12 January 1984

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

Dear Mr. Mosley:

The attached SF 115, Request for Records Disposition Authority,
classified Confidential, is submitted for approval,

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

Also attached 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 SF 115's submitted by the Agency.

Agency Records Manage
FOIA(b)3 - 50 USC 403¢g Section & of the CIA Act of 1949

Attachments:
SF 115 63~84, dated 12 Jan 1984, orig & 1 cy
CIA letter, dated 14 Dec 1981, 1 cy
NARS letter, dated 6 Jul 1982, 1 cy

UNCLASSIFIED WHEN SEPARATED
FROM ATTACHMENT
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REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See instructions on reverse)

LEAVE BLANK

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

JOB NO

NC1-263-84-8

1. FAOM [AGENCY OR ESTABLISHMENT)
Central Intelligence Agency

DATE RECEWVED 1-16-84

2. MAJOR SUBDIVISION
63-84

3. MINOR SUBDNISION

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 US.C. 3303a the disposal re
quest. mcludmg amengmenis, i§ aomuvec excepl for items that may
e slamped * dusposa apt approved” or “withdrawn™ in column 10,
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4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
5-)-8¢
[ 3 51... 2853 Date Archivist of the United States
6. CERTIFICATE OF AGENCY REPﬂE SENTATIVE:

I hereby certify that | ani authorized to act for this agency i matters pertaining to the disposal of the agency’s records;
that the records propesed for disposal in this Request of page(s) are not now needed for the business of
this agency or will not be needed after the retention periods ssecmed.

(] A Request for immediate disposal.

x1 B Requ,,e"st for disposatl after a specified period of time or request for permanent

retention.
C. DATE E. TITLE
84/01/ 12‘ /
Ter 0 SAMPLE OR ACTION TAKEN
ITEM NO; ' JOB NO. TION TAKE

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

NC1-263-7¢~10
Item 4d (o Change)

1. Direc&ves Files.

1972 to present.

2 cubic feet.
Annual gréwth 1 cubic foot. ’

b. ODP Notices.

DESTROY when re&cinded.

THIS DOCUMENT IS CLASSIFIED CONFIDENTIAL IN THE WARNING NOTICE
AGGREGATE - INDIVIDUAL PORTIONS ARE UNCLASSIFIED/ INTELLIGENCE SOURCES
FOR OFFICIAL USE ONLY EXCEPT AS MARKED OR METHODS$ INVOLVED

STANDARD FORM 115
Revised April, 1975

152107 (] y-‘é %ffa&y f-'o..f" 86 .

V: AL LR Prescribed by General Services
Administration
DECL OADR BY SIGNER o al iRl FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. pAGEZ,?; S
o
b
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10, %
ITEM NO. {With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN B-.
I
2. Computer Security Files. NEW g
AJ
< {
a. Computer security standards files,
DESTROY 5 years after cutoff. Cut off superseded
or obsolete standards annually.
b. Emanations/TEMPEST files.,
DESTROY 10 years after cutoff. Cut off inactive
material annually.
3. Data Standards Files. NC1~-263-76-10
’ Item 16 {CHANGE)
DESTROY when superseded or no longer needed.
4, Computer Systems Files. NC1-263-76~10
Item 15 {CHANGE)
a. Large-scale or unique systems,
PERMANENT. 1978 to present. 27 cubic feet.
Annual growth 3 cubic feet,
b. Other systems.
DESTROY 10 years after cutoff. Cut off when
system becomes inactive or obsolete.
5. Computer Application Project Files. NC1-263-76-10
Item 11 [CHANGE}
DESTROY 5 years after cutoff. Cut off when application
or project is completed or becomes inactive,
115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO ;1995 O - 579-387 FPMR (41 CFR) 101114
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Request for Records Disposition Authority — Continuation 408 NO. PAGE o; /5 g e
| 7
2 17
7. 8. OESCRIPTION OF ITEM 3. 10. 5 =
ITEKNO. {With Inclusive Dates or Retention Periods) Sf}ggLsoOR ACTION TAKEN = [ 2 =
. > A E
;\\‘ computer Application Processing Files, :R

Program files.

4

RASE when superseded or obsolete. Upon
termination of application, heold, transfer, or
E in accordance with approved Agency

ition instructions for the application.

b. Input filws.

, Or DESTROY in accordance with
disposition instructions for

Hold, transf

approved Agen

the application?
¢. Machine readable dati files.

Hold, transfer, or ERASBE in accordance with

approved Agency dispositiyn instructions for
the application.

d., Output files.

rransfer to customer when produced.

e. Computer processing request files,

DESTROY when 13 months old,

NC1~-263-76-10
Item 20c (No Change)

NC1l-263-76~10
Item 2¢b (No Change)

NC1-263-76-10
Item 204 (No Change)

NC1-263-76~10
Item 20e (No Change)

NC1-263-76~10
Item 2Df (No Change)

N\

115-203

Four coples, including original, to be submitted to the National Archives

GO 1975 O - 379387

STANDARD FORM 115-A

Ravised July 1974

Prescribad by Generai Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority—Continuation 108 NO. P 05
, 3.
7. 8. DESCRIPTION OF {TEM 10.
ITEM NO. {With Inclusive Dates or Raetention Periods) sﬁggl'ﬁo(_m ACTION TAKEN
7. Documentation Files.
a., Program documentation. NC1-263-76-10
Item 23] (CHANGE)
DESTROY when superseded or obsolete, Upon ‘
termination of system or application, hold,
transfer, or DESTROY in accordance with approved
Agency disposition instructions for the system
or application, '
b, Processing documentation, NC1-263~76-10
Item ZDﬁ
DESTROY when superseded or obsolete. Upon {No Change)
termination of system or application, hold, Items 21 & 22
transfer, or DESTROY in accordance with approved (CHANGE|)
Agency disposition instructions for the system
or application,
¢c. User documentation, NC1-263F76~10
Items 24 & 25
DESTROY when superseded or obsolete. Upon ( CHANGE)
termination of system or application, hold,
transfer, or DESTROY in accordance with approved
Agency disposition instructions for the system
or application.,
1 8. Computer Center Logs Files, NEW
DESTROY when 3 months old.
9. Systems Availability Piles, NEW
DESTROY when 3 months old.
!
10. Equipment Files. NEW
DESTROY 10 years after cutoff. Cut off when
equipment becomes obsolete or inactive.
~EONPIDENT A
115-203 Four coples, Includirig original, to be submitted to the National Archives STANDARD FORM 115-A

GPO 73 O - $79-387

Revised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101~11.4
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Request for Records Disposition Authority - Continuation 408 NO. PAGE OF 5
7. : 8. DESCRIPTION OF ITEM 3. .
ITEQ NO. (With inclusive Dates or Retention Pericds) s;:ggn.goga ACTIO!?TAKEN
119 Equipment Utilization and Maintenance Files. NC1-263-76-10
Item 17 |[(No Change)
Forms or cards on equipment use, non-use, or
maintenance,
DESTROY when 3 years old or no longer needed,
whighever is sooner.
b. Daily detail cards, intermediaté summary decks,
and relatdd magnetic disk files and computer
listings.
ERASE or DESTRSY when 90 days old or when no
longer needed, ichever is later.
c. Monthly summary of cogt and utilization reports.
ERASE or DESTROY when 3 ‘years old or no longer
needed, whichever is late
12. lies Accountabili
a. Documents concerning the management NC1-263-476-10
equipment (ADPE). Item 184 (No Change)
DESTROY 2 years after equipment is discontinued.
b. Requirements for cards, paper, and magnetic ta NC1-263+76-10
reels, and inventory of ADPE supplies. Item 18H (No Change)
DESTROY when 1 year old.
,I
¢, Copies of contractor's invoices for rental and 1-263476-10
other charges incurred for use of ADPE. It 19 {(No Change)
DESTROY 1 year after audit.
N
115-203 STANCARD FORM 115-A

Four coples, including original, to be submitted to the National Archives.

G0 1978 O - 5794387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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APPRAISAL REPORT ON RECORDS DISPOSITION REQUEST NGC1-263-84-8

SECTION | — ACTION TAKEN

X 1. APPROVED FOR DISPOSAL. The racords described under alf items of the schedule, except thoss that may be listed in blocks 2, 3, and 4 of this
fion, are disposable because they do not have sufficient value for purposes of historical or other ressarch, functional documentation, or the protecti
of individual rights to warrant permanent retention by the Federal Government,

CST16S UNN Awoyny
AT ISV T 0T

OTSI-0f 2area vavn €S 4g |

X 2. APPROVED FOR PERMANENT RETENTION. The records described under the following item or itams have been appraised by the National Arch
. and Iﬁfgiai:he §rvn’;::d { N‘;\HES and are designated for permanent retention by the Federal Government. The agency will offer thess records to NARS
spec n the schedule.

P,

ITEMS 1la,4a,{(and 7a,b, c', if related to permanent systms in user's schedule),

D 3. DISPOSITION NOT APPROVED. The records described under the following item or items are not approved for disposition. See Section 11 of this
orm for explanation.

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

SECTION |l — RECOMMENDA TION/CONCURRENCE
\ : TITLE % <GNATURE _ DATE
APPRAISE / a Agzc— - -
APPRAJS} 1,1]% AR 6Appmiaa.LaLad Al ’ : A Aﬁ <7 Aaé
| g;sféggn,ﬂscoaos {SPOSITION ;9 g é y/zf/gé
T Director, Special Archiv Y . —
Division Az é’;m‘a ¢/ Sl

/v
/f"

Director, Military Archives
con. | Division . ¥
CURRENCES

SECTION 111 — APPRAISER’S COMMENTS

The attached SF115,Request for Records Disposition Authority, submitted by the Central
Intelligence Agency, covers records of the Office of Information Technology(OIT), OIT
operates the agency's computer center which provides ADP support to other organization
components (users), Disposition of ADP information relating to component projects run by
OIT is the responsibility of the users and included in their respective records schedules,
This SF115 updates the disposition of OIT records in Job No, NC1-263-76-10, It includes
proposed changes in the disposition for items 3, 4, 5, 7a, b, ¢, to assure the permanent
retention of ADP records relating to users' permanent project files, including background
information on the processing request, large-scale systems or those employing unique
hardware canfigurations, and the retention of documentation needed to operate, process,
and use permanent systems or applications.

New items 2,8, 9,and 10 in this request appear to lack sufficient historical or other value
to warrant continued preservation by the Government,

In accordance with 36CFR 1228, 70, items in this SF115 not changed from previous authori-
zations have been marked out.
Data concerning volume,dates of coverage, and estimated annual accumulation has been
added for permanent items la and 4a. Recommend approval.

GENERAL SERVICES ADMINISTRATION GSA FORM 7238 (REV. 8.8:




WARNING NOTICE
INTELLIGENCE SOURCES
AND MET!!CDS INVOLVED
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The Intormation in this Document -
is Classified Confidential in the Washington, DC 20408
Aggregate--Individual Portions are
Unclassified/For Official Use Only &
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: December 19, 1985 N \@N,\
of : NIR § '\'\1
Appraisal of records covered in Job No, NC1-263-84-8 (12 items )

: Director, Records Appraisal and Disposition Division- NIRmJ%a

Enclosed is subject records disposition request{SF115)submitted by the Central
Intelligence Agency(ClA)covering records of the Oifice of Information Technology
which is organizationally located under the Directorate for Administration{(DDA),

This SF115 and certain attachments are security classifiedCONFIDENTIAL and
should be handled and safeguarded accordingly. Reproduction in any form without
CIA approval is prohibited(see related enclosures),

The Office of Information Technology{OIT), formerly called Office of Data Proces-
ging(ODP), operates the agency computer center which provides computer support
to other elements of the agency. Disposition of information relating to projects
run by OIT, that is, information on tapes, disks, etc., is the responsibility of the
users and included in their respective records schedules.

This request updates the disposition of OIT records in its previously approved
schedule cited in Column 9,8F115. This request also proposes disposition
changes for items 3,4, 5, and 7a, b, ¢, from those in the old schedule. The reasons
for such changes, with which I agree, are enclosed. Finally, the schedule contains
5 new items{2a,b, 8, 9, 10){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 accumulations has been added to permanent items.

This job requires appraisal of the 5 new items and approval of agency changes in
retention periods from previous authorizations. Appraisal of new item records
and changes is based on their examination and related discussions with responsible
agency officials,

Reproduction, Dissemination and a R C Tagge, {NIRM],
Extraction of Information Classified by
Contreiled by Originator, DECL/OADR, Derived from Job

No, NC1-263-84-8,

National Archives and Records Administration
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NEW ITEMS

Item 2, Computer Security Files. These consist of reference material and
general correspondence with the Offices of Security and Communications.,
Item 2a, Computer Security Standards, are produced by the former office
while ifemn 2b, Eminations/Tempest Standards are set by the latter, These
files have administrative usefulness of short duration due to frequent changes
made in computer security standards,

Item 8. Computer Center Logs Files. This is a log of daily center activities,
€. g. required maintenance performed or equipment problems. It is used to
brief the oncoming work crew,

Item 9. Systems Availability Files, These files show computer times available
to users. Also the down time due to equipment breakdowns and other bottlenecks.

Item 10. Equipment'Files. These files contain the kinds of equipment used by OIT
arranged by component parts, e. g., disc drives, terminals, etc,, OIT uses this
file for parts procurement actions.

Items 2,8,9,and 10 appear to lack sufficient historical or other value to warrant
continued preservation by the Government.

Reference item 3 change{old item 16}, Originally it was believed that the agency
would develop data standards having general applicability. Such is not the caseas
explained in the enclosed reasons for changes from the old schedule. The CIA
follows Federal standards. Agency developed standards apply to specific user
projects and if the project is determined to be permanent the related data standard
would be scheduled as such in the user's records schedule., OIT, however, must
maintain these data standard files for reference purposes to carry out its support
operations. The disposition of these files should be as requested.

Reference item 4 change(old item 15). The enclosed reasons show that the agency
has redefined the records involved as: Large scale or Unique computer systems;
and Others, rather than computer hardware as one all inclusive system. Examples
of laye scale and/or unique types are the agency's personnel and payroll systems
which are permanent. Systems designated as Other are used for processing
routine administrative type transactions such as supply inventory control,
security container combinations, etc,.
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Reference item 5 change(0ld item 11), Originally, records in this item were
described incorrectly. Rather than project development files, they are routine !
servicing requests OIT receives from project officers to correct glitches or
improve his system. These files have no further use for OIT after a poject

is completed or discontinued. If the user's project is permenent then any back-
ground establishing the project is permanent and scheduled as such in the user's
records schedule,

3

Reference item 7a, b, ¢ changes{0ld items 21-25), See enclosed agency reasons
which adequately explain and justify them.

Following is information regarding questions concerning records in this schedule,
including changes, raised by NNSR(Myers)during our meetings on 12-04/05 -85,

Q. What is OIT's disposition of documentation after completion of programs or
projects.

A, Before any disposal is made the computer center coordinates with the user
with respect to the disposition in accordance with the user's records schedule.

Q. Where are tapes,disks, etc., kept for permanent series,

A, Current tapes,disks, etc, ,are maintained by the agency tape library in central
office. Inactive items are kept in the agency's records center where they are cleaned,
rewound, and stored under physical conditions meeting required standards, Backups
and masters are also kept in the center under the same conditions but in a separate
area.

This job should be sent to NNS/NNSR for informal review,

Rec nd approval of this job.
P

RAY OND)C. TAGGE
NIRM/Staff

Encls
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N
pae : December 23, 1985
Reply to

Anof :  NNSR

Subject :  NC1=-263-84-8

R

Based upon my discussions with Ray Tagge and the answers provided by
CIA on the items being changed in this schedule, NNSR recommends .
concurrence on this schedule. Mr. Tagge assured me that the disposition
of documentation related to permanent systems/applications (see items
78, b, & ¢) will be retained in accordance with the disposition instruc-
tions governing the system/application (i.e, hold, transfer) despite the
rather unusual phrasing of the disposition instructions included in this

-

RICHARD F. MYER
Chief
Machine-readable Branch

National Archives and Records Administration
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INTRASERVICE MEMORANDUM AND ENDORSEMENT e OF e PAGES :l U\:
SUBJECT OR Tnmsacﬁon }:.7 U\ E

) v ¥C1-263-8/4-8 —_

FROM TO DATE AND MESSAGE \-"1

RAK | GDR | Jamuary 24, 1986. This sahedule, like its recsnat sredeensssrs, is istand-

2d to bring ups te Azte sller disgesitien autkerities, mew in «ffaet, ey

revising reteatisn perie'ls where necessary and adding nev iters that were t

net origimally cevared, Like the sthers, thourk, the zajority of itesn i

thr aldorp .anc’ul are waasatad witkout chanrss,

The Offiae ef Informotisn Technolagzy, whinh zreates

these ressrds, was farserly knewn as the Offise of Data Prascacsing, the

_2hanse ia nans »lyiag me deudt the additisn of ware dswth and erenithk

te its ?unatlaﬂp wnd regsonsivilitiss. It remajas, bewever, srieirily a -

serviaa or suwzart orcanizabisn, lessly seuparasle Yo si-il4ar unite se-

- eratiag ia ether larre arencing, woth nilitary and civil, ard its reserds: |’

refle<st this =muaesoarting rsle. It lses mel assexr te be iavelved in zay

susstagbive functises of the ageney.

411 ef the five aew itess {Ra, 29, 3, 9, 2nd 10) have nl

seen aparaised as Lowserary, ziace thay ssow te Rave galy adninistrative .

usefulassr, Frog the dsscpristisqs smivea ef these racerds I coagider thia@

judramnt aperasriate, In additisn, tws itsus orlglnallx declar@@ SETIE~ '

acnb {3 and 5) have now seen made Lemverary and_amether (4) Broken dewn

inte permagent and temssrary elements. These represent cencestual chasgesd -

. sorrections, and readjusiments that have svelvsd sinee apsregvsl of the

hagie sohedule 9 vears aom; the apency ex

senes anceshanl™,

Trasfer srovisisns resapdins scraasesnt reserds are

0

sehos

agnivalent te

s

(Over) GSA 238 6702
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FROM

TO

DATE AND MESSAGE (Continuation)

£

mﬁngcrﬁﬂﬁ FOR TURTHER CONTINUATION = 1
iton lonal

shoots, consscutively numbe~~A  Arrange ail #
measagos written after a different Lnyeaof & ¥

Caasurrencs in ths a~enay's reguest is resomendsd,

et ¥

N,

Renort W, Krauskepr 7

;/3136. | aww/:

GO flogr— ~

2~ 33

et e s

ont ie sdded to the dowsier,

& series of messages on one aubject requires more than one page, front and back, continue-
b shoets with page ons on top snd ° “vle them togethor, Begin & new series for

'l
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