periods for temporary record item.s previously autho­
rized for disposal. and identifies item.s that deviate from. GRS standards. The schedule 
also contains 18 new record items of which items lb, lIb, 12, 13, 18b, c, Z3b, c, and 
35f(2) appear to lack sufficient historical or other value to warrant cpntinued preservation. 

This request includes the arrangement, volume, dates of coverage, and estimated annual 
accum.ulation of DCI permanent record item.s listed in Block 2, Section I above. which have 
been determined by the National Archives to warrant continued preservation. 

In accordance with 36CFR 1228.70. items in this SFl15 not changed from previous autho­
rizations have been marked out. 

Recommend approval. 

GENERAL SE.RVICES ADM INiSTRATION GSA FORM 7238 {REV. 8.8;; 



.CON.F.' BENTIAl 
Natf~!A~:ives 

1 ----------------------------------------~ ----------------

Date 

Reply to 
AUnof : 

Subject: 

To 

1 Washington, DC 20408 
~ 

November 6.1985 

NIR Cjh'11t/e( 
Appraisal of records 

The Information 1n this Dooument 
1s Classified Confidential in the 
Aggregate--IndividuQl Portions are 
Unolass1f1ed/For Offioial Use Only 

covered in Job No. NCI-Z63-84-13 (35 items 

Director. Records Appraisal and Disposition Division- NIR 

Enclosed is subject records disposition request(SF115)submitted by the Central 
Intelligence Agency(CIA)covering records of the Director of Central Intelligence 
(DCI). 

This SF1l5 and certain attachments are security c1assifiedCONFIDENTIAL and 
should be handled and safeguarded accordingly. Reproduction in any form without 
CIA approval is prohibited(see related enc~osures). 

The Director of Central Intelligence is the senior US intelligence officer holding 
cabinet rank. He is also the head of the Central Intelligence Agency and such 
other staff elements as are required for the discharge of his Intelligence Com­
munity(IC)responsibilities. The 1947 National Security Act gave the Director of 
Central Intelligence responsibility for"Coordinating the intelligence activities of 
the several Government departments and agencies in the interest of national 
security. II In doing so, he has established a small staff directly responsible to 
him to help prepare his national intelligence judgments and to coordinate the 
views of the other members of the IC. This schedule includes records created 
by the DCI and his staff elements which include specialists in the fields of legal 
matters, public affairs. legislative liaison. comptroller, inspector general and 
fiscal audit. 

This schedule updates the disposition of DCI records in approved schedules cited 
in column 9, SFl15. It proposes extentions or reductions in the retention periods 
for temporary record items previously authorized for disposal. and identifies 
items that deviate from GRS standards. This schedule also .contains 18 new items 
(see enclosed list of all affected items). 

In accordance with 36CFR 1228.70, items in this SF115 not changed from. previous 
authorizations have been marked out. However, data concerning volume, dates of 
coverage, and estimated annual accum.ulations has been added to permanent items. 

Classified b;V R. C. Tagge(NlRM) " 
Reproduction. Dissemination and 

Extraotion of Informat1on 
Controlled by Originator. 

. DECL/OADR, Derived from Job. 
·No. NCl-263-84-13. 

. I. 

CON FI BENTIAL 
National kchives and Records Administration 



. .6. ···W·i. ·CONFIDENTIAl 

This job requires appraisal of the 18 new items. NARA approval is also re 
for agency requests for changes in retention periods frozn previous author 
and for deviations from GRS standards. In this regard, please see enclosed 
reasons for retention changes and/or deviations. These changes/deviations. 
the agency certifies are necessary in carrying out current business, should be 
approved. 

Appraisal of records in new items is based on their examination and related 
discussions with responsible agency officials. 

NEW ITEMS 

/ Itezn lb. These extra copies of histories are znaintained solely for reference 
purposes (nonrecord znaterial). 

Items ld (1) & (2). These historical source files are permanent records under 
the GRS cited. 

Items 8a & c. The function of the Publications Review Board is to conduct 
security classification reviews of publications written by current or former 
employees on the subjects of intelligence or foreign policy. Board minutes, 
official memoranda and the related bibliography of reviewed works merit 
perznanent retention. 

.. 
Items lla & b. Disposition indicated for these schedules of daily activities is as 
authorized in the GRS cited • 

> 

~[ 
'2 ;:::;: 
. '< 

~~ '" P. IU\ 
~[§ 
~.~ 

.; Itezn 12. These are duplicate copies of information relating to znilitary personnel 
assigned to the DCI's Intelligence Comznunity Staff. They are Inaintained only for 
convenience of reference(nonrecord znaterial). Originals are in the znilitary 
member's official personnel folder. 

Item 13. These authorizations for travel for intelligence community staff members 
are duplicate copies(nonrecord material). The office of finance is office of record. 

Item 18b. This consists of the master used in producing copies of finished intel­
ligence products. Thereafter it is kept for 6 months in case there is a request 
for additional copies of publications. 

Itezn l8d. The DCI also creates intelligence reports(in addition to those by the 
Directorate of Intelligence(DI} some of which is released to foreign governments. 
Such material merits permanent retention as evidence of a substantive DCI 
function. Similar records produced by the D1 are also permanent. 

- 2 -
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,A . ...•... Gg~J F'DENTIAl 
Item 18e. This processing media is used to produce the above material after 

it is reused to produce additional projects of finished intelligence. 

Item 23a. These publications, consisting of all laws, executive orders, and other 
rulings having application to the CIA, should be permanent. 

/ Item 23b. This consists of extra copies of source and background material used in 
compiling the above publications, including distribution of these law guides. 

Item 23c. These are simply extra copies of 23a publications{nonrecord material). 

Items 24a &: b. These planning files are permanent as required by tl:e GRS cited. 

/' Item 35£(2). These memoranda include information from DCI staff personnel about 
contacts with the press at social events, telephone calls from the press, press 
inquiries to members o£ employee's family, and other contacts. Th:i;s information 
is passed to the public affairs and security offices for appropriate consideration. 

The NEW temporary record items listed in this schedule appear to lack sufficient 
administrative, legal. historical or other value to warrant continued preservation by 
the Government. 

Items 38-41. Records involved have been cancelled. They were destroyed in accord­
ance with NARS authorized dispositions. The agency does not anticipate creating these 
kinds of files in the future. 

Reference enclosed reasons for changes in the disposition of items 35c, d, and £(1). 
Item 35c, Contacts with News Media. are unclassified internal Public Affairs Office 
(PAO) forms on which are noted incoming telephone calls from the press. Inquiries 
mainly pertain to routine administrative PA matters of brief duration. Repeated 
examples include calls on the availability of CIA personnel as luncheon speakers, or 
calls to obtain general information about the agency. or calls to set up interviews 
with agency personnel. If possible, PAO answers the caller1s request directly or if 
unable refers the caller to the agency(State, FBI, DOD, etc. )having primary interest 
in the caller I s subject. 

Item 35d, Index to contacts with news media, is simply unclassifi ed 5X8 cards on 
which is made a very brief summary I from the above forms, of telephone calls from 
the press. PA staff use of these cards for reference purposes is a lot easier than 
the larger forms in 35c above. 

- 3 -
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.a. 
' ..• ~ .. ., . 

Item 35£(1), Agency personnel in contact with the press, are unclassified 5X8 ....... 1.-__ 

containing names of agency employees who have been contacted directly by the 
press at social events or by telephone. Also included is a brief summary of such 
contacts as provided in the memoranda in new item 35£(2). The policy of most 
Federal agencies, including NARA, calls for employees to notify their respective 
Public Affairs or equivalent office if contacted directly by the media. CIA employees 
do so in the memoranda covered above. Thus the PAO becomes aware of contacts 
that bypass that office and of any commitments made so as to ensure general con­
sistency in agency communications with the media. There are only a few cards in 
this file. 

In view of the above. items 35c, d, and f(l) appear to lack sufficient historical or 
other value to warrant continued preservation. 

Records in this schedule, including changes made, were discussed with Dr. Krauskopf 
(NNM)at a meeting on October 24,1985. 

This job should be sent to NNM for informal review. 

Encls 

CONFIBENTIAl 



.' e ,~ fOR 0fflCIAl. USE. ONlY ... .' . 

REASONS FOR CHANGES FROM OLD SCHEDULE AND DEVIATIONS FROM GRS 

Item la 

Item lcl 

Item l8a(3) 

Item l8c 

Item 24a 

Item 24b 

Item 26a 

Item 26b 

Item 26c 

Item 26d 

Item 27 

Item 35a 

Item 35b(1) 

Schedule 10-84 

GRS says offer to NARS when 20 years olcl. Agency will offer 
when national security considerations permit. 

Save as Item lao 

Changed from destroy 5 years after publication to destroy 
6 years after publication. Needed longer for current 
business. 

Changed from destroy 5 years after year work is scheduled is 
completed to destroy 1 year after cutoff (cut off at end of 
each calendar year). Not needed after 1 year. 

GRS says offer to NARS when 15 years old. Agency will offer 
when national security considerations permit. 

Same as Item 24a. 

changed from Permanent to destroy when official personnel 
folder is destroyed to comply with final disposition under 
GRS., Needed longer than than 3 or 4 years cited in GRS for 
legal considerations. 

Needed longer than 3 or 4 years cited in GRS for legal 
considerations. 

Index to Items 26a and 26b 

Log to Items 26a and 26b 

changed from destroy 4 years after final adjustment to 
destroy 4 years after cutoff (cut off resolved cases at end 
of each calendar year) to provide for disposition once a 
year. Deviates from GRS for same reason. 

Combined three items. Changed from destroy when no longer 
needed and destroy 5 years after year of original contact to 
destroy 2 years after cutoff (cut off at end of each 
calendar year). Not needed longer than 2 years, but needed 
longer'·than 2 months cited in GRS for current bUsiness. 

Textual handouts changed from 2 record copies to 1 record 
copy. only 1 copy needed. 

fQI 0ff1CIAl USE,ONL't 
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Item 350 

Item 35d 

Item 35e 

Item 35f(1) 

Item 37b 

,': e . foR OffiCIAL USE ONLY . ~,. 

., . .' . 

changed from Permanent to destroy when 25 years old. 
Reviewed by RCT/NARS-NCD. 

Index to Item 35c. Reviewed by RCT/NARS-NCD. 

changed from destroy when 3 years old to destroy when no 
longer needed to provide for earlier disposal if not needed 
or longer retention if needed for current business. 

Changed from permanent to destroy 25 years after date of 
last contact or when no longer needed, whichever is sooner. 
Reviewed by RCT/NARS-NCD. 

changed from destroy 2 years after cutoff (cut off at end of 
each calendar year) to destroy when no longer needed to 
provide for earlier disposal if not needed or longer 
retention if needed for current business. 

Items 2, 3, and 5 consist of records that exist in both paper and 
microform. They are not duplicates of each other. 

Item 2 - Paper 
Microfilm 

Item 3 - Paper 
Microfilm 

609 cubic feet. Annual growth 100 cubic feet. 
2 trays. Annual growth 1 tray. 

100 cubic feet. Annual growth 20 cubic feet. 
S trays. Annual growth 1 tray. 

Item 5 - Paper 215 cubic feet. Annual growth 4 cubic feet. 
Microfilming not yet done, but will be. 
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. !coaaents and suqqest10ns and would be glad to 
ft· 'you'or your staff to dIscuss tbis matter further. 

If you bave any questions. please call me on 724-1453 or Ken 
ROSsm4n, Director, Records Appraisal and. Disposition Division 
on 724-1457. 

Sincerely, 

ES W. MOORE 
a stant Archivist 

for Records Administration 

cc: Official file - NIH 
Day file - NIB, NI 
NN 
NNM 

P/4-18-86 

NN Concurrence . 

.. 
,,' 

doc: CIAOFFERDATE/FILI! 
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Washlngtan,o.C.20S0S 

July 21 t 1986 

Mr. James W. Moore 
Assistant Archivist for Records Administration 
National Archives and Records Administration 
Washington, D.C. 20408 

Dear Mr. Moore: 

In your April 29 letter to me you proposed a change in the 
way CIA Requests for Records Disposition Authority (Standard 
Form 115) provide for eventual transfer to the National Archives 
of those CIA record series approved for permanent retention. The 
reasons you propose a specific date for such transfers are 
evident. The considerations are practical and real. Your ability 
to schedule your workload is important to the efficient operation 
of your Agency. 

We cannot, however, support any such proposal that calls for 
the inclusion on the 115s of a specific date of offer for 
permanent series. Our inability to comply with your proposal is 
forced by statutory requirements. The National Security Act of 
1947, requires that the Director of Central Intelligence protect 
intelligence sources and methods from unauthorized disclosure, 
50 USC 403(d) (3). The records of the CIA frequently contain 
information which, if made public, would disclose an intelligence 
source or an intelligence method. The date when damage to 
national security is no longer possible is frequently determined 
by circumstances over which CIA has no control. That being the 
case, the Agency cannot set an arbitrary date after which it will 
no longer be concerned with the consequences of disclosures. In 
brief, the statute cited earlier makes arbitrary deadlines 
impossible. In the same vein, we should point out that 
declassification of CIA records does not automatically ensure that 
such records in aggregate can then be made public. 



,A. 

'~.-". 
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The current statement on tha 1158, regarding the offering-to 
the National Archives of permanent items in five-year blocks when 
national security considerations permit, provides in our view the 
most expeditious means by which CIA records can be offered to the 
National Archives. The CIA is committed to a systematic review of 
its permanent records under its Historical Review Program. This 
ongoing program is dedicated to reviewing CIA permanent records to 
determine their eligibility for declassification and transfer to 
NARA at the earliest possible date. With the OSS records as an 
example, we have been and are committed to offering CIA permanent 
records to the National Archives when and if national security 
considerations permit • 

. / ./I~---~I 
"., Director of Information Services 

!OIA(b) 3 - 50 USC 403g Section 6 of the CIA Act of 1949 



NationaAI' h'· 
~~ rc zves 

f l -----------------------------------------
~. 1981 ~ washington, DC 20408 

9 September 1986 

NIRM- NASHORN 

Something in writing is required as an enclosure in CIA Job NCI-Z63-84-13, 

which explains NARA's acceptance of the caveat concerning the transfer of CIA 

permanent records when national security considerations permit. Such a memo 

is necessary to avoid an NNM non-concurrence during final processing of this 

and subsequent jobs. 

~ RAY~E 
NIRM/Staf£ 

National Archives and Records Administration 




