Approved For Release 2005/11/21 : CIA-RDP78-00487A000100030002-8 )
, o 2 - &?

RECORDS MANAGEMENT PROGRAW@

oy
Y

Yy

® RECORDS CONTROL SCHEDULE
FOR THE

OFFICE OF THE DIRECTOR

_ EXECUTIVE REGISTRY

ST _cReP | NEXT Ba .Ia20//

!c u_O?_nsvmn e 1% fkl
Vene gome T __/, TYPE STAT
i‘zz:;cas-s. w‘s S ey ch _Ll,_

MR 0.2 4
L

FoRu NO. 2ag Approved For Release 2005/11/21 : CIA-RDP78-00487A000100030002-8
1 Jut 55

(41)



Preparation and Review

e

Apprdved For Release 2005/11/21 : CIA-RDP78-00437A000100030002-8

RECORDS DISPOSITION AUTHORITY

Reeords Control Schedule 12.02-59

for the Exeeutive Reglstry is approved
and authority hereby given %o im-
plement theé disposition instructions
contained thereon.

A Approval
1
] 25
: “REcords ADAIIWE.
N ¢ . ; . © v 8
ﬂww G 19<9 ’ 25
Tate * ; . . , .
&2&/7 4
1-. Tote 7

LR ' Branch E
Do j4, 1959

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100030002-8




Approved Fof Release 2005/11/21 : CIA-RDP78-00487A000100030002-8

| EXECUTIVE REGISTRY

014 Schedule . New Schedule =  New Schedule
- y j : | 5
2

4 a Transferred to DPY
b

)
3 | o . 7
9

e | - 13 | 10
5 Tranaferved to DOI W 1
6 Deleted - , 15 - 12
T | | 16 | 13

17 1h

15 Rew
Iten

O G G A T D G Y N A S 0 T W S W 5 U S 0 it O i OB Ry M GO e S D OO ot o O S R 08 90 WS S OB ok 0D VP S0 S S O S O S 0 Ay 0 R Y S Y A Y o D T B O o o e e Y S

Equiment Inventory for Executive Registry
20 ~ L drawer sefes | o
© 3 « 5 drawver céra safen
1 - 10 drawer 3x5 card cabinet

1 - 4 drawer letter cabinet

Permanent records - 46,0 cu. f%.

Tewporary : i:% .8
Total L0 cu, £E.
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SCHEDULE 12.()2_59
RECORD 1 GOMARS FirHHROIME e 2005/11/21 R78-00487A000100030002-8
CONCURRENCE
OFFICE, DIYISION, BRANCH
DCI - REGISTRY
7 E s Ch 334
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION /¥STRUCTIONS
\L_ .»’”/
sndence, ‘anda, Permenent. Disposal not authorized.
; /cm:.t: Transfer to Agency Records Center
the ) vhen no longer needed for reference
3 be- purposes .
House ,The Con-
1vidydls end
int Chiefs, Other 12.0
£ Yy offices.
to date) . 7.5
al; 1 file 11.0
(1955-to date)
/e Subject’ T1le 6.0
(x to date) ‘
{ - A AV [
d . ] e e
2| curer or seavrow commsrommmmcr — )y Yk 4t ST
) . are letters of ‘instructions, 1.0 Permanent. Dispossl not suthorized.
\é\ymsw- ! and ecrrespondence sent Transfer to the Records Center wvhem no
« % through to and from the Director| longer needed for reference purposes.
= and the Chiefs {obs apd Chief of Bases.
Maintained . e
7 (1956 to date)
. w‘};& \(Z
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ITEM NO.| FILES (DENTIFICATION.

DISPOSITION INSTRUCT IONS

1956 to st U8

3 | SPEECH FIIE ,W\'/\W -

These A
the director(defore groups and organizations egv]
various occesions. Filed by topic or event.

- 3
as the Agency record copy.

b. Extra copies of speeches mainteined for
reference or distribution purposes.

2

INTELLIGENCE ESTIMATES FILES

These are copies of all Nationel Intelligence
Estimates, and Special Estimates which wvere pre-
pared by ONE and referred to the ICI for his
information. Files are maintained for reference
purposes. Filed dby NIE number and by SE nunber.

(1957,58,59)

"
e

—5——+—FROJECT COMMITIEE"

1 of copies of approweis, project
)}}gﬁ;ﬁ\ outlinegy<justifications, authority for expendi-
-

/ tm%of/m%gmrmpemmhtmwpm-
g vhich generally exceed $25,000. Official
copies are retained by-the Project Review Commi
Filed by project name. .
(1957 to date) e

s

FORM NO. USE PREVIOUS
1 JAN Ss6 '393 EDITIONS.

N \ LN
coples of speeches delivered by ' . @%\W.o

Ope copy of each speech t0 be maintained \
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Persanent. Disposal not authorized.
Transfer to the Records Center vhen no
longer needed for reference purposes.

Permanent. Disposal not authorized.
Retire to the Record Center on an
anuual basis.

Tewporary. Destroy when no longer
needed. .

Tenporary. Destroy vhen no longer needed
for reference purposes.

Tewporary. Destroy after 2 years. Cut
off st the end of each calendar year;
hold in current files earea for two years
and destroy.
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

r

6

[ 277 s wate

U. S. INTELLIGENCE BOARD

Consists of copies of USIB documents which
are retained for reference of the ICI and his
staff. Records copies are maintained by [RB.LOL

. Ghe flles contaln coples of the agenda, minutes
of oeetings, dirvectlives and other rapers relating
to the TSIB.

(1958-59)

£ive on the Dosrd. Piled by
title, -~

SPECIAL REPOWIS FIIES

These are extra copies of various reports
vhich are loaned out for information and reference
purposes. Some of the specifiic types of reports
are the Hoover Commission Report, Jackson
Commitiee Report, Jackson - British Report,
Eherstadt Committee Report anfi others.

REFERENCE PUBLICATIONS

These are copies of various types of pub-
lished reports originating in the office of the DII,
DDP and copies of the Deily FBIS. Maintained for
information and reference purposes.

s
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Yerporary. nestroy when no longer
needed for reference pUrposes.

Temporary. Destroy after 6 months.

Temporary. Review reports annually.
Submit list to Aduin officer for dis-
position {ie. offer to Records Center
or the Library).

Teuporary. Destroy when no longer
peeded for reference purposes.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTiONS
Approved For Release 2005/11/21 : CIA-I §7S-OOALS7AOOO100030002-8

. ng T COMMUNICATION 1068
Conslsts of various posting wedis which
serve as logs for reccriing classified materisl
recoived or dispatched by the T8I or his staff.
. Maintained primarily in accordsnce with Secupilty
remilndions. Piledl by eategory and chvonologically
thereunicr. .

8. %op Seeret log. Retained signed coples 1.5 Teuwporary. Disposal not authorized.
recording recelpt, internal movement end Retain in current files erea indelfinitely.
Gispopition of T0 meteriml. Copy formmpded
® %o T8 Control Officer. From June 1958 log
maintained on 528 form. Flled chmmlogi-

mlwo
(191;6 %o date) ' _ -
20 e !M

Y. Zczeret and below. Record of the receipt 13.0 Tewperavy: Disposal not authorized.

and disposition of meterial which is classi-| - Retain in cufrent files arves indefinitely.
£ied secret and below. These logs g8lso :
contain o brief summary of the subject mstiey 0

of each commmication logged and serve as an . w[}
inder to the subject files. / \}g‘\ "
(1946 to date) ¥

¢. Ceble log. Record of all cables reeceive] 1.2 Tevnorary. Uestroy vhen one year old.
in the office. !aintained by cable nurber. '

. 4
b, = TOCATCR CARD PITES 4

/0 Pf AV \fﬂM |
Conaist of 3x5 cards which serve ars an indez 12.0 Permorery. Retire to Records Ceni:er{fa«-}
to subject files, catalog, address locator, and mmhﬁnge of Divesverr] , ,{\ (14
as o cross reference to the mail logs and to the Tiarks
various files mainteined by the Reglstry. Cards aere AL

are filed by source, subject, alphabetieally
and chronoloziecslly.

{1952 to date)
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ITEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
+5 Approved For Release 2005/11/21 : -00487A000100030002-8
- DISCONTIRUED PROGRAMS AND CONMITIEE FILES

I

These are accumulations of the co 1.0 Tewporary. Screen through and destroy
and other docusents which remain when progravs duplicate waterial; incorporets re-
or cosmsittess have been discontinued;also the mainder in respsetive files.
inactive Piles of mewbers of the Director's Staff
who are po longer active in such capscity. Plles
are transferred to the Registry for dispositiom.

+
-3 | DOCWNENT RECEIPYS
1

cmmdmmcmmamam o1 Tewporary. Destroy after 2 years.
fuehuiﬁcdd:.mvhiehununttom Bchuzmntﬁmlmform

ces or agencies. Yiled chromologically. and .
offi (5958 o aets) years destroy.

+7
{ COURIER MAIL RECEIFTS
/

Cousists of the retsined copy of Courler's 1.0 Tewporary. Destroy after 3 womths.
cmwmw,mnm-wwm 3
courier for classified materisl picksd up for
delivery to 1w adlressee. Filed chronologically.

(1959)
-13" ADMINISTRATIVE FIIES
l
Mnmm&m,m&,mtm, 6 Tewporary. Destroy sfter coe
» - Yyoar.
instructions, pepers om personnel matters and Cut off at the en? of esch year; vetain
other files sccusulated for slwinis- Tor coe year and destroy.
tration of the + Flled by subject category.
~
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\ﬁ CHEDULE NO.

RE QORI G0N FROLRS#EBURE05/11/21 : CIA- Ma(i487A000100030002-8

OFFICE,

f CONCURRENCE
DIVISION, BRANCH

B SIGNATURE
| D RAFT
- EXECUTIVE REGISTRY ~___—:—-__—:_:"'/

DCI TITLE DATE
ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (Cvmg FT.) DISPOSITION INSTRUCTIONS
1 DIRECTOR'S FILE

Consists of correspondence, memoranda and Permanent. Disposal not authorized.
reports that document or relate to the policies, Transfer to Records Center when no
Pplans, programs and activities of the Agency longer needed for reference purposes.

both internally and externally. Files are
maintained in three sub-series; two by source
and one by an alphabetical General Subject
arrangement.
a. White House, USIB, Joint Chiefs, Congress
and Federal agencies. /7€ 2- A= cé)@ 10
b. CIA components filed by offices. /%2~ 6"5/

c. General Subject file /[P£2 — £,
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s [item no. FILES IDENTIF ICATION ] VOLUME DISPOS ITION INSTRUCT |ONS
s Approved For Release 2005/11/21 : m@m 37A000100030002-8

.2 T2 INDIVIDUALS ALPHABETICAL FIIE . =14
These are letters from the public and copies Temporary. Destroy after 5 years.
of replies thereto. Included are requests for Hold 2 years then transfer to Records /»
information, letters of commendation, complaint, / 0 Center.

criticism and suggestion. Exclué?ed are letters
on the basis of which investigations are made
. or administrative action is taken. / 75,77@4&;{57
3 SPEECH FILE

These are copies of speeches delivered by
the Director and members of his 8taff before groups /,
and organiza‘cions on various occasions. Filed by
topic or event.
a. One copy of each speech tc be maintained Permanent. Disposal not authorized.
as the Agency record copy. Retire to the Records Center on an
annﬁal basis.

. b. Extra copies of speeches maintained for Temporary. Destroy when no longer

reference or distribution purposes. needed.

37A000100030002-8
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ITEM NO. FILES IDENTIF ICATION [ voLume DISPOSITION INSTRUCTION

, 1721 CIA- 7A000100030002-8
D¢y | mveEizcEnce esDRRERKSCERLEelease 2005/

These are copies of all National Intelligance

A

W

=

Temporary. Destroy when no longer needed
Estimates, and Speciasl Estimates which were pre-~ for reference purposes.
. pared by ONE and referred to the DCI for his 4](
information. Files are maintained for reference
burposes. Filed by NIE number and by SE number.
! 962 T olaHs

5 CONFIDENTIAL FUNDS FILES

Consists of vouchers and correspondence g\ Permanent. Transfer to Records Center’
relating to the Directors' authorization for in cubic foot lots.

expenditure of Confidential funds.

6 U. S. INTELLIGENCE BOARD

Consists of copies of USIB documents which Temporary. Destroy when no longer
are retained for reference of the DCI and his needed for reference purposes.
. staff. Records copies are maintained by DDI. ..3

The files contain copies of the agenda, minutes

of meetings, directives and other papers relating

to the USIB. /749 —_
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DISPOSITION INSTRUCTIONS

R487A000100030002-8

ITEM NO. FILES IDENTIFICATION

. Approved For Release 2005/11/21 : CIA-RE&
At T SPECIAL REPORTS EEIES RS

These are extra copies of various reports Temporary. Review reports annually.
vhich are loaned. out for informaition and ref- Submit list ?f‘ Admin. officer for dis-
erence purposes. Some of the specific types of / 2 position (ie. offer to Records Center
reports arethe Hoover Commission Report, o%the Library).

Jackson Committee Report, Jackson —British Re;port‘

Eberstadt Committee Report and others. /947 7= 4&4-*

8. REFERENCE PUBLICATIONS
These are copies of various types of pub- Temporary. Destroy when no longer

lished reports originating in the office of the / ,5 needed for reference purposes.

DDI, DDP and copies of the Daily FBIS. Maintained

for information and reference purposes.

9 COMMUNICATION LOGS

Consists of various posting media which

‘ serve as logs for recording classified material

€

received or dispatched by the DCI or his staff.
Maintained primarily in accordance with Security

regulations. Filed by category and chronologically

thereunder. 19477 /G«M
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10

\__?-,c. Cable Log. Record of all cables received)

a. Top Secret Log. Retained signed copies

recording receipt, internal movement and dis-
position of TS material. Copy forwarded to TS
Control Officer. From June 1958 log maintained
on 5 x 8 form. Filed chronologically.
b. Becret and below. Record of the receipt
and disposition af material which is classified
secret and below. These logs also contain a
brief summary of the subject matter of each

commnication logged and serve as an index to

the subject files.

in the office. Maintained by cable number.

LOCATOR CARD FILES

Consist of 3 x 5 cards which serve as an indeg
to subject files, catalog, address locator, and
as a cross reference té the mail logs and to the
Cards

various files maintained by the Registry.

are filed by source, subject, alphabetically and
chronclogically. .
Approved For Release 2005/11/21 : CIA-R
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ITEM NO. FILES IDENTIFICATION VOLUME | DISPOS ITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-R{ " 7A000100030002-8
9 COMMUNICATION LOGS (continued) '

Temporary. Disposal not authorized.

Retain in current files area indefinitely.

Permsnent. Disposal not authorized.

Retain in current files area indefinitely.

Temporary. Destroy when oneyear old.

Permanent. Retire to Records Center when

inactive.

il
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DISPOSITION INSTRUCT {ONS

‘e [iTEM NO. FALES IDENTIF ICATION )
N 2005/11/21 : CIA- 297A000100030002-8
“ +.>~| 11. | prscomrmvuep FRBRRRVEIAE BSlgAsS 200811/ ' j
These are accumulations of the correspondence Temporary. Screen through and destroy
and other documents which remmin when programs or K duplicate material; incorporate remainder
A R yrech
comnittees have been discontinued; also the in- in respecti effiles.

active files of members of the Director's Staff

who are no longer active in such capacity. Piles

are transferred to the Registry for disposition.
. 12. DOCUMENT RECEIPTS
Consiét of retained signed copies of receipts , Temporary. Destroy after 2 years.
for classified documents which were sent to other Retain in current files area for two years
offices or agencies. Filed chronologically. and destroy.

13. COURIER MAIL RECEIPTS

Consists of the retained copy of Courier's Temporary. Destroy after 3 months.
Classified Mail Receipt, which was signed by the
. courier for classified material picked up for de-

livery to the addressee. Filed chronologically.

1k, ADMINISTRATIVE FILES

These are notices, memoranda, requisitions, Temporary. Destroy after one year.
instructions, papers on personnel matters and / Cut off at the end of each year; retain for
other housekeeping f@i—%as accumulated for adminis- one year and destroy.
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