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1. |SUBJECT FILES: ' L =
e R APHR|
These files are maiptained under o Date
auoeric system by subject and consist of ZCTA Tocords Administration Officer '
‘ correcpondence, cables, dispatches, and
other correspondence reflectinz the
activities of the Staff. (1905 io rresent)
¢ a. Crranization and Administration 0.8 | Temporary. Destroy 5 years after
Files: ese Liles pertain To ihe receipt in Records Center. Review
correspondence, memoranda, reports, and every 2 years, destroy non-record
related records pertainin: to the Policy, material, retain material needed for
Plans, Programs, Functions, Responsibilities, current operations, ancé tranzfer
Table of Groanization, Liaison, and Admin- inactive wmaterial to the Records
istration of the Staff. Center.

o, Security Files: These files are 0.8 | Temporary. Destroy when superseded
caintained under & nunoric systen by sube or no longer needed for reference.
Ject end consist of correspondenrce,
dircetives, and forms relatins to Thysical

Security.

. ’ ©¢. Persounel Files: Planning, £.3 | Temporary. Review every € months.
Prograns, ang Carcer Dlans Correspondenece Destroy rateriel vo longer needed
on headroom, staffingz, potation, carcer for current operations.

developuent, onnual porsonnel progran
review, contingencies, career boards and
Careey panel.

0
Excludey from "
doinoy automati:,
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ITEM NO. FILES IDENTIFICATION VOLUME l DISPOSITION INSTRUCTIONS
. Approved For Release 2005/11/21 : CIA-F!DPg?%lgW?OOM00190020-1
© | SUBJECT PILES -~ con't -

- €. Emevcency Communications Plamng 0.7 Temporary. Retain on a current basis,
Piles:  ThHése TiieS ave oalntalned under destroy hon-current material.

a numeric system by subject ané congist of
memoranda, reports, relocation procedures,
plans, and other correspondence perizining
to Emerjency Relocation Planninz,

M’ ©. Building Constructicn, Henovation 1.5 Temporary. Destroy after 50 years.
andé femocelin.: o4 Fac 1es: ene s Retaiv 1 year after job conpleted,
contairn reports, pictures, waps, blue then transfer to Records Center.

o prints, building drawings, floor plarns,

and correspoudence pertaininz to the
renovation, remodeling and constraction of
the OC Training School and facilities.

o Searvirces: These files are main- | 2.0
tained wiléy o Tureric system and consist

ofs
{1) Library Requests Temporary. Destroy wben request is
filled.
(3} Tropslation Requests Temporary. Destroy shen translated

material is received.

{7) Publication Requests Temporary. Destroy when request is

. filled.

2. | SPECIAL COMMITTEES, BOARDS & PANELS

These files counsist of reports, 1.8
meroranda, minutes and agenda of
Committees, Sub-Committees, working
aroups and materials regarding the Ecuip-
ment Board and Technical Reguirements
Doard. ¥Filed in sub-items below: (1856
to present)

@ a. GU Egquipment Board Temporary. Destroy after 20 years.
| _ —— e 2005/11/21 : CIA-R Mﬂ@&?ﬂﬂiﬁ_wmuﬂar__.
— TIRE €.
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3. | SPECIAL COMMIAMERSSd PonRelsase PAORI1I121.06M-ROFTE DRy A000100190020-1
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ITEM NO.[ FILES IDENTIFICATION VOLUME , DISPOSITION INSTRUCT1ONS

' ‘ a. OC Equipment Board -~ con't toc the Records Center.
. Teochnieal Requirements Doard Temporary. Destroy after 10 years.

Retain for & yeers, then transfer to
the Becords Center.

¢. Communicatiops Radio Panel Terporary. Destroy after 10 years.
Retain for & years then transfer te
the Records Ceuter,

d. ZEResearch and Developument Review Temporary. Destroy after 10 years.
. Board. fetain for 5 years, then transfer to

the Records Center.

.| REPORTS:

These files are saintained in 2
pureric systen and consist of monthly
reports, svecial reports, and other
types of reports pertaining to Policy,
Iidaison, Problems, actions, and other
data pertinent to staff and clandestine
conmunications training, career develop-
nent progryamw for CT/R personnel, opera-
-tional requirementis for the development
and procurcment of clandestine communie
¢ations egnipment, development and ,
. production of signal plans and freqguency
rpropagation materdals, creation anc
maintenance of clandestine communicatious
procedures, development of clandestiuve
commupications techniques, and liaison
vith Azency and other goverpment and nonw
government facilities: (1962 to present)

3
®
o

Permanent. Disposal rot authorized.
Cut~0ff at end of 2 calendar years,
then transfer to the Records Center.

@93ra, Mentihly Reports -~ Staif
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é‘.

Approved For Release 2005/11/21 : CIA-H
REPORTS - con't

b.

Monthly Reports - Branch includ-
iny Isolation.

¢, ¥eekly Staff Notes of Braneh
Activities,

[+ aecomyiishmeuts and Ohjectives:

dykli Annual Report on the
objectiver and accomplisih.
ments of the Statf,

~d-{2) Annual Report of
° PBranch accomplishments and
ohjectives.

. Anpual Prozrawm - Forecast of

Personnel, Foulipment, and Facilities
required by Fiscal Year.

£ Cryptocrapbic Inventory. -~ An’
Inventory ©f 41l Cryprtographic %oaumenta
and Cryptooyaphic Equipments,

e« Eeunomy -~ Quarterly report on
Pinancial &5%&3%@.

. CGuarierly Training Status Reports
of Staff Tersonnel —

i. <€rystal Inveutory {[::::::::]

{Enzineeringz) Reports.

2.6

2.6

0.4

3.9

0.7
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ol

Temporary. Retain no longer than 1

year then destiroy.
Tenporary. Retain no louger thsn 30
(ays then destroy.

Temporary. Destroy after 10 years.
Retain 5 years, then trapsier to
Recoyds Center.

Temporary. Destroy after 5 years.
Cut-off at end of 1 year; then itrans-
fer to the Records Centerx.

Temporary. Retain for 3 years then
gestroy.

Temporary. Retain current and super-
seded copy. Destroy previous inven-
tories.

Temporary. Retain 2 years then
destroy.

Temporary. Retain 2 years then
destroy.

Temporary. Retain on a current basis;

destroy when superseded, or uno longer
needed for reference.

Temporary. Retaln or a current basis;
destroy when superseded, or no longer
needed for reference.
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DISPOSITION INSTRUCTIONS

4. | CORRESPONDENCRPPIQey.For Release 2005/11/21 :C|A-RDB*Z.MM}8I7A000100190020-1
These files are naintained under a2
numeric system by subjeoct and consiut of:
{1962 to present)
8.0 Temporary. Destroy § years after

b. Records Management: These files
contain walevials Bz with the OC
Records Ynnasement Program, i.e.,
reference zaterial, procedural zuidance,
records of archiving, destruction, manage-
ment inprovements, and £ilingy systems,

t:.l !Pernoxmel Administration
Files: ese o8 consist ol general
correspondence on the following:

(1} Confidential Funds

(2} Suoggestion Award
Proyram documentation
and comments,

{;) (1) Auto-instruction Device
sugpgestion files.

{4) Time and Attendance
Becords.

a.9

6.0

receipt in Records Center. Review
every 2 years, destroy non-record
waterial, retain material needed for
current operations, and iransfer
inactive material to the Records
Center.

Temporary. Destroy when outdated or
no longer needed for reference.

Temporary. Retain 6 months then
deatyroy.

Temporary. Retain 2 yesrs then destro

Temporary. Destroy 10 years after
receipt in Records Center. Retain on
a current basis. After case closed,
transfer to Records Center.

Temporary. Retain no longer than 1
year ithen destroy.
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Personnel Administration

¢
Piles =<Too T
{8) Eoii Files - Personnel
stationed atl
{8) CEL ratings and CEL

vwork sheets.

{¥) Conduet and RYBAT
naterial.

LOGISTICS:

These files are maintaivned under a
numeric alphabetic system and contain the
following: (1959 to present)

a.

N Consiolidated Memorandum t
ceounts:” Report of Taventory Iagusgégits
memoranda

nency: receipts, and issue slips made
on all expendable and non-expendable
equipments and properties charged to
0C-03. Contains signature of recipient,
PTI's executed when property is turned

in, and irventory nijustments. Filed by
sub-account number.
B, Ehippins Documentg: Copies of

shipping documeniS on expendable and noi=
expendable items.

<. %ggaisition Filea: Copies
of requis ons for equipment and supplies
requested from headguarters. Filed by
réquisition nusber.

UNe

0.8

0.8

%4%7A0001 00190020-1

Temporary. Upon trarcsfer, screen and
forvard only pertinent data to Head-
quarters, destroy all other materials.

Temporary. Retain 2 years then
destroy.
Temporary. HRetain 3 years then
destroy.

Temporary. Retain no longer than 3
yoears then destroy. Destroy when
accountability is transferred and

-receipted for by a responsible officer,

upon revision and after audit.

Temporary. Retain 3 years then
destroy.

Temporary. Retain 3 riscal'telrs then
destroy.

FORM NO.
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ITEM NO.|

FILES IDENTIFICATION

VOLUME I DISPOSITION INSTRUCT IONS

5.

Approved For Release 2005/11/21 :
LOGISTICS con't

d. Issue Slips (Form 14)

e.

Audit Reperts

£. Procurement - Record coples of
requisitions, centracts, invoices,
shippine documents, purchase orders, and
related naterisl used for procurement of
supplies, services and eguipments through
private and open market scurces. Filed
by Piscal Year under s numeric file
system. Destruction is governed by cost
of transaction as follows:

(1) $25,000 or more
(2) $2,501 to $24,999
(3) $2,500 or less

z. ¥ork Orders: Files consist of
York Orders and Work Order Fodifications.
FHled by work order number.

h. Services: These files are
meintained under a numeric system by
subject and consist of:

(1) Reproduction ¥York
Orders.

(2) Supply Requests

{3) Crystal Reguests

Cl 487A000100190020-1
AT

0.6 Temporary. Retain 2 Fiscal Years
then destroy.

0.4 Temporary. Retain 3 years then
destroy.

3.7
Temporary. Deatroy & years after
final payment.
Temporary. Destroy 3 years after
final payment.
Temporary. Destroy 3 years after
final paysent.

0.9 Temporary. Retain 2 years then
destroy.

3.0
Temporary. Destroy after work order
completed.
Temporary. Retain 1 year then
destroy.
Temporary. Retain 1 year then
destroy.
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PROJECT FI qepproved For Release 2005/717271 : CIA-

These files are maintained under z
nuneric alphabetic system and cemtain
tables, dinpatches, memorandy, reports,
aud other correspondence refloctins the
clandestine support activities for clap-
desiine communications aysten, cquip-
ments and procodures. (1962 to present)

STATION FILES:

These files are maiptaired undexr a
numeric alphahetic systen and countain
eables, dispatches, wemoranda, reports,
and other correspondence reilectiny the
administration ~f ¢clandestine communi-
cations systems equipments and procedures.
{1963 to present)

OPERATIONAL SUBPORT:

These files are malntained under s
numeric system ang consist of: (1531 to
present)

8.4

k0.0

1.8

Approved For Release 2005/11/21 : CIA-R

VOLUME DiSPOSITION INSTRUCT 1ONS
DP78-00487A000100190020-1

Temporary. Destroy after 50 years.
Cut-off st end of 2 years, or vhen
terninated, then transfer to the
Records Center.

Tempurary. Destroy after 50 years.
fer to Records Center.

Tewporary. Destiroy 10 years after
receipt in Records Center. Review
every 2 years. Destrov non.record
waterial, transfer inactive record
material to Records Cunter.

Temporary. Retain 5 years then
destroy.

37A000100190020-1

Cut-off at end of 2 years, then trang-
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ITEM NO. FILES IDENTIFICATION VOLUME | DISPOS ITION [NSTRUCT IONS

For R : CIA- . -
5. | OPERATIONAL ARayRT For Relpase 2005711727 : CIA Dp%si,c{gabgéooo1oo1eoozo1

3
Tyt

1G.0 Temporary. Destroy when obsolete or
no longer needed for reference.

. : Bo.O Temporary. Destroy aftexr 50 yoars
Review every ¢ months and transfer
one copy of each document published
during the period to the Records
Center. Destroy reference copies
when outdated, superseded or no
longer needed.

4.0 Temporary. Retain 3 years then
destroy.

. 8.0 Temporary. Deatroy when obaeolete,
. outdated or no longer needed.

30.0 Temporary. Destroy after 50 years,
. Reviev every G months and transfer
one copy of each docuwent published
during the period to the Records
Center. Destroy reference copies
when outdated, superseded or no
longer needed.

Approved For Release 2005/11/21 : CIA- 0_94! 7A000100190020-1
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. Approved For Release 2005/11/21 : CIA-RD| 000100190020-1
8. | OPERATIONAL SOPBORT:  on't REEaMETRO

T

f. Frequency P tion: These 8,0 Temporary. Destroy when obsolets,
files are malintained under a numeric outdated, or no longer needed for
system by subject and congist of cables, reference.

dispatches, memoranda, reports, and other
data pertirent to the study of Frequency

Propagation.
{1) Predictions: Consimt | 3.0 .| Temporary. Destroy when obsolete
of memoranda, reports, . outdated, or po longer needed for
charts, publications, and reference.

‘ : other data on point-to-

' point, intermediate, sbhort
range, loung range, and short
tern studies. '

S, | TRAINIRG:

7 3)

@ Adninigtration Files - These files 60.0 | Temporary. Destroy 5 years after
are maintained under a mumeric system by receipt in Records Center. Review
subject and consiat of OC course out- every 2 years, destroy non-record
lines, correspondence course outlines material, retain material needed for
offered Ly external training facilities, current operations, and transfer
brochures, documents relating to the inactive material to the Records
general adminigtration of the OC Train- Center.

ing Programs, requests for information
. on training and traiping activities
. anrouncements., (1952 to present)

\W 8. Personnel Training Folders: 40.0
These £1led are malnt under an
alphabetic system and contain a record
of the OC traiuning given to agency and
non~-agency persounel.

i (1) OC-Personnel Temporary. Destroy after 10 years.
fe* Retair 6 months after employee resigns
or transfers, then transfer to Records
Center,

Approved For Release 2005/11/21 : CIA-R¥¥8-04)87A000100190020-1
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ITEM NO.| FILES IDENTIFICATION VOLUME I DISPOSITION INSTRUCTIONS

- Approved For Release 2005/11/21 : CIA-RDP78-86487,A000100190020-1
= | & | TRAINING: con't Ghloadld

a. Persornel Training Folders con't

{2) Agency Personnel -Other Temporary. Destroy file one year
than OC, after it becomes inactive. Retain
one copy of Training Correspondence
in OC file, forward originals to
parent componsnt.

{3} Hon-Agency Permonpel Temporary. Destroy file oune year
after it becomes inasctive. Retain
. one copy of Traiping Correspondence
in OC rile, forward originals to
parert compopent.

b. Correspondence and Statistice; 6.0
These £il6if are maintalned under a
numeric alpbsbetic system and contain
memoranda, reports, records, statistics,
etc., pertaining to all aspects of train-
ing for OC Perscrnel and the OC Training
for Xnter and Inkra-Agency Personnel
performing communications duties.

{1) YProjected Training 0.8 Temporary. BRetain for 2 years then
Regquirements for OC destroy. ‘
Porsonnel,
. St (2) Training Statistics 0.5 Temporary. Deatroy after 25 years.
for courses offered by OC. Cut-off at end of 5 years; then trans-
fer to the Records Center.

1 ) pmxm 0.9 | Temporary after 5 years.
Accounting Re , Retain at 1 year, then forvargs
courses offered by CC. to Heady - Retain at Head-

quarters 4 sdditionsl years then
destroy.

v ) ge iii
Approved For Release 2005/11/21 : CIA-R PM 1000100190020-1
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ITEM NO.|

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

9%

Approved For Release 2005/11721 : CIA-
TRAINING: cOR'L "

b.
con't

Correspondence and Statistios:

(4) Student Training Cards
and training course data for
each instructor and student
that received training.

{2) Training Bulletins,
and CTR.
{€) Ipstructors work files
and trainine materiala.

{’?}t Studeat Schedules,

{8) Traivinpy Correspon-
dence files.

{9} Training Reference
Baterial.

{1in0) Files reflecting
the 7 Eaintenance, and
Cryptographic course material
and student data.

{11} Training Aids and
Instructional Documents

¢. Career Traini These
files are valntained a numeric
gysten by subject and consist of corres-
pondence pertaining to the selection and
participation of OC Personnel for the
Careor Training Programs.

-
.

Approved For Release 2005/11/21 : CIA-R3

DP78-004

0.5

1.0

3o.°

0.6
0.9
80.0

6'0

n

e

gA0001 00190020-1

Temporary. Retain fer 1 year then
destroy. .

Retain for 6 mouths then D4

-

destroy.
Temporary. Retais while PCB a
then screen and transfer to
mwent.

« Retadn 1 year then
destroy.

Temporary. Retain for 2 years them
destroy.

Temporary. Destroy wben superseded or
ro longer needed

Temporary. Retain for 2 years then
deatroy.

Temporary. Destroy when superseded
or 5o longer needed for reference.

Temporary. Retain on a current basis;

destroy when superseded, or no longer
needed for reference,

00100190020-1
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{TEM NO.| FILES IDENTIFICAT!ON VOLUME ] DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIA-RDP7 0100190020-1
con?? Ianda

, ;"\{ja TRAINING:

’ d. Mid-Career Procram: These files | 0.5 | Temporary. Retain on a current basie;
ave maintals a nuperic system by destroy vhen supersedsd, or po longer
subject and consist of correspondence needed for reference.

portaining to the selection and partici-
pation of OC Personnel for the Mid-

Careex Program.
9 e. oc Tninug_g Scheol Histor | 2.0 Permanent. Disposal not authorized.
Files: ge ¥ sre maintaiped under Retain 5 years then transfer to
a numeric system by subject and conaist Becords Center. .
‘ of correspondence; pictures, maps, and
other docuxents periaining to the history

of the OC Training School, Tacilities,
~personnel and equipment.

10. | CRYPTIC REFERENCE:
Piles conuist of records pertaining 2.0 Temporary. Retain on a current basis;

to the assipoment of Sigoal Plan Cryptow destroy when outdated or no longer
oyms. (1935 to present) needed for reference,

11, | PUBLICATIONS AND MANUALS:

These files are maintained under a 70.0 | Temporary. Destroy when superseded,
nuseric system and are filed by publice- obmolete or no longer needed for
(] - | tion number. They consist of Engineer- reference.
ing Technical Bulletins, Modifications
Vork Order, Catalogs, Training Manuals,
Brochures, Operating Manuals, and Train-
ing Instructors Materials. {1957 to

prosent} _

R As@‘ ey Reguktg Issuances: 2.0 fupﬁnry. Destroy when superseded,
Apepcy Hotices, Regulations a ke obsolete or no longer needed for
¥iled in nuperical order. ) reference.

Approved For Release 2005/11/21 : CIA-RIR&HH
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ITEM NO.|

FILES IDENTIF{CATION
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DISPOSITION INSTRUCT IONS

1.

Approved For Release 2005/11/21 : CIA-K
PUBLICATICHS AND HMANUALS: con't

B. OC Rculatory Issuancea: OC
om, ohd Noticos -

xg.

Regulatory Issuances:
orE, Banthnooks, and
Tices f1led in nmrleal ordm-

d. Belerence Files: Consist of
correspondence, Dooks, publications,
catalogs, periodicals, mape, and similar
naterial muintained for reference.

CHRONOLOGICAL FILES:

Theme files consist of extra coples
of correspondence and are saintained
under a numeric systew, files are main-
tained for convenience of reference.
{1963 to present)

a. Cables

Dispatches

¢. Hemoranda

Transmittal Manifests: IN and
our ?ielci'ﬁtauon Transeittal Manifests,

€. Mall Control Records: These
files conSiEt of control records of
incoming and outgoing material

(1) 1Logs

DP78 égﬂﬁmom 00190020-1

2.0

65.0

1:9

2.0

2.0

2.0

Approved For Release 2005/11/21 : CIA-
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obeolete or no longer needed for
reference.

ohesolete or no longer needed for
reference.

Temporary. Destroy vhen superseded,
chsolete or mo lomger needed for
reference.

Temporary.
earlieat monthk upon filing latest
month.

Temporary. Destroy when superseded,

Temporary. Damtroy when superseded,

Maintain 8 wonths, destroy

Temporary. Retain 2 years then
deatroy.

Temporary. Retain 2 years then
destroy.

Temporary. Retain 1 year then
destroy.

Temporary. Break annually, hold for 1

s7motmzmtroy.
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ITEM NO. FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCTIONS
o Approved For Release 2005/11/21 : CIA-RDP78-00487A000100190020-1
« | . “12| CHRONOLOGICAL FILES: con't ?‘“’“-Ti";:'i‘
EY [ I
e. Yail Control RMecords - con't
{2) Abstract Tickets Tenporary. Retailn until action com-
pleted then forvard to OC-RENS.
{3) Pouch Manifest Temporary. Retain 30 days then
destroy.
TRnE
CEGRET
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Approved For Release 2005/‘[;1{ ij}‘A-RDP78 00487A000100190020-1

TITLE

Chief, OC- RMS

DATE

1 November 1965

|
L I
ITEM FTCES TUENTIFTCATTUN VOLUME SucnAcoTIAM TAMCTOUCTIONS
. NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1, REPORTS APPH
These files are maintained in a .Records - §‘a, JTITE
numeric system and consist of monthly - Tt
reports, special reports, and other
reports pertaining to policy, liaison,
problems, actions, and other data pertin-
ent to the methods, standards, equip-
ments, procurements, research and developH
ment, and the communlcatlons engineering
staff support to the agency world-wide
staff and clandestine communications
systems, and equipment. (1953 - present)
nYa. Staff Montﬁiy Reports 0.9 Permanent. Cut off every 2 years,
then transfer to the Records Center.
b. Branch Monthly Reports 1.3 Temporary. Retain 1 year, then
destroy. .
C, I |Month1y Reports 0.2 Temporary. Retain 1 year, then
g destroy.
d. Weekly Staff Notes 0.9 | Temporary. Retain 1 month, then
destroy.
e. Top Secret Inventory: 0.2 Temporary. Retain current and super-
) seded copy. Destroy previous
An inventory of all Top Secret inventories.
documents assigned. T
Approved For Release 2005/1%2%" YEIARGPE A000100190020-1
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REPORTS -—~-con't

f, Cryptographic Inventory: An
inventory of all cryptographic documents
and cryptographicAequipment.

Accomplishments and Objectives:

(1) Annual Report on the
"Accomplishments and Objectives
of the Staff.,

(2) Annual Report on the
Accomplishments and Objectives
the’ Branches°

h., Annual Program Forecast. Flles'

These files consist of copies of the
annual forecast requirements of personnel,
equipment, and facilities and the prelimi-
nary estimates, office estimates, operat-
ing budget, narrative, and statistical
statements of requirements and related
work papers., These files are used in
preparing the OC-E forecast and OC budget
presentation,

(1)

cast

(2)

cast

Staff Annual Program Fore-
Branch Annual Program Fore-

i, Quarterly Economy Report on
Financial Matfers

J. (Semi~Annual Engineering
Report)

FORM NO.
t JAN 58

{3%a USE PREVIOUS

EDETIONS.

.Temporary.

-Texﬁporary°

Retain current and super-
seded copy. Destroy previous inven-.

tories,

Temporary, Destroy after 20 years.
Retain 5 years, then transfer to the
Records Center.

Destroy after 5 years;
then transfer to the

Temporary.
Retain 2 years,
Records Center.

Retain 3 years, then
destroy.

Temporary. Retain 1 year, then
destroy. '

Temporary. then

destroy.

Retain 2 years,

Temporary. Retain on a current basis;
destroy when superseded, outdated, or
no longer needed for referenceo
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1 . k,l kSemi—Annual Communi- 1.1 Temporary. Retain on a current basis;
cations t Report) destroy when superseded, outdated, or .
: no- longer needed for reference.
. ] 2
1 ) 1. | kCommunications Security 3.0 Temporary, Retain on a current basis; [
: Questionnaire and Report) destroy when superseded, outdated, or .
: . no longer needed for reference. g
. . ¥
- m, Equipment Test Report 0.1 Temporary. Retain until equlpment is i
- : : obsolete, then destroy. ,@%
. X0
n, Foreign Intelligence Reports: 1 0.1 Temporary. Review every 6 months, ) E
These files contain reports on foreign destroy reports no longer needed for '
equipment. reference, ) _J
o, D/CO Staff Meetings : 0.1 Temporary. Retain 1 year, then
‘ i destroy.
’p; Accountability Reports: These 0.3 Temporary. Déstroy when superseded'or
files contain correspomdence concerning no longer needed for reference.
the receipt, destruction, transfer, and
inventory of accountable documents, ' . ' L
(1) Top Secret publications, 3.0 The subjects of these documents are
. . manuals, and documents. ) contained in the file identification ip
N . : . this schedule., Review and determine o>
- disposition as governed by the subject ﬁé
of each document. (Return all Top
Secret documents to OC-RMS for
disposition.)
i
(2) Cryptographic documents, 4,2 . Temporary. Retain until superseded, >§
manuals, eté. outdated, or no longer needed for
reference, Destruction authorized in
1 accordance with cryptographic
destruction procedures. '
. . ‘
S
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REPORTS_~ con't 3 o ALk B .

q. Annual Training Status Reports of 0.9 Temporary. Retain 2 yevars, then
‘destroy. o

Staff Personnel ) : .

xgRo)

'
e

TSR

-9 . -
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2. PERSONNEL ADMINISTRATION FILES iﬁﬁgﬂﬁl

St !
a, These files are maintained under 1.5 Temporary. Retain on a current basis;

numeric system by subject and consist of destroy when superseded or.no longer

‘cables, dispatches, memoranda, forms, needed for reference,

and other correspondence reflecting the

Staff personnel planning, progranms, )

career development, rotation, assignment,

reassignment, separations, promotions,

position descriptions, programs, infor-

mation on the career Boards & Panels,

and other administrative reference files

accumulated in the course of performing

. personnel functions and administration,

(1951 - present) .

(1) Personnel Soft Files: Temporary. Upon separation destroy.
These Tiles consist of individ- Upon transfer, screen and forward to
ual personnel folders maintained gaining office, : . C
by the Staff for each employee -

assigned to the Staff or under
Panel E Career Cognizance.
These files contain copies of
. documents pertaining to personnel
actions affecting the individual
Also included are Fitness &~ ...
Reports, correspondence, cables,
dispatches, and other documents
such as training, processing,
and travel information,

(2) Personnel Card Files: Temporary. Destroy upon separation o'gx
These TiTes consist of Employee transfer., \%8
Record Cards ~ a card maintained
for each employee. Notations of
all personnel actions, training,
etc., are posted to this card.

(3) T/O Files: | Temporary., Destroy when superseded
These Tiles consist of or obsolete, ) .
records relating to the staffing | . .

pattern, copies of monthly
personnel reports, T/O changes,

N  ForRel 20056/44/24 - CLALETIE 487A000400190020.1
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YEM NO.

FILES IDENTIFICATION _

authorizations, manning tables,
and IBM listing of ‘employees.

(4) Biographic Data on
Commercial Firm Representatives:

These files are maintained in
alphabetic order and contain
documents pertaining to the

commercial firms, representasi.’:

tives, clearances, and types of
clearances,

(5) Electronic Engineer
CertiTications: Thesec Tiles

consist of Electronic Engineer
Certifications, and the
procedural documents,

g, (a) Certifications, test-.-
3 ing results, and personnel
listings for Electronic
Engineers in OC, who. have
qualified for a General
Scientific Step position,

(b) Personnel listings
and test forms,

(c) Engineer'qualification
standards and test forms,

Approy

or Release 2005/11/21 : Cli

» RPProved ror Rerease zu I,’g‘
’ PERSONNEL ADMfﬂ&STRATION FILES R ¢

0.5

€1
=3 COPY -

Temporary. Retain on a current basis;
destroy when employee transfers or
resigns. .

T
XERO\
coPyY

Temporary. Destroy after 50 years.
Retain 10 years, then transfer to the
Records Center,

Temporary. Retain on a current basis.
Destroy when no longer needed for
reference, .

=)

i
XER
copY

. Temporary. Retain on a current basis.
Destroy when no longer needed for
reference. '

D0437A000100190020-1
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" VOLUME

DISPOSITION INSTRUCT{ONS

(6)  Recruitment:.  These files
consist oI Personnel Briefing
Forms, and Pre~Employment
Interview Reports,

(7) Retirement: These files

consist of personnel listings,
directives, and correspondence
relating to the retirement of

Staff employees.

(8) Personnel Conduct: These
files conSIsSt of The Personnel
Conduct Handbook and the
Personnel Certifications,

(9) Training: These files
consist of correspondence

course outlines offered by
external training facilities,
brochures, documents relating to
training programs, requests for
information on training, train-
ing activities, announcements of
training courses, seminars, and
lectures,

(a) Mid-Career Program -
These files consist of
correspondence pertaining
.to the selection and
participation of OC-E
personnel for the Mid-Careei
Program,

- Temporary., Retain on a current basis; |

Temporary, Retain file copy 1 year,
then destroy. (File original in
individual's official 201 file),

Temporary. Retain on a current basis;
destroy outdated material,

Temporary. Retaim on a current basis;;
destroy outdated material,

Temporary. Retain on a current'basis;
destroy when superseded, or no longer

needed for reference.

destroy when'superseded,-or-no longeﬁgg
needed for reference. X0
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ITEM NO.

3.

SUBJECT—FILES‘

" numeric system by subject and consist of

.drawings, floor plans, dispatches, cables,

These files are maintained under. a

correspondence, cables, dispatches, and
other correspondence reflecting the )
activities of the Staff., (1951 - present)

‘Qﬁ a, Organization and Administration
Files: These Iiles consist OF COTTes—
pondence, memoranda, reports, and related
records pertaining to the Policy, Plans,
Programs, Functions, Responsibilities,
Table of Organization, Liaison, and
Administration of the Staff,

b. Security Files:. These files:
consist oI correspondence, directives,
and forms relating to security,

c. Emergency Communications Planning

Files: These Iiles consist of memoranda,
reports, relocation procedures, plans,
and other correspondence pertaining to
Emergency Relocation Planning.

H Y . . .

{9;/ d. Building Construction, Reno-
vation and Remodeling of Facilities
FiJes: These files contain reports,
pictures, maps,. blueprints, building

and other correspondence pertaining to the
renovation, remodeling, and construction
of OC stations and facilities.

e, Services Files: These files are
maintained under a numeric system and
consist of: ’

(1) Administrative Supplies and
Services - .

0.5

T
i
i

e vm
T e o
RS S S

Temporary. ‘Destroy 5 years after
receipt in the Records Center. Review |
every 2 years, destroy non-record
material, retain material needed for
current operations, and transfer
inactive material to the Records:
Center,- ' S T

Temporary. 'Destroy when sﬁperseded or
no longer needed for reference,

Temporary. . Retain on a current basis.

:Destroy non-current material, -

Temporary. Destroy after 50 years,
Retain 1 year after work completed, -~
then transfer.to the Records Center.

Temporary} " Retain no ldngerlthan 1
year, then destroy. = = A
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SUBJECT FILES -~ con't
(2) " Library Requests
“(3) Publication Requests

' f, Travel Files: These f11es
cons1st of TDY request for travel orders,

vouchers, notices, blanket travel orders,.

advances, policies, procedures, corres-
pondence, and the TDY Standby List,

g. Budget and Fiscal Files: These
files consist oI background material
and related working papers for prepara-
tion of the Staff budget, allocations,
and obligations, ‘

h, Transmittal Manifest Files:
These files are mainftained under a
numeric system and contain "IN and OUT™
transmittal manifests.

. ~9-

AVRDR78

3

4

t00487A0001001000R0TION INSTRUCT I ONS

Temporary. Destroy when request is-
- filled. - §

Temporary. Destroy when réquest is‘

filled.

Temporary. Retain on a current basis,
Destroy material ‘no longer needed for

reference. . =~

Temporary. Retain 3 yeéars; then
destroy. o o S

Temporary. Retain lfyear;'thénj R
destroy. T e

FORM NO.
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4.

~ ures, planning, as well as support to the

+ PPNV errh@lease 117271 : Q

TECHNICAL AND SPECIAL COMMITTEES AND
BOARD FILES:

These files consist of reports,
memoranda, minutes, directives, charts,
and agenda of committees, sub-committees,
boards, working groups and briefing mate-
rial used by agency and non-agency
officials regarding engineering technical
research and development, supply proced--

Agency in the communications engineering
support fields., (1955 -~ present)

a, Technical Equipment Board

b. Presidents Foreign Intelllgence
Adv1sory Board

¢, CIA Patent Board

d. Technical Requirement Board

i

Gﬁ e. Technical Advisory Panel: These
files are maintained under an alphabetic
system and consist of background corres-—
pondence, publications, and reference
materials relating to equipment, theory
‘systems, techniques, etc., from the
Department of Defense, Commercial firms,
agency and non-agency facilities,

- (1) Technical Reports - These
files consist of technical
reports on equipment, systems,
theories, and tests on present
equipment., Testing and reporting
‘are completed by the Agency,
other agencies and commerc1a1
firms,

21.0

.Tempbrary."Retaiﬁ'S yeérs,ﬁthen
destroy. . . '
Temporary. Retain 3 years, then
destroy.. Lo T el

Temporary. Retain 3 years, then
destroy. . - ool

Temporary. - Retain 3 years, then
destroy. ' . B

Temporéry, Destroy after“io'Yearé.j
Records Center. Forward reference

the Technical Laboratory,

destroy outdated.material,

Retain 3 years, then transfer to the.

material to R&D Lab for 1nclu51on in -

Temporaf&.: RéView e?ery 6 months and
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1TEM NO.

TECHNICAL AND SPECIAL COMMITTEES AND
BOARD FILES - con't

(2) Technical Advisory Panel -
These files consist of adminis-
tration material, reports, etc.,
on the Technical Adv1sory

Panel,
& : .
' f, Bio-Medical Electronic AD HOC
Panel
)
y/ g.. CIA Research and Development

Review Board

% h. Joint CIA/DOD Research and
Development Committee (Tactlcal Command &
Control);

i¥ i, Office of Communications Equip-
ment Board

1‘7 .
Je
Board

Research and Development Review

Audio Counter Measures Meetings:

Mk,

‘D0487A00010019082F043 [ TION INSTRUCT 1ONS

vTemporary.

Temporary. Retain 3 years, then

‘destroy.
Temporary. Retaih 1 year, then ‘
destroy. . : -

Temporary. Destroy after 4 years,

Retain ‘2 years, then transfer to the
Records Center. .
Temporary, Destroy after 4 years.
Retain 2- years,
Records Center

: Destroy after 3 years,
Retain -1 year, then transfer to the
Records Center.v : -

Temporary.

then transfer to the:

Destroy after 3 years,'

Retain 1 year, then transfer to the

Records Center,
Temporary° Destroy after 4 years.
Retain 2 years,

Records Center. -

then transfer to the,a
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ITEN NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

5. LIAISON FILES

a. Technical Liaison Files: These
files are maintained under an alphabetic
system and consist of:

(1) Bio data and correspondence 3.6 Temporary. Retain on a current basis;
on commercial and/or military destroy when no longer needed for
representatives. (forms) reference. :

(1960 - present)

(2) Security Clearance Files: 0.5 Temporary. Retain on a current basis;

Index for military and commercial cancel clearance and destroy when no

firm personnel. Listed by commerf ) longer needed for. reference.
cial firm and contains name, date

of clearance, job title, and type|
of clearance. (1952 - present)

(3) Correspondence Files: 2.1 Temporary. Commercial firm corres-
LetteTs to and from commercial pondence retain 2 years, then destroy.
firms and military establish- Military correspondence retain 5 years

ments on requests to and from . then destroy.

them on technical specifications, -
visitations, and receipt of
correspondence on their latest
equipment.. (1957 - present)

(4) Synopsis Files: Liaison 2.0 Temporary. Retain 5 years, then
tasks pe rme or OC, FBIS, destroy.

25X1 TS/D, FI and Contacts
Division (DDI).
(5) Technical Representative 0.1 Temporary. Retain on a current basis;
Liaison Monitoring - Correspond- ' destroy outdated material.

ence from and to commercial firms
regarding rotation and replace-
ment of personnel including
personnel resume.
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AN
1LIAISON FILES - con't R 77. L'Uh k

b. Inter & Intra-Agency Liaison . - 1.0 | -Temporary. Retain 5 years, then"“ T
Files: These files are maintained under | - | destroy. : ) o . [
an alphabetic system and consist of o Co Ch , T
correspondence on communications staff C . : o 5 T !
and clandestine equipment, equipment o : i ' N '
. : " requirements, and/or exchange of equip- : h : '

. ment or information to and from inter

and intra-agency components, foreign
governments, and military establlshments.
(1955 -~ present) 1

XEROL
SAev

c. Contractor Contract Reports: ‘1,0 .| Temporary. Retain. 2 years,. then
These files consist of Trip reports S destroy. B Co -
regarding specific equipment and the S o Co
research and development of equlpment
by commercial firms. - :

‘XERO
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e
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FILES IDENTIFICATION -

VOLUME

DISPOS ITION JSTRUCT IONS

6.

REFERENCE MATERIALS

relates to communications equipment,

a. Working Files: These files are
maintaine or the convenience of the
user and. consist of documents, books,
publications, catalogs, periodicals, maps
rough notes, drafts, forms, etc., Co
accumulated and temporarily maintained
separate from any file system until a
specific job has been completed. The
collection may also include folders
and documents temporarily charged out of
a file system or on loan from -the Library

@W b. Reference Materials: - These
materials consist of classified and
unclassified catalogs, schematics,
bulletins, books, commercial report data,
manuals, brochures, trip reports, .
booklets, periodicals, maps, and similar
material from various sources, and used
for reference purposes. This information

system, theory, and techniques relating
to communications support functions at
Headquarters and in’ the field.. )

285.0 &

the Library, then destroy remaining

Upon-complétioh,of.é specific job, .
return any loaned materials to file or

papers.. - .

XEROQ
COPY rpcee

i

Temporafy. “Destfoy.ﬁhéﬁ'ébsolete,“

1
superseded, Or .no longer needed for - i
reference; except material that has {
future value may be sent to the .
‘| Records Center for 5 years,vthen:_

destroy. o BRI T
§
E
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7. CHRONOLOGICAL FILES
These files consist of éxtra copies .
- of correspondence and are maintained unde
- a numeric system for convenience of '
reference. (1958 - present)
a., Cables 4.4 Temporary Malntalnrlvyééf;‘desffoy7
earliest month upon f111ng 1atest
_ month. - BR
'b. Dispatches 2.4 Temporary:  Retain 2 yeéfs,,thenn'
; . destroy. L
c. Memoranda 3.0 _Temporafy. Retain;2 yearé;gthen“f
destroy. . TR e e
d. Transmittal Manifests - IN and |6.0 Temporary.‘ Retainil:&ear, ﬁheh'v
OUT Field Station Transmittal Manifests. destroy. T R N
e. Memoranda for the Record 2.3 Temporary Retaln no: 1onger than 2
’ ' . years, then’ destroy.HA
f,. Mail Control Records - These
files consist ol control records for
incoming and outgoing material.
(1)_'Légs 4.0 .| Temporary. Break annually, hold for -
o T -} 1 year, then destroy. h
(2) Abstract Tickets 1;0  Temporary . Retain’until action is
s T completed, then return to OC-RMS
(3) Mail Receipts and Manifests| 1.0 Temporary. "Retain 30 days, then
destroy. .
FORM NO.

1 JAN 56

‘393 USE PREVIOUS ,

EDITIONS.

Apprq@@c&,ﬁg Relerse 20086121, gmw;gbqoq,ﬁzgpoommsoozo -1

a1y

Erre
XERQ' -
aopye

r

ot N

"XERO |

<o COPY poemrimrpaom —

ek




ITEM NO.

8.

PUBLICATIONS AND HANDBOOKS

ApprovediEoriReleage 2005/11/21 - CIA-RDPY8I0487A0001004900352525 | TION INSTRUCTIONS

These files are maintained under a
numeric system and are filed in chrono-
. logical order.

a.

3% (@)

"communlcatlons equlpment

: ,BulletlnS' S
Technical. communications engineeg- . ]
“'ing theory, test procedures, o

- interest to €ommunications

(1953 - present)

OC Regulatory Issuances:

(1) OC Notices, Orders, Memo-
randa Handbooks, and other
internal issuances and dlrect—
ives.

(2) Equipment Notices: Notices
on new equipment developed by OC
and-commercial firms.

(a) Equipment Notice -
Index: J3xb cards 1ndex1ng
fﬁe equipment notlces

Work Orders and Work Order
Modifications: These files

consist of Work Orders, Requests
‘and modification work orders for

(4) Englneerlng Technlcal
TieTld handbooks on

equipment, and eguipment parts of

components.-

(5) Engineering Technical

Manuals: Manuals consisting
of technical information and dati
on OC Equlpment

}‘Retain until superseded

Temporary. ,Destfoy when s:v.pe‘aris_edet:LE
obsolete, or no longer needed for
reference. . ' .. . o

Temporary. ‘Destroy ‘'when superseded
obsolete, or no longer needed for
reference, .

Destroyfwhen snperseded,

Temporary . v
or no longer needed for

obsolete,
reference:

-,Temporary

Retain until superseded outdated, or
no longer needed for reference, then
transfer one copy to the Records ;
Center. Destroy after 5 years: B )

Temporary.- X
outdated or

1 no ‘longer needed for reference,’ them
.transfer one copy to the Records

Center. Destroy after 5 years.

Temporary.

Destroy “henssuperseded,
‘Obsolete, or no longer needed for
reference :

rom k0. |39 v3¢ rcriovApproved Fa&&ﬁésg%ﬁ?ﬁﬁﬁ YaebIA-RRBTS:

1 JAN 58

EDITIONS,




) "EFISGHGd Eor Release 2005/11/21 ; CIA-RDP78-00487A000100190020-1 ... . . . - 1
iTEM NO.| FILE IDENTIF ICATION VOLUME . DISPOSITION INSTRFJ(FT!DNS -
PUBLICATIONS AND HANDB_OOKS - con't.
(b) Agency Regulatory o 4.0 _Temporary. Destroy when superseded, ‘
ISsuances. Agency notices, o . obsolete, or ‘no: longer needed for ) . ‘
regulations, handbooks, - - reference. S IR AT R
and DD/S dlrectlves. : . ) . R A
(¢c) Other Agency ) 8.0 Temporary . Destroy when superseded
Issuancesy; er Agency : obsolete, or no 1onger needed for
. ocuments), publlcatlons : E reference. - -
1 . ) and dlrectlves - S /e
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9. | CORRESPONDENCE FILES = - ..

'Theserflles are maintained under a
.numeric system by subJect and consist -
g\of (1952 - present) i -

.D%, a. _Inter and Intra—Agency Liaison 12.0 Temoorary Destroy 5 years after ; ;
"Correspondence: These files contain Sl receipt in the Records Center.. Review )
"+ |  Agency, Military, Commercial, ‘and other | - | every 2 years, destroy non-record - !

- Agency correspondence concerning com- B | material needed for current operations),
’ ) munications equipment, or systems, and . : then transfer to’ the Records Center. - i
equipment developments for application: R Ll R T /&2
in the implementation of comminications | &= = .- e T e %ﬁ

activities, and the technical evaluatlon
of equipment and systems .used in

support of Agency operations. o o " R j’ f3*v”“ﬁfﬂ"ﬂ S~
b. Records Management: These filed 1.0. | Temporary. Destroy when' outdated or

contain materials dealing with the OC . | - no longer needed for reference.
‘Records Management Program, i.e.; . S T e O

" reference material, procedural guldance

. records of archiving, destruction,
-management 1mprovement and filing ’
systems. . : i -
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10.

'gESEARCH AND DEVELOPMENT FILES

These flles are malntalned under a

. pumeric system.

.a. " General Administration and
Planning Files: These files consist of
documents, R&D contracts . and programs,
correspondence rélating to the overall
administration and .support of the Branch
and its budget, reports, requirements,
work schedules, and control systems.
files reflect the activities, support,
administration, and the general planning,
supervision, and control of the research
and development contracts and programs.

(1) Production Cost Data:

These files comnsist of Project
Compilation Summaries of cost by
‘project. (1962 - present)

(2) Project Control Files:

" These files consist of control
cards, logs, indices, and the
‘monthly project status reports,
and other media reflecting com-
prehensive individual contracts
administered by the Branch.
(1962 - present)

The

A

b. Project Approval Requests
These files consist of approval memoranda
for projects, contracts, and the Pldnning,
Programming, and Budgeting (O/PPB) Control
Records and Catalog Forms. (1964 - present

Temporary. Destroy after 25 years.
Close files every 3 years; when

" completed or when terminated which-
ever comes first, then transfer to thg
Records Center.

Temporary. Retain 10 years, then

destroy.

Temporary . .then

Retain 5 years,
destroy. - ‘

Temporary. Destroy after 25 years.
Close files every 3 years, then
transfer to the Records Center.
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FILES IDENTIFICATION

YOLUME

DISPOSITION. INSTRUCT IONS -

- Files:

RESEARCH AND DEVELOPMENT FILES - con't

c. Teéhﬁical Commitfée and Board
These Tiles consist of:
(1) Agenda, directives, minutes
of meetings, and reports cover-

ing general operations of the
committee or board.

(2) Papers relating to the
establishment, revision, or
termination of individual pro-
jects and contracts.

(3) Correspondence files per-
taining to the committees and
boards.

(4) Meetings with foreign _
representatives on communi- - -
cations equipment.

i

d. Spe01a1 Equipment Studies Flles
These files contain correspondence and
studies on communications equipment,
contracts, projects, systems designs,
etc. (1955 - present) -

@@Ne. External Contract Files: These
"files. consist of individual procurement
translations, i.e., documénts relating to
the negotiations, commitments, placements
and administration of the contracts, pur-
chase orders, comparable instruments, pro;
posed contracts, correspondence and
receipts to and from commercial firms and
Office of Logistics, basic contracts,
amendments, task orders, payments, audit
of accounts, specifications, modificationg
technical publications,

FORI4 NO.
1 JAN S8

USE PREVIOUS
EDITIONS.

i39a

conference reports, ... -<
. ) e

Permanent’

Records Center.

.Records Center.

records 1 additional year,

not authorized.
transfer to the

ﬁiSposdl
Retain 2 years, then

Permanent. . Disposal
Retain 3 years, then
Records Center. )

not authorized.
transfer to the

Permanent. .Disposal-hot aﬁthorized«
Close file every 3 years, then trans-

err to the Records Center. o

Permanent
Retain: 2 years,.

Disposal not authorlzed
then transfer tovthw

Disposal not authorized.
hold inactive
then traxs-

Permanent:
Retain while active,

fer to the Records Center.

Permanent. Disposal not authorized.
Retain 2 years after completed, ter-
minated, or cancelled, then transfeyr
to the Records Center. ’

Amendment 1, dated 23 March 1966
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" | RESEARCH AND DEVALOPMENT FILES - con't ' ' AT

trip reports, work orders, contract
monthly reports, Analysis and Appraisal
Reports, OC-E Equipment Notices, etc.,
on the equipment status and development
(1956 ~ present)

\ (1) Special Communications 9. Permanent. Disposal.not'authOrized.
? Satellite Projects. (1963 - 1 Retain 2-years, then transfer to
present) ) . . the Records Center.J;_ :

f. Source Data Files: These files . Temporary. ‘Destroy when determlned
contain material collected and assembled that the files have served all
on data of a preliminary or intermediate . .| research purposes.: . ’ i
character generated from such processes ' } T .
as experiments or observations of a
routine, repetitive nature, and used for
reference in arriving at determinations
in the conduct of research contracts.

g. Reference Files: These files : Temporary. Destroy when no . 1onger o
consist of technmical and scientific data’ . needed for’ research or’ reference
accumulated in eonducting the research s -purposes -
and development of assigned prOJects. o

‘(1) Progect Notebooks- Note~ . | Temporary-.. Destroy 6 months after
‘books containing data accumulated - . | cancellatlon, completlon, or. -
by technical personhel either tof . . termination of the related contract.
~ be duplicated in technical reports - . |- . = STV
"+, or elsewhere in case - files, or tg
be of such a routine or fragmen-
. tary nature that their retention
- would mot add significantly to
" . the comtract file.

% h. oC Equipment Manuals: These Permanent. Disposal not authorized. -
files contain manuals created by the = - |° Retaln on a current basis; forwardkl
Staff for OC equipment. (1951 - present)- copy to the R&D Lab as created for

T ) : '1nclu51on in the lerary.

-21- ..| Amendment 1, dated 23 March 1966
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ITEM NO.!

FILES IDENTLF ICATION

VOLUME DI1SPOSITION i 3TRUCT | ONS e

11.

RESEARCH AND DEVELOPMENT "LABORATORY FILES

These files are maintained under a
numeric system by subject and consist of
reports, cables, dispatches, and corres-
pondence reflecting the activities of the
Research and Development Laboratory.

t° a. Analysis and Appraisal Report
Files: These reports are filed by number
and cross referenced by project number.
The reports relate to the research and
development, testing, and evaluation of
agency, commercial, and foreign items
(and in some cases production items) to
make sure that design, technical char-
acteristics, and requirements are met and
to provide information for corrective
action. Included are research, envir-
onmental, engineering service, and other
test directives; plans, preliminary, fina
Analysis and Appraisal Reports; related
correspondence; and comparable test data.
(1951 - present)

)

:2>fb. Internal Design Project Files:
Thése files contain/reflect a complete
history of each project from initiation
through research, development, design,
testing, procurement, and production,.
They include correspondence, notes, man-
uals, schematics, drawings, authorization
requirements, requisitions; test and
trial results; specifications; and
photographs considereddto be essential
to document design, modifications, and
engineering development; technical and
progress reports; notice of cancellation
and/or completion; research, applied
research, and development projects,

tasks, and subtasks. All or any segments‘

may be filed together or separate when
economical or desirable for efficiency.
(1951 - present)

47.0 Permanent. Disposal not authorized.
Cut-off at end of 5 years, then trais-
fer to the Records Center.

44.0 Permanent. Disposal not authorized.
Cut-off at end of 5 years; then,
transfer to the Records Center.

_22- | Amendment 1, dated 23 March 1966
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" [i7est No.

FILES IDENTIFICATION

VOLUME

RESEARCH AND DEVELOPMENT LABORATORY FILES NG,

con't .

c Laboratory Notebooks: These .
notébooks are used to record and preserve
engineering and scientific data and to
provide legal evidence of the date of -
conception of invention. They contain
data essential in establishing patent
rights. All laboratory notebooks are
identified by the author's name and
contain the reports, development progress
and the projects, tasks, or subtasks to
which they pertain. (1951 - present) =~

R i
QQDd. R&D Technical Reference Files:
These fileés consist of R&D technical
reports, investigated findings, and
scientific publications maintained as 'a
source of ready reference for R&D per-
sonnel. (1950 - present)

5k e. Drawing Files: These files con-
sist of correspondence, requirements,
schematics, specifications, design lay-
outs, and equipment: drawings for ocC
peculiar equipment. (1951 - present).

£. Project Control Files: These
files consist of cards, logs, and indices
filed by project. : (1951 - present)

(1) Project Cards -~ indexed to
active and inactive project
files. (1951 - present)

(2) Project Initiation Assign-
ment Sheets - (1951 - present)

-23-

DISPOSITION INSTRUCTIONS -

Permanent. Disposal'ndt authorized.
Cut-off at end of 5 years; then
transfer tq the_Records Center.

Temporary. Destroy 10 years after
‘receipt in the Records Center. Review
every 2 years; destroy non-record -
material needed for current operaticns
then transfer inactive material to the
Records Center.. ' S

_ Permanent. Disposal not authorized.
Retain while active, hold 1 additioxal
year, then transfer to the Records
Center.. . . : S '

Temporéry. bDestroy when no longer
needed for reference. -

Temporary. Destroy when no 1dnger
needed for reference.

Amendment 1, dated 23 March 1966
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS e . o
RESEARCH AND DEVELOPMENT LABORATORY %?ﬂmm?x L
FILES - con't s
(3) Project Completion Sheets - 0.2 Temporary. Retain 10 years, .then
consisting of production costs destroy. . -
and estimate value of completed’
projects. (1963 - present)
(4) Project Cost Cards - 1.0 Temporary. Retain until informatio?
contain hours spend on each pro-- is transferred to production completio
"ject for equipment production ' sheets, then destroy. » :
cost per unit. (1964 - present) S o
(5) Research and Development 0.2 Temporary. Reétain 3 years, then
Work Schedules — consist of - destroy. ) : .
Jdevelopment, fabrication, and
design work schedules for pro-
jects completed by the Laboratorjy.
j\ g. OC-E Research and Development' 3.0 Permanent. Disposal not authorized.
Manuals: ~ (1953 - 1963) . Retain 5 years, then transfer to thz
’ Records Center. . . :

h. Research and Reference Files: 325.0 Temporary. Destroy when no longer
These files consist of agency and com- L needed for reference. R :
mercial catalogs, brochures, equipment - : s z
manuals, technical manuals, or communi~ )
cations equipment. (1955 - present) : -

S . . ‘ s R S LT S
{2/1. Foreign Equipment Information 0.5 | Permanent. Disposal not authorized.
Files: THese Iiles consist of documents L Retain 3 years, then transfer to
- TeTlating to the exchange and collection | -the Records Center: -
of foreign equipment and information o - :
pertaining to the equipment, Includes
papers relating to . plans for visits with
foreign government officials, and col-
jection of equipment data. (1960 - -
present)
-24-.| Amendment 1, dated 23 March 1966 -
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" RESEARCH AND DEVELOPMEAT LABORATORY
FILES - con't

QESE External Project Files:  These . ‘Temporary. Destroy after 25 years.
fil€s consist of extra copies of external Retain 5 years, then transfer to the
projects, trip reports, inspection Records Center. [
reports, project reports, etc. ’

(1961 - present) .

PROCUREMENT AND SUPPLY FILES'

These files are maintained by
Project under a numeric system and
consist of: (1955 - present)

a. DPetty Cash Accounting Files: . Temporary. Retain 1 year, then
These files contfain reports, correspond- | - destroy. i AR )
ence, and receipts documenting the $300
petty cash transactions and monthly
‘audits. (1964 - present)

b. Parts and Equipment Stock - 4. Temporary. Destroy whﬁn no 1onger
Control:Records: These files consist of needed for reference.
the control land maintenance records for
the parts and equipment used by Lhe R&D
Lab. (1955 - present) :

- ¢. Supply Unit Subject Files: . Temporary. Retain 3 years, then
These files consist of copies OF memo-— } destroy. S
randa to and from Headquarters and papers :
used in the administration of the supply
unit. (1962 - present)

jy d Purchase Order Files: These . . Temporary. Transfer to inactive file
files consist of files documenting the in office area at end of Fiscal Year.
procurement of equipment, supplies, and Retain there until after audit. Retire
services- by informal purchases from local to the Records Center, then destroy 3
sources. These files include initiating years after end of Fiscal Year covered
reqguisitions, specifications, purchase
orders, delivery 1nformat10n and
'related corrcspondence and papers

-25..

,A Y - S
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FORM NO.

1 JAN

- usually under $5,000.

PR OCURnMENT AND SUPPLY FILES - con't

Maximum value of purchase orders is
(transactions of
$25,000 and over must be retained 6
years) (1960 - present)

e. Requisition Files: These. files
‘consist of copies ol requisitions for -
equipment and supplies requested from
Headquarters. (1962 - present)

f. Reference Material: These files
consist of brochures, procurement proced-
aral guides and other materials used as
reference. (1955 - present)

[@ g. Master Voucher Files: These
files consist of receiving reports,
PTI'S, RIA's, requisitions, and Issue
Slips covering equipment and/or supplies
issued by the warehouse. These slips
reflect signature of recipient and are
used in posting to stock record cards.
(1960 - present) .

. h. Consolidated Memorandum of -
Receipt: TIssue SIips made on all non-
expendable equipment and property charged
to an employee indicates signature of
recipient. PTI executed when property is
turned in. (1962 -~ present)

i. Property Passes: These files
consist ol forms reflecting all equip-
ment or property taken off post.

(1965 ~ present)

a USE PREVIOUS
2
3%a EDITIONS.

Approwesbﬁos Releﬁm 2@61%'!«!&01'%1

16.0

o
~25.

Temporary. Hold 6 months after

~fulfillment of request, then destroy.
Temporary. Destroy whén-reVised,

superseded, or . no longer needed for -
reference. : : :
Tempdrary. Ségregaterinto»completed
files after receipt, deliver, and

adjustment. .Destroy 4 years there- -
after. Retire to the Records Center.

~following inventory. and audit for
balance of the 4 years.

}Temporaryﬁ,,Destfoy upon change of
responsible officer, upon revision,
or after audit. C

Temporary. Destroy 3 months after
return to issuing officer.
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- 12. | ENGINEERING SUPPORT FILES

These files are maintained under an
alphabetic system and contain:

; a. Equipment Flles' These files 23.0 Temporary. Review annually; destroy
i . ; consist of intra an ency cables, outdated and obsolete material no
1 : dispatches, reports iand other longer needed for reference.
i correspondence relat stalled
1 . ‘facilities ﬁand field stations.
oo (1958 - presemt
8%:
""b - b. Station Files: These files ) 30.0 Temporary. Retain 2 years, then
consist of cables, dispatches, reports, destroy.

e surveys, IBM listings, and other corres-

) pondence reflecting engineering require-
ments and administrative support functions
for the stations and projects.

(1953 - present)

g?? /c. Project Files: These files 16.0 Temporary. Destroy 10 years after
ist of cables, dispatches, reports, receipt in the Records Center. Review
maps, drawings, manuals, and other corres- annually, destroy non-record material,
pondence relating to building construc- retain material needed for current
tion, programming, renovations, equip- operations, transfer inactive material
ment installations, etc. (1954 - present) and terminated projects to the
L Records Center.
ox
%Qf . d. Equipment Evaluation Files: . 24.0 Temporary. Review annually, destroy
T } These files consist of proposals, dis- superseded and outdated material no
‘v patches, cables, manuals, drawings from longer needed for reference.

commercial firms, and agency components on
and other items relating

1 patch panels, antenna and

' quipment, etc. (1958 - present)

s e. Planning Group Files: These 24.0 Temporary. Review annually, destroy
1 C files consist o planning and suparseded and outdated material no
improvements t0| construc- longer needed for reference. -
o tionvof new sit€s; equipmen ayouts for : . : - '

communications sites and stations;

Adou,
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i I G SUPPCRT FILES - con't

remodeling of radio stations; and the
drawings of the stations and the equip-
ment layout plans.

f. 'Drawing and Layout Files:
These files consist of building and
equipment designs, drawings, maps,
specifications, etc. (1952 - present)

Temporary. Retain on a current basis,
destroy when obsolete or no longer
needed for reference.

(2) ‘Equipment drawings, station 4. Temporary. Retain until equipment is
wirings, specific systems, and obsolete -or station closed, then
equipment layouts. destroy. . o

(3) Drawings of stations and ~ . Temporary. Retain nd 1onger than 1
projects équipment layouts for year, then destroy.
planning purposes. .

,(4ﬂ hrawings of all area . Temporary. Retain on a current basis,
| destroy when no longer needed for

reference.

(5) Teletype equipment drawings| 16. Temporary. Retain on a current basis,
consisting of wire diagrams, destroy when obsolete or no longer

" schematics, and drawings for needed for reference.
Modification Work Orders

| o i R TIEEI T T AT e R VTR T ST AT T SRR AL matEARL e R LA SLE R R ATAST R ML
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Q%47 LN INSTRUCTIONS - )
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13. LOGISTICS SUPPORT FILES

These files are filed under a
subjective numeric system.-
(1951 - present)

a. Logistical Administration Files:| 12.0 Temporary. Retain 3 Fiscal Years,
These files contain reports, corres— : then destroy. i :
pondence, cables, dispatches, copies of .
instructions, and internal issuances

relating to the administration of logis- ' ' . .
‘f\ 1 tical support functions at Headquarters ]
‘ .and the field.:stations. - (i;
h c ) ae
: - uwo
b. Receipt and Control Files: . i
‘(1) sSigned cobies of memo- ’ 0.5 Temporary. 'bestroy upont’ receipt of
randum receipts for non- X Consolidated Memorandum Receipt N
. expendable property. . .| Listings. o . . )
N ’ (2) Copies of Consolidated . 0.9 | Temporary. Destroy when supersedéd,or

Memorandum Receipt Listings ' ] no longer needed for reference.
(IBM run furnished by Office of . .

Logistics). :

-~

(3) Activity Registers -
Received from OL on a monthly
and semi-annual basis. Reports

4]

) relate to the consolidated his- : ~
T . tory run of equipment and stock o . e . o>
. issued, transferred, or on hand. : X0
. ) ‘ . P
(a) Monthly Reports 0.4 Temporary. Retain 30 days, then
: : ' destroy. ] .
(b) Semi-Annual Reports 0.4 ' Tempofary. Retain 3 Fiscal Years,

L - : v then destroy.

""""" Appr&FEQTS, RUIZRLE S6H5PHH/21-: CIA Rbp'isnooésmnoo1oo1soozo-1 SO
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" item No.

| LOGISTICS' SUPPORT FILES - con't NRE . . ) - ’

c. Receiving Reports 32.0 Témporary.‘ Retain.3 Fiscal Years,
K . e then destroy. SRR ) . .

T d, Maferlel Support Files: These
files are maintained under a numeric
system and consist of

: (1) Fleld Support F11eS" 0 1150.0 Temporary. Retain 3 Fiscal Years, e
. i These Tiles contain contracts, B then destroy. . o 1
. purchase instructions, receipt- : :

ing reports, shipping notices,
requisitions, and correspondence |
dealing with supply matters and
request for supplies.

xerey R [
T DB Y et st e by,

. (2) Supply Stock Requisitions: 12.0 | Temporary. Retain 3 Fiscal Years,
;o o Requisitions Tor materiels to then destroy. . . : .
stock the four domestic ware- . i ’
< ’ houses with OC equlpment

(3) Requisition Logs: Logs and .0.5 | Temporary. Retain 3 Fiscal Years,
: requ151t1ons contalning requisit- = then destroy. :
ion numbers, line itemsnumbers,
method of shlpment, reference,
date originated, and an
- abstract of -the contents.

L .
. ‘ . T, (4) Station Supply Files: 4.0 Temporary. Retain 3 Fiscal Years,
' These Tiles contain cablés, dis- then destroy. : )
‘patches, and memoranda pertaining »

to supply support matters.

e, Materlel Records- Materiel 1.0 Temporary. Retain 3 Fiscal Years,
records consisting of stock record cards, then destroy. .
lists, voucher registers, and property |
vouchers. .

Ll 8
I

£y
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" (includes military) -

outdated, or no longer needed for
reference.

FnLa%pmvedﬁordRelease 2005/11727 :[CIARIPT8-00487A000100586020e4 nsTRUCT 10NS
‘ | enpoey
LOGISTICS SUPPORT FILES - con’t é&un&ﬂ
,gq- (1) "Allocated Stock Records: 2.0 .Temporary. Destroy 5 years after
- These records are used to ‘receipt in the Records Ceater. --Retain|
.control, issue, and maintain ‘until equipment is obsolete, then -
"~ stock levels of non-expendable transfer to the Records Center.
items; includes strategic stock- :
pile and clandestine equipment.
(2) Financial Analysis Number 0.5 Temporary. Destroy when new listing
Account Diréctory: A directory received. : :
containing OC allotment numbers :
for equipment funding. -
- . - f.. Alphabetic Equipment Listings 6.0 Temporary. Destroy when new listing
(FIIN): . TBN Iistings of all OC equip- received. : )
ment and parts (Federal Identification
Item Numbers), '
g;. Supply Catalogs and Maintenance
- Parts Listings: These catalogs and
Tistings provide property identification,
classification, and maintenance parts
numbers for which there is a recurring
demand or continuing need.
(1) Supply Catalogs 100.0 Temporary. Desttroy when superseded,
: : A outdated, or no longer needed for '
'reference
(2) Maintenance Parts List ‘225.0 Temporary. Destroy when superseded,

‘{XEROT i
copy w
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LOGISTICS SUPPORT FILES - con't SELRET RES ]
h. Master Cross iIndex; Control 3:5 ‘Temporary. Destroy when. superseded, ‘
.eard cross indexed to Agency and manu- - | “outdated, or no longer needed for E
facturer designation numbers to obtain - reference. L i
stock numbers or reference ‘memo numbers ) i
. i. Description Cards: Cards consxinl4.0 Temporary.. Destroy when superseded, -
, tain the STock numbers Tor procurement or outdated, or no longer needed for B et
) to establish a stock number for equip-. reference, - : . T
. ment identification and for corrections : v ) ER »
. ‘| to change descriptions or to change _ *@?
L ‘| equipment coding. X0
. ' j. Agency Designatibn Cards: - VO.S Temporary. Destroy when snperseded, T
Cross index to the designation folders ) outdated, or no longer needed for = | 4
on OC equ1pment (Agency developed equlp- reference. . )
ment) o
k. Parts Identification. Cards~ e 2.0 ‘Temporary. Destroy when superseded,
Card index on communlcatlons equlpment outdated, . or no longer needed for
parts. . . reference. ’ ) :
- 1. Control Cards: Supply Actlon " 9.0 vTemporarY. Destroy when superseded,
Requests mumber card s system maintained to " | outdated, or no longer needed for . B
check on basis file and a cross 1ndex to reference. o .
'descriptionsfiles., -
7 . . - . - : o
(. ’ m, Drawing Index: Card indexes to 1.0 Temporary. Retain on a current basis. (ﬁ_%
- X0
;draw1ngs. : : . : ) - Destroy outdated or obsolete cards. . L
- n." Department of Defense Nomencla- [17.0. Temporéry. Destroy when superseded, k
ture Cards:  Description ol items, outdated, or no longer needed for
manufacture indicator, and other pertin- | : reference.
-ent data filed by number and code. - i - N
o. OL Change Notlces~' Notices 1.0 | Temporary. Destroy when changes are -
. from OL on equipment deletions and other completed. ’ e o ] B
changestto be posted to control cards, A S,
1 NG
cnoss index, and description cards. ‘fugbi
. : . V=32~ . i
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ITEM NO.

7

' LOGISTICS SUPPORT FILES - con't

Y,

‘ment:
- OC equipment and parts used for reference

Special Allocations for Equip-

ment and Supplies: These files contain

requisitions and other correspondence
relating to special procurement equip-
ment and supplies for special operations,
‘stockpiling, and clandestine operations.

ﬁ q. Drawing of OC-PeculiarvKuip—'
Thése Tiles contain drawings of

in requisitioning materiels.
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Sebiel
1.0 | Temporary. Destroy after -10 years.
‘Retain 5 years, then transfér to the
Records Center. C . .
120%00 . Temporary. Destroy after 25 years.
L .Retain 15 years, then transfer to the
Records Center.
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14; - TECHNICAL SERVICES -

These files are maintained under a
numeric system'and"conéiSt_ofvcorres-
pondence pertaining to electronic and
wire maintenance, OC equipment and crypto
graphic equipment utilized by the Agency,
testing and inspection of equipment,
repair and/or récondition of OC stock
equipment, repair service for OC . .
elements, and maintenance crystal pro-
cessing facilities, stock levels and
issuance of crystals.

a. Langley Technical Section:

(1)~ Electronic Maintenance ) Temporary. Review every 2 years
Files: These Iiles consist of destroy outdated, superseded, or
fechnical data, manuals, corres- | obsolete material.

_pondence, and drawings relating : :

~ to the maintenance of equipment

. such as:  KY 1l's, KY 3's,
MICROWAVE, etc., within.the
Headquarters Complex. (1964 -
present) . .

. (2) Wire Unit Maintenance : Temporary. Review every 2 years
FilesT These files consist of ) destroy outdated, superseded, or
correspondence, technical data, | obsolete material.
drawings, manuals, etc., relat- : : ’
ing to wire unit maintenance of
‘teletape equipment. (1964 -
present) .

(1) Administration and Planning . ! Temporary. Retain on a current basis;

" Filest These files consist of destroy when superseded, or no longer
cables, dispatches, manuals, neededyfor refegence;' ’ . ,'g

and other correspondence reflect
ing the activities, planning, y - .
programming, and administration ) - ; -
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TECHNICAL SERVICES conrt . DECREI

of thé.Section. (1960 - present)

(2) Allotment 26 - Control : Temporary. Retain on a current basis;
Cards: These files consist of |. destroy when superseded, or no longer
(5%8 cards) allotment 26 serial . needed for reference. )
numbers, index to testing and : R
inspectionvreports,vequipment
location, equipment movements
and responsible element.
{1960 - present)

(3) "Equipment Accountability . Temporary. Retain 2 years, then
. Files:z These files consist of destroy. e o -
property—turn—ins, vouchers, - .
repair request, job orders for
-requisitioning equipment, and
property destruction certifi-
cations. (1963 - present)

(4) Equipment Standardizations: Temporary. Retain on’'a current basis;
These Ffiles consist of stand- - destroy when superseded, or no longer
ards and categories for repair- . needed for reference. '

able and non-repairable equip-
ment. (1963 - present) :

(5) Contract Correspondence Temporary. Retain 2 years, then
Files: These files consist of ‘destroy. ’ I
correspondence, copies of ’ :
brochures, copies of contracts.
for crystals, equipment, equip-
ment parts, notices of contract
expiration/renewal, and request
for service agreements.

(1961 - present)

~——ApPProved For Release 2005/11/21 : CIA- - .
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1TEM NO.|

 TECHNICAL SERVICES - con't' ..

,Files:

(1957 -~ present)
equipment assigned to OC at
' [;z;;i;;;;Jfor shop use,invoices,
ns, property-turn-ins,
(10) . Crystal Orders:  These 3.2

‘.tals. (1964 - present)

lEcRET

(6) Equipment Information . 1.5
These files are main-
Tained under an alphabetic syst
system by equipment and contain
crystal data, parts listings,
schematics, and adjustments
‘peculiar to OC equipment. .’
(1963 - present) .

(7). Stock Data Reports: “Equip-
ment Tuns containing the
stock status of supplies in the

warehouse. (1963 - present)

(8) Stock Equipment Listings:
These files consist ol an
alphabetic and numeric IBM
.stock listing of all  agency
equipment and price listings.

(9) Supply and Equipment fcocun 1.0
Accountability Fkiles: ese:
Tiles contain an inventory of

and job orders. (1963 - present)

£ile8 contain cables, dis-
patches, correspondence, work
orders, requisitions, crystal
orders, and receipts for crys-

{8E6RET]

-36-

Temporary. Retain on a current basis;

destroy when superseded, or no longer
needed for reference. T K

Temporary. Retain bn a current basis;
destroy when superseded, or no longer

" needed for reference.

Temporary. - Destroy upon receipt of

"new listing. -

Tempofary.

Retain 2 years, then '
destroy. ’ :

Temporary.

Retain 2 years, then
destroy. . L

40r
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ITEM NO.

FILES 1DENTIFICATION VOLUME

TECHNICAL SERVICES - con't

(11) Crystal Shop Equipment 0.5
Inventory: These Ii%es contain

~an inventory of the crystal lab
equipment with instruction bro-

chures. (1950 - present)

(12) Teletape Technical Files: .| 5.0
These Tiles consist of manuals
and correspondence relating to the
testing, inspecting, and rehabili-
tating of teletype equipment.
(1961 - present)

(13) Testing & Inspection Receiv-
ing Reports: These Iiles consist
©of receiving reports for expend-
able cargo, non-expendable cargo,
stock items, and local items.
(1964 - 1966)

12.0

(a) ﬁon-Expendabié Cargo

(») Expendable Cargo 2.0

(E) vStock & Local Items 1.0
(14) Testing & Inspection Work 2.0
Reports: These Iiles consisi of )

reports to be completed on equip-
ment received from contractors.
Reports include contractor speci-
fications for each type of equip-
ment received for testing &

- inspection. (1962 - present)

Temporary. Retain until equipment is
obsolete, then destroy. :

Temporary.

superseded. :

Temporary. Retain

then destroy.

Retain

Temporary.
destroy.
Temporary. Retain
destroy.
Temporary. Retain

then destroy.

3 Fiscal Years,

6 months, then

90 days; then

3 Fiscal Years,

Retain on a current basis;
destroy when obsolete, outdated, or
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: 1]
TECHNICAL SERVICES - con't SEGHET

(15) Reference Materials and

Manuals: These files are main-

tained for convenience and con-

sist of: (1955 2 present)
(a) Technical Bulletins 5.0 Temporary. Destroy when revised,
(Test Procedures) ’ superseded, or no longer mneeded for

) reference.

(b) Classified OC Eqﬁip- 5.0 Temporary. Destroy when revised,

ment Manuals ' superseded, or no longer mneeded for
reference. .

(c) Agency Parts Lists 2.0 Temporary. Destroy when revised,
superseded, or no longer needed for
reference.

'(d) Brochures (Government 1.0 Temporary. Destroy when revised,

Contract Guideline) o superseded, or no longer needed for

: reference.

(e) Commercial Manuals, 80.0 Temporary. Destroy when revised,

Price Listings, and ' superseded, or no longer needed for

Brochures reference.

{{) General‘Elecfric Déta 5.0 Temporary. bestroy when revised,

. . superseded, or no longer needed for
reference.

(g) Analysis & Appraisal 6.5 Temporary. Destroy when revised,

Reports superseded, or no longer needed for
reference.

(h) Crystal Lab Manuals 5.0 Temporary. Destroy when revised,

- ) superseded, or no longer needed for

) reference. el
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’ ANy
Sﬁm‘a’.
TECHNICAL SERVICES - con't
(i) Depattmenf of Defense 0.5 Temporary. Destroy when revised,
Index of Specifications & superseded, or no longer needed for
Standards reference.
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