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17 September 1964

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT 1 Revised Schedule 40-6L for Office of
Director of Personnel

RESCINDS :  Records Control Schedule 40-60, pages 1-4

1. Attached hereto is Records Control Schedule L40-64
for Office of the Director of Personnel. Items have been
updated and modifications made where necessary.

2. It is requested that this schedule be substituted
for the one presently in effect as soon as possible.
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RECORDS DISPOSITION AUTHORITY

J. Records Control Schedule (Number 40-60) for
the Office of Personnel is approved and
authority hereby given to implement the
disposition instructions contained therein.
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- O 14 SCHEDULE NO.
1 RECORDAPEONVROLF SCREMEASE 2005/11/21 : QIAFREP; -004874100100230003-5
~ : S CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE ) 25
" B. H. Bond
Office of Personnel, Office of Director E—— : ]
‘ Exec. Asst. to D/Personnel 16 SEP gk
VOLUME
'J(;E.M (TITLE, DESCRIPTECIUIV-,ESAR;%zH;IJTg.A%%N!NCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
1. | OFFICE SUBJECT FILES
Consists of policy directives, procedural 33.3 Permanent. . Screen periodically and destroy
statements, progress reports documenting the valueless papers. Retain remainder in currenf
~ activities of the Office of Personnel and other files area until no longer needed for current
pepers which pertain to the development and reference. . Then retire to Records Center.
execution of the Agency's personnel management
program. Also included are special studies and
memoranda for the record.
(1953 - )
2. EYES ONLY FILE
Consists of sensitive papers relating to .8 Permanent. Screen periodically and destroy
individuals, personnel statistics, and policy material no longer needed. Retain remainder
matters to which access must be striectly limited. in current files area.
3. CHRONO FILES
Consists of extra coples of outgoing corres- 3.5 Temporary. Cut off at end of each year.
) pondence maintained for convenience of reference. Transfer to Records Center one year thereafter}
Filed chronologically. Destroy when three years old.
(1963 - )
k., SPECIAL INTEREST CARD FILE
. Consists of 3x5 card file on all individuals .3 Temporary. Disposal not authorized. Retain
applying for Agency employment who are of special in immediate work area.
interest, thatfis, individuals who have been re-
ferred to the Agency by Congressmen, White House,
or other high Government echelon.
ORI Syrlpte -1 o Lwstied
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ITEM NO. FILES IDENTIFIGATION VOLUME DISPOS ITION INSTRUCT IONS
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5. SUPERGRADE RECORDS Qg;ﬂ""r‘?'!‘ S
. RT

a. Supergrade Review Board Files contain 1.0 Permanent. When no longer needed for current
agenda, minutes of meetings and recommendations reference, transfer to Records Center.
of the Board. Filed numerically by meeting
number. This material is of historical value -~
Board no longer in existence. ‘

(1955-1961)

b. Bupergrade case files contain approvals 1.0 Permanent. When no longer needed for current
and supporting data for all supergrade actions. reference, transfer to Records Center.
Filed chronologically. These files are a con- '
tinuation of "a" above.

(062 -. )

c. Official Personnel Folders of GS-18 ° 8.0 Temporary. One year after separation of
personnel. . employee, forward to OP/File Room for
’ disposition.

6. PUBLIC SERVICE AID SOCIETY

8. Consists of Articles of Incorporation, 1.0 Permanent. Screen periodicg%lyn&n% destroy
By-Laws, policy directives, special studies and valueless papers. Retain/fn GiPTeht files
reports, and publicity items accumulated in the area until no longer needed fer current
establishment and administration of the Public reference, Then retire to Records Center.
Service Aid Society. Also included in this file
are minutes of meetings.

b. Financial records connected with the .8 Temporary. Cut off file at end of each year.
Public Service Aid Society. (Fund raising Retire to Records Center after audit and
material - see Item 9b, OC/BSD). clearance. Destroy ten years thereafter.

c. Case files contain Form A-1, PSAS 2.3 Temporary. Upon disposition of case, place
Request for Assistance, correspondence pertaining in inactive file. When no longer needed for
to the handling of the request, including the finpl current reference, forward to Records Center
disposition of the case, and retain for ten years. Then return to

originator for disposition.

d. 3x5 card file containing pertinent .1 Temporery. Disposal not authorized. Retain
information regarding individuals applying for in immediate work area.
assistance from the Public Service Aid Society.
Card contains name, grade, office of assignment,

1487A000100230003-5
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(41)




<o o [1Tem No. - FILES IDENTIF ICATION VOLUME | DISPOSITION INSTRUCTIONS

P Approved For Release 2005/11/21 ; CIA-F DP78-00487A000100230003-5
o | 7. | mamn roc o SR i
’ Consists of log Books reflecting the receipt 1 Temporary. Destroy when one year old.

and dispatch of all mail, including legislative

material and regulatory issuances., Also included
is & record of Executive and DD/S Registry control
numbers.

8. REFERENCE MATERIAL

a. Consists of U. 8. Code Annotated, T0.5 Temporary. When no longer needed for refer-
Comptroller General Decisions, Federal Personnel ence purposes, dispose of as appropriate.
‘\ Manual, legislative material, miscellaneous :
regulatory issuances from Dept. of State, Dept. of]

Defense and other Federsl agencies as well as
periodicals, books and other material concerned
with personnel management and administration.

. 3x%5 card file used as an index to "a" N Temporary. Destroy when material is no
above. ) - longer being retained by Office of D/Personnell.
c. Confains Agency regulatory issuances, 3.5 Temporary. Destroy when revised, obsolete,
OPMs, support bulletins, Studies in Intelligence, . or no longer needed except Studies in In-
. and other material of a classified nature main- telligence which will ®e returned to DCO/OP
tained for background and reference. wvhen no longer needed.
. ‘ Schedule 40-64 Office of Director

Concurrence for disposition of Item 6
has been obtained from Audit Staff.
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rOFFICE. DIVISION, BRANCH |
Office of Personnel, Administrative Staff T 14 00T 988
Chief, Administrative Stall

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

1. | ADMINISTRATIVE STAFF SUBRJECT FILES

&. Consists of Office of Personnel planning 2.8 Temporary. Screen periodically and destroy
papers, including Operation Alert files and other valueless papers. Retain remainder in
material dealing with emergency evacuation. Also immedisate work area.
included in this file are survey reports, organi-
zational charts, material dealing with ceiling and
strength, cover, promotions, etc.

(1946 - )

b. Consists of correspondence and memoranda 1.5 Temporsry. Cut off amnually. Destroy when
concerning parking space allocation, space alloca- two years old.
tion, meintenance, construction, equipment, supply
and requisitions as well as material related to
fund drives, T&A records and other matters of a
routine administrative nature.

(962 - )
2, | CAREER MANAGEMENT WORKING FILES

a. Consists of agenda. and minutes of .3 Permsnent. Cut off annually. When no longer
career service board meetings, reports and support needed for current reference, retire to
ing papers documenting the activities of the Per- Records Center.
sonnel Career Service Board. Also included is
material used in coordinating and plsnning assign-
ments and training for personnel with SP career
service designations.

’ (1963 - )

b. Consists of biogrsphic profiles on all SP 1.3 Temporary. Destroy upon change from SP career
career service designees used as reference at service designation or separation of the
career service board meetings. employee. .
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ITEM NO.

FILES {DENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

3.

Approved For Release 2005711727 : CIAF
SP DESIGNEE FILES Wt

a. Conslists of cese files on employees
with SP career service designation as well ag
individuals assigned to OP. These files contain
copies of personnel actions, career development
plans for the individual, bilographic profiles,
training requests and records, fitness reports,
commendations and special awards, recommendations
of SP Career Service Board and miscellaneous
correspondence. (Copies of pertinent papers are
placed in Officisl Personnel Folder.)

b. Four flexolines consist of 5x8 cards.
These cards contain information already in SP
designee case files excluding training. '

CHRONO FILES

Consists of copies of correspondence dealing
with training, security, and career management
originating in the(Ad:ginistrative Staff.

1962 -

EMPLOYEE LOCATOR FILE

Consists of Form 642, Personnel Emergency
and Iocator Record, used as en employee locator
on OP personnel only. Cerd contains employee
neme, address, phone, etc. slong with pertinent
data on emergency addressee. Arranged alpha.

(Current)

BUDGET AND ALLOTMENT FILE

Consists of copies of operating budgets,
preliminary estimates, narrative and statistlcal
statement of requirements and related work papers
used in preparation of Office of Personnel budget
ineluding reports from OP offices. Also included

6.0

5.3

o

[
Approved For Release 2005/11/21 : CIAR]
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Temporary. Destroy upon change from SP
career service designation or separation of
the employee.

Temporary. Destrdy upon change from SP
career service designstion or separation of
the employee.

Temporery. Cut off annually.
sres for two years. Then retire to Records
Center for one year. At the end of this
time, destroy.

Temporsry. Upon transfer or separation of
employee forward to gaining office or ADPD
as appropriate.

-

Temporsry. Maintain material for current
yesr as well as two previous years in im-
mediate work area. At end of fiscal year,
retire material of the oldest fiscal year
to Records Center.

7A000100230003-5

DP78-0044

Hold in office

Hold one year and destroy.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 + CIA-RDP78-00487A000100230003-5
are advice af allotment authorizations, allot-
ment requests and liquidsted and unliquidated
obligations. Filed by FY.
(1962 - )
T. RECRUITER INVENTORY FILE
Consists of accountability recordé for all .5 Temporary. Destroy upon final clearance and
Agency recruiters., File includes informstion separation of employee.
regarding all items charged to the individual.
Filed alphsbetically.
(Current)
8. RECORDS AIMINISTRATION FILE
These files consist of material relating to 1.0 Temporary. Screen periodically and destroy
the Records Management and Vital Materials valueless papers. Retain remainder in
Programs of the Agency. Included in these files immediate work area.
are schedules, annual inventories, procedures
and all correspondence relating to both programs.
Also included are lists of all items presently
being stored at the Records Center and Vital
Materials Repository.
9. SPECIAL PRINTING FILE
Consists of files covering special printing .8 Temporary. Screen periodically snd destroy
requests. ' Included in these files are reproduc- material no longer needed. Retain remainder
tion requisitions and miscellaneous material in current files sarea.
relating thereto. Filed by division.
10. FORMS CONTROL FILE
Consists of cese files maintained on all k.0 Temporary. When form is discontinued, super-
forms used and pertaining to the management of. seded or obsolete, screen and destroy value-
Agency personnel. These files contain samples, less papers. Pleace in insctive file and
concurrences, copies of requests for revision, hold in immediste work ares. When no longer
reproduction requisitions, and ell working pspers needed for future reference, destroy.
pertaining to that particular form. Arranged
numerically by form number.
DU
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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DISPOSITION INSTRUCT IONS

TR

ITEM NO. FILES IDENTIFICATION VOLUME
) Approved For Release 2005711727 : GIAR 8-00487A000100230003-5
11. | TOP SECRET CONTROL FILE LUk
a. Consists of cards recording receipt .2 Temporary. Destroy ten years after document
and dispatch of TS materisl. Filed by TS number. is downgraded, destroyed or sent outside
control point.
b. Consists of Top Secret documents. 1.0 Temporayy. Return to originator when no
Included in this file are Cold War Plans, certain longer needed.
tables of organization, and various agreements -
with other Government agencies.
12. | REFERENCE MATERTAL
Consists of OTR Bulletins, Support Bulletins 2.0 Temporary. Destroy when superseded, obsolete,
supply catalogs, regulatory issuances, and ad- or no longer needed.
ministrative-type handbooks as well as training
rosters, tables of organization, and various
other IRM listings dealing with personnel
statistics used for reference purposes.
27.8

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100230003-5
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SCHEDULE NO.

RECORYP\Esh TRy Relefary2005/11/21 : CIA-RDP78-00487A000100230003-5 40-60

CONCURRENCE
OFFICE, DIVISION., BRANCH S IGNATUR] 2)
3 i TITLE . DRTE
Personnel, Office of the Director ,M / / P 2
A : % a0 |
- ITEM FILES IDENTIFICATION VOLUME : DISPOSITION INSTRUCTIONS

* NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

ECRET e

-

v 1 OFFICE SUBJECT FILE
Consists of correspondence, reports, and 6.0 Permanent. Disposal not authorized.
‘, other papers which document the policy and (Cut off at end of every other year
) procedures pertaining to the preparation and and transfer to the Records Center
execution of the Agency's Personnel Manage- 2 years thereafter. )

ment Program. File also contains progranm

material documenting particular phases of

personnel management activities and special

briefing material prepared for varilous

committees. Filed alphabetically by subject.
(1957-1960)

2 EMPLOYEE SUGGESTION FILE

Consists of case files maintained on employee| 1.0 Temporary. Destroy when 3 years old.
suggestions received by the Office for review (Cut off at end of each year; destroy
and comment. Files contain copies of com- 3 years thereafter.)
ments prepared by the Office, transmittals,
pertinent bulletins, circulars, Executive
‘ Orders, and similar material. Filed
numerically by suggestion number.
(1957-1960)
g 3 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 2.0 Temporary. Destroy when 3 years old.
é correspondence maintained for convenience (Cut off at end of each year; transfer
of reference. Filed chronologically. . to Records Center 1 year thereafter.)
(1957-1960)
{
Approved For Release 2005/11/21 : CIA- 487A000100230003-5
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ITEM NO. FILES IDENTIFICATION ] | voLuME ‘ DISPOS ITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-MRH 87A000100230003-5
L PROGRESS REPORTS FILE
Consists of semi-annual and annual reports .2 Permanent. Disposal not authorized.
vhich are submitted to the Director of Retire to Records Center when 3 years
Personnel. These reports document the old.
activities of the Division and Staff
elements of the Office and provide statistics
and information on program requirements for
preparation of the budget. Filed chronolo-
gically by fiscal year.
(1957-1960)
5 OD/PERS WORKING FILES
Consists of policy directives, laws, OGC 4.0 Temporary. Cut off file at end of each year;
decisions; organizational charts function destroy when of no further reference value.
and procedural statements documenting the Staff studies, OPM's, personnel policy
responsibilities of D/Pers; special studies, decisions evolving from this working file are
surveys and miscellaneous materials accumu- filed in appropriate subject file in 0D/Pers
lated in developing and administering the or other Agency component depending on scope
personnel program for the Agency. Filing of coverage. (D/Pers, EXOP and DEXOP
arrangement varies with each file. personal working files)
6 SUPERGRADE REVIEW BOARD
Consists of policy papers, agenda, minutes
of the meetings and recommendations of the
Supergrade Review Board; and Official Person-
nel Folders for GS-18 Personnel.
a. Supergrade Review Board Files. 1.0 Permsnent. Disposal not authorized. Retain
Filed numerically by meeting number. in immediate work area as long as required;
) retire to Records Center when of no longer
need for frequent reference.
b. Official Personnel Files (GS-18) 5.0 Temporary. Upon separation of employee,
transfer Official Personnel Folder to TRB/RSD
(File No. 3) for disposal as appropriate.

ZA000400220002-5.

(41)




| DISPOSITION INSTRUCT |ONS

) ITEM NO. FILES IDENT!FICATION ] ] voLUME
.o : Approved For Release 2005/11/21 :CIA-M{87A000100230003-5
T EYES ONLY FILE
Consists of sensitive papers relating to 3.0 Permanent. This file is subject to annual

screening to remove items of no further
interest. (Such papers will be destroyed or
placed in subject files as appropriate. )

individuals, personnel statistlcs, and
policy matters to which access must be
Y strictly limited.

! 8 PUBLIC SERVICI AID SOCIETY

= Consists of Articles of Incorporation, by-

) laws, policy, directives, special studies,
X and reports accumulated in the establishment
‘ and administration of the Public Service Aid

Society; agenda, transcripts, and minutes of

the meetings. Also contains Form A-1, PSAS
Request for Assistance, and publicity items
and pledge cards used in annual fund drives.
(PSAS is an independent, tax exempted organi-
zation; Agency officers fill several Trustee
positions.)

a. Public Service Aid Society Meeting and 5 Permanent. Disposal not authorized. (cut
Case File. Contains minutes of the meet- off file at end of each year; transfer to
ings, cases considered, recommendation, Center 5 years thereafter.)

and precedents established by the Society.
(1957-1960)

b. Annual Fund Drive. Consists of pledges, 1.0 Temporary. Destroy 4 years after audit and

) reports and other records accumulated clearance. (Cut off file at end of each
‘ in conducting the Drive. year; transfer to Records Center 1 year
thereafter. )

9 MAIL LOG

1 Consists of a loose-leaf binder containing a 2 Temporary. Destroy when 2 years old.
record of the receipt and dispatch of mail,

%i legislative material, regulations, notices,

. etc., received and dispatched by OP/Pers.

Also contains record of Executive Registery
and DD/S Registery Control numbers.

Annraved Ear Release 2005/44/24 .. CIA XBRHA ZA000400230003-6
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ITEM NO.

FILES IDENTIFICATION

VOLUME |

DISPOSITION INSTRUCT IONS

10

11

12

13.

Approved For Release 2005/11/21 : CIA-
CABLE RECEIPT FILE

Consists of copies of all cable receipts
noted to reflect distribution within Office
of Personnel.

REFERENCE PUBLICATIONS FILE

Consists of regulations, notices, OPM's,
OGC Opinions, Handbooks, etc., maintained
for reference purposes.

OD/PERS REFERENCE LIBRARY

Consists of U. S. Code Annotated, Comptroller
General Decisions, Civil Service Rules and
Regulations, Federal Personnel Manuals,
miscellaneous regulatory issuances published
by Department of State, Department of Defense,
Veterans Administration and other federal
agencies. Also contains miscelleneous books,
periodicals, reports, etc., concerned with
personnel management and administration.

RYBAT FILE
Consists of papers normally maintained in the
official persommel folder (see item 3 TRB/RSD)
but maintained separately because of securisy
reasons. Filed alphabetically by name.
(current)

(Item transfrd from OC/RSD - 25 Jan 63)
o

y

.2

2.0

57-0

1.5
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Temporary. Destroy when 1 month old.

Temporary. Destroy when no longer needed
for reference purposes.

Temporary. Destroy or return to CIA Library
(or private owner) when no longer needed for
reference purposes.

Disposal not authorized. Retain in
current files area indefinitely.

37A000100230003.5
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2 SCHEDULE NO. ﬁ}{’\: CX
« RE GORBS\GON FROURSRHERRE05/11/21 :gﬁms-oo 187 A0003 00230003-5 C
- OFFICE, DIVISION, BRANCH
. Office of Personnel, Administrative Staff - g |
Chief, Administrative Staff -
S ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)
’
. 1. ATMINISTRATIVE STAFF SUBJECT FILES
' . a. Consists of Office of Personnel plamning .5 Temporary. Hold in office area for indefinit¢
papers. This file includes various correspondencd period of time.

‘_ and memoranda, survey reports and orgeanizational .

and functional charts.
(1946-1963)

b. Consists of correspondence, memoranda 3¢5 Temporary. Destroy when two years old except
and reports accumulated in administrative support Agency regulations which will be destroyed
functions of Office of Personnel. These files when obsolete, superseded or no longer needed
consist of parking space allocation, space alloca-
tion, maintenance, construction, equipment, supply
and requisitions. Also included are files per-
taining to leave, T&A records, UGF drives, blood
donors, safety, library, and Agency regulations.

(1962-1963)
2. CAREER MANAGEMENT WORKING FILES
’s a. Consists of agendas and minutes of careey] 1.0 Temporary. Hold in office area for two years
-.' (' ) service board meetings, reports and supporting Retire to Records Center upon accumulation of
papers documenting the activities of the Personnel one foot of material two years or older. Re-
Career Service Board. Also included is material tain at Records Center for twenty years; then
used in coordinating and planning assigmments and return to originator for review and resub-
" training for personnel with SP career service ) mission if necessary.
e designations.
(1962-1963)

%‘1 b. Consists of biographic profiles on all 1.0 Temporary. Destroy upon change from SP careel
SP career service designees used as reference at service designation or separation of the
career service board meetings. employee.

i T ) m astomatic
Approved Relea ; FRDE 104 B8 A¥30003-5
FORM NO. 139 vse PREVIous A PR (an)
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ITEM NO. FILES IDENTIFICATION VOLUME _| DISPOSITION INSTRUCT IONS
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3. CHRONO FILE
Consists of copies of correspondence dealing .5 Temporary, Hold in office area for two years
with training, security and career management At the end of this period, retire to Records
originating in the Administrative Staff. Center and hold an additional five years.
(1962-1963) Then return to originating office for their
disposition.
b, SP DESIGNEE FILES
a. Consists of case files on employees with 5.0 Temporary. Destroy upon change from SP careel
SP career service designation as well as individ- service designation or separation of the
uals assigned to OP. These files contain copies employee.
of personnel actions, career development plans
for the individual, biographic profiles, training
requests and records, fitness reports, commenda-
tions and special awards, recommendations of SP
Career Service Board and miscellaneous corres-
pondence. Copies of pertinent papers are placed
in Official Personnel Folder.
b. Three flexolines consisting of 5x8 cards, .2 Temporary. Destroy upon change from SP careef
These cards contain information already in SP service designation or separation of the
designee case files excluding training. employee.
5. EMERGENCY PLANNING PAPERS
Consists of Operation Alert files and other .5 Temporary. Hold in office area for indefinite
nmaterial deéling with emergency evacuation. period of time.
(1957-1963)
6. | . MACHINE LISTINGS
Consists of tables or organization, training 1.0 Temporary. Destroy when obsolete, superseded
rosters, and various other IBM listings dealing or no longer needed.
with personnel statistics.
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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ITEM NO.

DISPOSITION INSTRUCT IONS

forms used and pertaining to the management of
Agency personnel. These files contain samples,

concurrences, copies of requests for revision,
reproduction requisitions, and all working papers
Arranged

pertaining to that particular form.
numerically by form number.

FORM NO. '398 USE PREVIOUS

t JAN sg

EDITIONS.

FILES IDENTIFICATION VOLUME
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
7. | EMPLOYEE LOCATOR FILE EG%ET
Consists of Form 642, Personnel Emergency .2 Temporary. Upon transfer or separation of
and Locator Record, used as an employee locator on employee forward to gaining office or ADPD/
OP personnel only. Card contains employee name, Comptroller as appropriate.
address, phone, etc. along with pertinent data on /
emergency addressee. Arranged alphabetically.
(Current)
8. | SPECIAL PRINTING FILES
Consists of files covering special printing .5 Temporary. Hold in office area for indefinite
requests. Included in these files are reproductio period of time.
requisitions and miscellaneous material relating
thereto. Filed by division.
9. | BUDGET AND ALLOTMENT FILE
Consists of copies of operating budgets, . 6.0 Temporary. Cut off file at end of each fiscal
preliminary estimates, narrative and statistical year. Maintain in office area three years.
statement of requirements and related work papers At the end of this period, retire to Records
used in preparation of Office of Personnel budget. Center for one year; then destroy.
Also included is the revolving funds file as well
as advice of allotment authorizations, allotment
requess and liquidated and unliquidated obliga-
tions and reports from OP offices. Filed by FY.
(1961-1963)
10. | FORMS CONTROL FILE
Consists of case files maintained on all 3.5 Temporary. Place in inactive file when form

RECORDS CONTROL SCHEDULE . CONTINUATION SHEET

is discontinued, superseded or obsolete. Upor
accumulation of one foot, transfer to Records
Center and hold for seven years. Destroy at
the end of this period.

7A000100230003-5
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' Approved For Release 2005/11/21 : m8-004 7A000100230003-5
ket 11. | RECORDS AIMINISTRATION FILE ik

These files consist of material relating to 1.0 Temporary. Retain in current files area in-
the Records Management and Vital Materials definitely. Destroy material that has been
Programs of the Agency. Included in these files superseded or no longer needed.
> are the schedules, procedures and all corres-

pondenc elating to both programs. Also included
‘ are ‘M of all items presently being stored at
the Records Center and Vital Materials Repository.

(43

.

12. | TOP SECRET CONTROL FILE

.} . a. Consists of cards recording receipt and A Disposal not authorized. Retain in current
dispatch of TS material. Filed by IS number. files area indefinitely.
b. Consists of top secret documents. 1.0 Temporary. Return to originator when no
Included in this file are Cold War Plans, certain longer needed.

tables of organization, and various agreements
with other Government agencies.

13. | REFERENCE MATERTAL
Consists of OIR bulletins, supply cataldgs, 1.5 Temporary. Destroy when superseded, obsolete,

and administrative-type handbooks used as back- or no longer needed.
ground and reference.

27.3
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SCHEDULE NO.

RECONYD RN FiyLRetaAsRIZB05/11/21 : CIA-RDP78-00

OFF ICE,

DIVISION, BRANCH

Personnel, Office of the Director

© fAUVUUTUUZ3UUUS-O

N

personnel, public laws, training and orienta-
tion schedules, and similar material.
file is used by the Career Management Officer
in coordinating and planning assignments and

training
nations.

PERSONNEL CAREER SERVICE BOARD FILE

Consists
reports,

the activites of the Personnel Career Service
These minutes have been approved by
the Director of Personnel.

Board.

cally.

TRAINING RECORD FILE

Consists

a record of personnel with SP Career service
designations who have attended Agency training

courses.

ing requested, date training began and
Arranged alphabetically.

etc.

This

for personnel with SP career desig-
No arrangement.

(1957-1960)

of the Official minutes, agenda,
and supporting papers documenting

Filed chronologi-
(1957-1960)

of a 3 x 5 card file containing .3

Record contains name, type of train-

ended,

(1953-1960)

. . 6+
Gareer-Management—ard Administrative Hm:t-s% /40 July 1960
A28, Sp0set ’//6/‘ 3 7 3
4 —
ITEM FILES IDENTIF ICATION VOLUM DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1 CAREER MANAGEMENT WORKING FILES
(:}J Consists of correspondence, rosters of 1.5 Temporary. Destroy superseded or obsolete

material.

Permanent. Disposal not authorized. (Cut
off at end of each year; transfer to Records
Center 1 year thereafter.) (Item 16 RCS 4O-57)

Temporary. Destroy when no longer needed
for reference purposes.

B7A000100230003-5

FORM NO.
1 JAN_56

USE PREVIOUS
l39 EDITIONS.
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ITEM NO. FILES IDENTIFICATION I VOLUME DISPOSITION INSTRUCTIONS

L SP DESIGNEES caghkrpreyed For Release 2005/11/21 : CIA- 7A000100230003-5

"/A Consists of case files prepared for employees 6.0 Temporary. Destroy upon change from the
' with SP Career Service Designations. These SP Career Service Designation or separation
files ccntain copies of personnel actions, of the employee.
Career Levelopment Plans for the Individual,
Biographic Profiles, Training requests and
records, fitness reports, commednations and
. special awards; recommendations of SP Career
Service Panel and miscellaneous correspond-
i ence, etc. accumulated in the administration
* and career planning of the employee. Copies
of pertinent papers are placed in the Officiall
' Personnel Folder of the individual.

(1953-1960)
5 | MACHINE LISTINGS

(é?/ Consists of machine listings containing b Temporary. Destroy when superseded.
rosters of authorized Agency positions,
rosters by date of grade, and roster arranged
. alphabetically by name used for reference
purposes and in preparation of the budget.
Filed chronologically.

‘ (1958-1960)
6 | TOP SECRET CONTROL FILE
Record of receipt and dispatch of Top Secret A Disposal not authorized. Retain in Current
material maintained primarily for security Files area indefinitely.
’ purposes. Consiste of the Office copies of

Form 311 and 312. Filed chronologically.
(1954-1960)

" T EMPLOYEE LOCATCR FILE

- Consists of Form 642, Personnel Information .1 Temporary. Upon transfer or separation of
Card, usgd as an empioyee locator on SP employee, forward to gaining office or MRD/

i personnel only. Card contains employee name, Comptroller as appropriate.

2 office, phone extension, home address, etc.

Arranged alphebetically by name.
(Current)

0z, § Lofd &

< A3
narovéert o
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ITEM NO. FILES IDENTIF (CATION [ vorume | DISPOSITION INSTRUCTIONS
Office of Persorﬁ@ﬁm‘és For Release 2005/11/21 :CIA-WQE]‘%MAOOM00230003-5
s : 3¢ Lo Y
Ldministrative Umst (RCS LO-60 revised 8£10/62
1. L .
9. | BUDGET AND ALLOTHENT FILE
Consists of the Office copy of budget esti- 3.0 Temporary, Destr.y L years after lapse of
mates, advise of allotment authorigations, appropriation, (Cut off file upon lapse of
Y budget analysis and allotment requests, mis- approariations trzgnsfer to Records Center
N cellaneous obligation records, analysis of 1 year thd , _25
allotment transactions, and selected papers. oOVED Z/[GI&__
T Filed chronologically by fiscal year. ‘ APPROVEL Dafe
<
(1961-1962) Errer, seworas e
‘w 10. | ADVINISTRATTVE SERVICES FILE
Consists of correspondence, memoranda, special 1,0 Temporary. Destroy when 2 years old., {(Cut
reports, etc. accumulated in Administratvive off file at end »f 1 year; destroy 1 yeez
. support functions of the Office of Persormel. thereafter).
Administrative files consist of: equipment,&
purchase requests, parking syace allocations;
space allocation, maintenance & Construction g¢tc.
. (1960-1962)
11. REVOLVING FUNDS FILE
i S
Consists of receipts, reports  supporting .3 Pemporary. Destroy when L years old. (Cut
documents used in the admin of the Revolving off at end of each; destroy L years thereafter)
Fund maintained for reimbursement for trans-
portation expenses, and miscellaneous small
expenditures incurred by 02 employees in dis-
“ ) charge of officilal business. Filed chronologically.
/ - (1958-1962)
12. | NATTONAL SECURILY COUNCIL CU.RTERLY RI20DT FILE
. Consists of quarterly reporis prepared cover- .2 Temporary., Destroy when 3 years old. (Cut
‘T:,- ing HSC obligations for administrative off file at end of 1 year; destroy 2 years
services furnished by CP in connection with thereafter. )
. providing personnel services for NSC.
@
13. | ADIINISTRATIVE REFERENCE FILES - . ded or of
. Consists of Handbooks, Trng 3ul, Lang Test, 1.0 Temporary. TCestroy when superseded or oI
Fiscal Accounting Instr & misc processed items no further reference value.
used for ‘uidancet}n_%dminnof gfscal accoun .
ing & trelnfe S e ForRelsase 2005/11/21 ; C 00487A000100230003-5

(41)
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SCHEDULE NO.

.0 ' REAQHISCONTBRIRABHEBWADS5/11/21 : CIA-RDP78-00487A000100230003-5 LO-60
2
OFFICE, DIVISION, BRANCH
2
a Personnel, Records and Services Division, Office of the Chief | |
! Chief, ‘RSD T July 1960
ITE! .
NO. (TITLE, DESCRIPTION. ARKANGEWENT. ANy INCLUSIVE DATES) comicer. ) DISPOSITION INSTRUCTIONS
i}
SECRET
1 DIVISION SUBJECT FILE
Consists of correspondence, reports, and 4.0 Temporary. Destroy when 3 years old.
". other papers pertaining to the administra- (Cut off at end of each year; transfer
tion of a central processing service for to the Records Center 1 year thereafter.)

official travel; maintenance of the official
Agency personnel files; and compilation of
personnel statistics. Filed alphabetically
by subject.

(1958-1960)
2 OFFICIAL PERSONNEL FOLDERS

A portion of the file described in item 3 4.0 Temporary. (Transfer case to Files Section
TRB/RSD. Consists of the folders of Division upon transfer or separation of employee for
employees maintained separately to limit inclusion with official Personnel Files.)
access to them. Filed alphabetically by
surname.

(Current)

‘ 3 EMPLOYEE RECORD CARD FILE

Consists of OFlb, Employee Record Card, 2 Temporary. Destroy upon separation of
meintained on each Division employee employee or forward to gaining component
and used as a basis for initiating personnel upon transfer of employee within the Agency.

actions; recording personnel actions,
training, and qualifications; and noting
other information needed in the manage-
ment of Division personnel. Filed by
organizational level.

(Current)

ADDFOVWMEAOOM 00230003-5

FORM NO. 139 USE PREVIOUS (41)
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DISPOSITION INSTRUCT |ONS

) ITEM NO.| FILES IDENTIFICAT(ON . | voLume I —
E ‘ Approved For Release 2005/11/21 : CIA-mm 87A000100230003-5
b RYBAT FILE
! Consists of papers normally maintained 1.5 Disposal not authorized. Retained in

7 in the cfficial personnel folder (see item current files area indefinitely.
. 3 TRB/RSD) but maintained separately because }“ ) & (e, "Z
of security reasons. Filed alphabetically q /3 A c3

by name of employee. M"‘

il . j R -
(Current) Sen. 0////@72”:’ N
5 | SPECIAL PROJECT FILE  ~Z{gam .70 6)/?1 ‘

Consists of master record files for special 2.0 Temporary. Destroy when eight (8) years
projects, programs or activities assigned to old. Retire to Records Center three (3)
the Division for research, development, and/ years after completion of project, program
or implementation. Subject matter is variable or assigned activity. Retain at Records
and pertains to projects such as improvement Center for five (5) years and return to
of existing operating procedures, establish- Division for destruction.

ment of new procedures, technical development
projects for computer operations, special
information publications, external liaison
projects, etc. In addition to master refer-
ence information, files frequently contain
official records of approval, concurrence or
project correspondence.

6 CABLE FILES

Consists of copies of incoming and outgoing 1.5 Temporary. Destroy after 1 month.
cables maintained for convenience of refer- (Previously shown under POD)
‘ ence. Filed chronologically.
(1960)

T REFERENCE PUBLICATIONS FILE

Consists of published material such as 2.0 Temporary. Destroy when no longer needed
regulations, notices, handbooks, brochures, for reference purposes.

and RSD and OD/Pers maintained for reference

purposes.

Ahhfﬂ\ﬁi&@mﬂm—m&cﬂﬂ +A000400230003-6
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SCHEDULE NO.

REGQRDS\EONFROIRSIEAERURE05/11/27 ; CIAJRDP78-00487A000100230003-5 40-60
\/3 Y CONCURRENCE

OFFICE, DIVISION, BRANCH V“_" (3“1/ SIGNAT] 25
Personnel, Recerds i A . 0&/; TITLE //4"” é
Ares Becords Qfficer A | LK LG A re Y
O [T e s TN, s sy S, orsrosiTion stauct ks
: 1 | ARO SUBJECT FILES SE@?ET
T Consist of RMS policy directives, background 1.0 Temporary. Destroy when material
material, and reports pretaining to the Vital becomes obsolete or is superseded
Materials Program, the Records Retirement unless required for future reference
—” Program, Forms Management Progrsm, and re- purposes.

lated activities including operating pro-
cedures for the OP Records Management Program,

. (1950-1960)
2 FORMS CONTROL FILE

Consists of case files maintained on all Le.0 Temporary. Dest;roy 7 years after related

* forms used and pertaining to the manage- form is discontinued, superseded, or obsolete.
ment of Agency personnel. These files (Place in .inactive file when form is dis-

. contain the concurrences, authorizations, continued, superseded, or obsolete, and trans-

‘ survey work sheets, and copies of the re- fer to Records center.) '
quests for revisions, requests for new (Item 302, RCS 40-57.)

forms, reproduction requisitions, and
similar material. Arranged numerically
by form number.

' (1954-1960)

3 | WORKING FIIE

Consists of a file accumulated in the 1.0 Temporary. Destroy superseded or when no
performance of duties of Records Contrdl longer needed for reference purposes.
- and Distribution Control Officer. This
file contains information on proposed
3 forms, form revisions; and IBM listings
E of forms used by the Agency etc.

(1959 -1960)

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

! Approved For Release 2005/11/21 : C|A-RPP78-004 7A000100230003-5
L RECORDS RETIREX'IEN@ CONTROL FILES QrrRTT
\5EcﬁEi

Consists of signed copies of Form 140,
Records Retirement Request reflecting
deposits made by the Office; and file
register of assigned deposit numbers;
and Records Control Schedule for OP.

a. Form 140, Records Retirement Request Temporary. Destroy when deposit has been
arranged organizationally and numerically destroyed at the Center and no longer res
thereunder. | Quired for reference. To be retained in

work area.

Register of Deposit Numbers assigned > Temporary. Destroy at end of year.

by Records Center maintained for quick -

reference.

Records Control Schedule for Office Temporary. Destroy when susperseded or
of Personnel. Contains listing of all obsolete.

files maintained by Office of Personnel ’
with identifying number, file volume
and disposition instructions. Arranged
by Division.

VITAL MATERTALS CONTROL RECORDS

Consists of signed copies of Form

620, Vital Materials Transfer Slips,
reflecting deposits made by the Office;
File register of assigned deposit numbers
and Availability Register.

a. Form 620, Vital Materials Transfer Temporary. Place in inactive file when
Slip. Arranged organizationally and superseded; Destroy when no longer needed
numberically thereunder. for reference purpose.

(1958-1960)

Number Register. Arranged Chronolog- . g Temporary. Destroy when 1 year old,

ically.
(1958-1960)

Rel 2005/4H24—imCIA 4 g 7A000100230003-5
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FILES IDENTIFICATION

| voLumE

DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIA
c. Vital Material Availabitlity Register
contains record of 21l material on
deposit at VM Repository; register is
arranged by Division and contains
brief description of the materials
and date of documentse

REPRODUCTION NUMBER REGISTER

Consists of a record of reproduction job

numbers assigned to requisitions initiated

in the Office of Personnel to have material

reproduced by Ageney reproduction facil-

ities. Arranged chronologically.
(1959-1960)

OP DISTRIBUTION CONTROL FILE

a. Consists of Log and Distribution
Schedules for published material for
distribution within OP, Material
consists of such items as OPM's,

Agency Regulatory issuances, Department
of State, USCS Comm. and other Federal
Agency issuances.

be Library Representative File -~ Consists

of IBM listing of Subscription items and

copies of Form 1395, Request for Library
materials; and listings of special
recurring orders.,

-90487A000100230003-5

o1

.2

2

P T
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DP78-004

Temporary. Destroy when superseded.

Temporary. Destroy when 1 year old.

Destroy lLog Records when one
year old. Cut off at end of year, destroy
one year thereafter. Distribution lists
are destroyed when revised or superseded.

Temporary.

Temporary. Destroy when superseded.

7A000100230003-5
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SCHEDULE NO.

e READRNIE vEANTBARAGHERIMDS5/11/21 : cm-FSEG 7A000100230003-5 4o-60

Y
OFFICE, DIVISION, BRANCH M—M '/2’&%63 /“}, S16l
X < (Yﬁw

A\

TITL

Personnel, Plans,Staff
: < Chief, Plans Staff 29 June 1960

L ITEM FILES IDENTIFICATION VOLUME o
¥ NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

1 STAFF SUBJECT FILES

Consists of correspondence, reports, laws, 2.0 Temporary. Destroy when 3 years old.
personnel utilization and manpower studies (Cut off file at end of 1 year; transfer
) for guidance in developing personnel policy, to records 1 year thereafter.)
. project manpower ceilings, and the personnel
support activities. The material is used
for preparation of staff studies, for D/Pers
orientations and briefings of individuals or
special committees. Filed by subject numeri

method.
(1957-1960)
2 SPECIAL PROJECT AND PRESENTATION FILES

Consists of copies of special studies 1.0 Temporary. Destroy when 2 years old.
prepared for policy guidance in personnel (Cut off file at end of year screen and
administration (promotion patterns » separatign transfer pertinent papers to Staff subject
rates, special retirement plans, etc.); file; degtroy residue when 2 years old).
statistical and other charts prepared for
use in briefings and presentations.

A 3 | LIAISON ACTIVITY FILES

Consists of correspondence, suthorizations, 5 Temporary. Destroy when 2 years old.
directives etc., concerning special assign- Transfer pertinemt papers to Staff subject
ment to various dgency comnmittees and inter- files; destroy residue when 2 years old.
Agency groups. Minutes of special meetings
ete. Filed alphabetically by name of

- Committee or Group.

W&uwam_-awnnnmnmmnnm
FORM NO. USE PREVIOUS )
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DISPOSITION INSTRUCT IONS

Regulations and Notices, reglsters, pamphletﬂ
handbooks, and publications from other seurc
maintained for reference purposes.

[

FORM NO. 4 tous
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ITEM NO. FILES IDENTIF ICATION . VOLUME
Pers/Plans Stafpproved For Release 2005/11/21 : CIA-ﬁ B7A000100230003-5

4 STAFF WORKING FILE
Consists of special 8tatistical Reports, IBM| 5.0 Temporary. Destroy when 3 years old. (Cut
rosters, CS Staffing authorization informatidn, off files at end of year. Screen selectively
strength reports etc.; pending legislative and transfer pertinent materials to Staff
action, historical studies, personnel surveys Subject file or other OP Division files if
etc. These documents are used by Personnel appropriate. Destroy residue at end of
research officers in preparing special three years or sooner.
statistical and trend studies which become
the basis for policy decisions, ceiling
projections, grade distribution, etc.

(1958-1960)

5 POLICY MAKING STUDIES
Consists of materials accumulated by various .3 Permanent. Disposal not authorized. Retire
groups , committees, and task forces organized to Records Center upon accumilation of
to study and make recommendstions on the 1 cubic foot.
Agency personnel Management Program. These
files contain committee or group proposals,
minutes of meetings, findings, recommendations,
final reports, etc.

(1956-1960)

6 STAFF ADMINISTRATIVE FILES
Consists of correspondence, equipment and .2 Temporary. Destroy when superseded or
printing requests, personnel actions on Staff obsolete. All personnel records to be
members, coples of training requests and destroyed upon the reassignment br termi-
evaluation; fitness reports, etc.; T&A records nation of the employee.
and other materials accumulated in the internal
operations of the Staff.

T REFERENCE MATERIAL
Consists of published material such as Agency 2.0 Temporary. Destroy when superseded or

obsolete.

A0OOA1002200082-5
o
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8

Pers/Plans Stat
TLIBRARY MATERT proved For Release 2005/11/21 : CIA-R

Consists of library books, dictiomaries,
pamphlets, guides, manuals, etc., maintained
for reference purposes.

FORM NO. ‘39a USE PREVIOUS
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Temporary. Return to Library when no
longer needed for reference purposes.
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SCHEDULE NO.

REGORD\GIN FROLRSIGHPEEURE05/11/21 : CIA-SE% 87A000100230003-5 40-60

F} CONCURRENCE
OFFICE, DIVISION, BR H N S16 2.)
CPbos s oty
Personnel, Gffiee—of-thepiw » Regulations Unit e
Chief, Regllations Unit 30" June 1960
“w IJ(;:M (TITLE, DESCRIPT’;(;IIV_,ESARIRI?&E’AE;JT(':.AE}V?)NINCLUSIVE DATES) (C\lllgligMIET.) DISPOSITION INSTRUCTIONS
. 'bﬂ"‘:j

‘L, 1 UNIT SUBJECT FILES
Consists of correspondence, directives, 1.0 Temporary. Destroy when 3 years old,
delegations of authority, publications (cut off file at end of each year; screen

. etc., pertaining to broad phases of per- selectively and transfer to Records Center
sonnel administration, organization and 1 year thereafter except for policy papers
mnagement and special surveys not directly of current interest which will be retained
concerned with a specific regulatory series; in active file.) (Item 23, RCS 40-57)
filed by subject.

(1958-19¢60)
2 VIORKING FILE

Consists of working files mpintained by 2.0 Temporary. Destroy 6 months after
the Personnel Research Officer during the piblicatien of the issuance. (Screen files
development period of an Agency policy or ° and transfer pertinent papers to Subject
regulatory issuance. These files contain or Regulations File; destroy all other
working drafts, directives, pending legislative mterial.)

bills, ZExecutive Orders, Public Laws and
other background papers collected as werking
Filed by subject.

) guides.
@ (1958-1960)
3 CONVENIENCE FILE (Reading)

> Consists of extra coples of outgoing .3 Temporary. Destroy when 2 years old.
- correspondence maintained for convenience Cut off at end of each year; destroy
of reference. Filed chronologically. 2 years thereafter.)

(1958-1960)

Approved For Release 2005/11/21 : CIA-FLgE@HJW 7A000100230003-5
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. ITEM NO. FILES IDENTIFICATION ] VOLUME | DISPOSITION INSTRUCT IONS
: : CIA-RRE 87A000100230003-5
v | IEGISLATTON PrrhPProved For Release 2005/11/21: C %gm

Consists of case files prepared on proposed 2.0 Temporary. Screen selectively, (Cut off

or pending legislation and legislation end of each session, destroy 1 year

passed by the Congress. Files contain thereafter - except items of current interest

correspondence with the Legislative Counsel, which will be transferred to active files.)
. Congressional Records, notices of pending (Ttem 27b, RCS L0-57)

legislation, House and Senate Bills, ete.

This material is used in the development of

regulatory issuances to comply with legis-

lation and in making evaluations, recommen-

dations, and proposals to the Legislative
Counsel on legislation affecting Agency

’ Personnel policies. Filed alphabetically
by subject by Congress. :

(1958-1960)

A

5 REGULATORY ISSUANCES CASE FILES

Consists of personnel administration, policy
and background material including case files
m.intained on regulatory issuances initiated
and developed by the OD/Pers and those
received for review and coordination.

a. "20" Series Persomnel Files contain the 8.0 Permanent. Disposal not authorized.
background information on the development (Cut off file 1 year after issuances are
of the issuances such as Executive Orders, published; screen selectively and Retire
relasted legislation, draft copies of to Records Center 2 years thereafter.)
proposed issuances, coordinations, (Item 29, RCS L4O-57)

. " concurrences, authentications, etec.
Filed numerically by basic Regulation
number.
(1955-1960)
‘f b. Regulatory issuances review file (other 2.0 Temporary. Destroy when 2 years old.
than 20 series). Files contain copies (Place in inactive file upon completion
- of the proposed issuances and copies of final action by OP, cut off at end of
) of comments, proposals, concurrences, and each year and destmy 2 years thereafter.)

objections. Arranged numerically by
Regulation number.
(1958-1960)

AMMWW7AMM 00230003-5
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Approved For Release 2005/11/21 : cm-@g@ﬁﬁ 7A000100230003-5
6 OFM BISHBGI(AL BACKGROUND AND RECORD FILE

Consists of administrative issuances (Office
of Personnel Memorandums) prepared and issuefl
to supplement Agency regulatory issuances
Y and to establish internal opersting procedures
for the Office of Personnel. This file con~
tains directives from D/Pers and drafts coorfi-

e nated within OP; and a register which is used
- ¢ to assign control numbers to the memorandums}
a. Number Register 2 Temporary. Destroy when 4 years old;
. (1956-1960) (Cut off file at end of each year; destroy
when U4 years old).

b. Office of Personnel Memorandums with 1.0 Permsnent. Disposal not authorized.
background material including coordi- Cut off every other year and transfer to
nation and D/Pers authentication. the Records Center 2 years thereafter.
Filed numerically by year. (Ttem 10, RCS 40-5T).

(1952-1960)

T CAREER COUNCIL AND HISTORICAL. BACKGROUND FILES

Consists of official minutes, agenda, trans-
cripts, reports, and supporting papers
documenting the activities of the Career
Council and its predecessor organizations.
The files contain policy decisions, procedures,

and recommendations for the development and
. management of the Agency's Personnel Program
(1952-1960)
a. Career Council Files. Arranged k.0 Permanent. Disposal not authorized.
v numerically by meeting number. (Cut off at end of year; transfer to
: Records Center 5 years thereafter.)
(Ttem 40 a and b, RCS 40-5T7)
: b. Chronologicel file of Career Council .2 Permsnent. Retein in current work areas
Agendas and Minutes compiled for quick indefinitely.
reference.

A27A000100230003.5
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DISPOSITION INSTRUCT IONS
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c. Extra Copy File. Contains extra copies
of agendas, special reports, and Staff
Studies prepared in accordance with
Career Council decisions. These extra
copies are distiibuted for official use
of individuals or offices upon request.
Filed by meeting number and subject
thereunder.

MAIL LOG

Consists of a loose-leaf binder containing
a record of the receipt and dispatch of
mail, legislative material, regulations,
notices, etc., received by the Staff.
Arranged chronologiwally.

(1959-1960)

REFERENCE MATERIAL - (Agency Issuances)

Consists of published material such as CIA
Regulations, Notices Handbooks, OPM's, OGC
Opinions, etc., mintained for reference
purposes.

REFERENCE MATERIAL - (General)

Consists of processed material such as
Federal Personnel Manual, Army Regulations
and Circulars, Department of State Issuances,
Press Releases, etc., used for reference
purposes .

Apprav - =

FORM NO. ‘398 USE PREVIOUS

1 JAN 56

EDITIONS,

T

1.0

k.0

8.0

87A000100230003-5

Temporary. Destroy when superseded or
outdated.

Temporzry. Destroy when 1 year old.

Temporary. Destroy when no longer
needed for reference purposes.

Temporary. Destroy when no longer needed
for reference purposes.

ZA000100230003-5
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OFFJCE. DIVISION, BRANCH - . [ \
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Personnel ing-Personnel-Division,
. s VL e S e . N mbt @/ 2 7/6* 3
Nor | crima, bsscutrrion: wameemes e eiusive oarssy  [(asr orsrasiron whrter v !
i A
1 AGENCY RETIREMENT BOARD - SECRETARIATS FILE BEﬁREI

Consists of efficial record copies of the

minutes, transcripts, agendas, and preceedings
of the Agency!s Retirement Board
Retirement Act and Agency Notice
establishing the board; poliey ar tal
case files on Agency employees eligible for
retirement who are considered by the Board.

a. Agency Retirement Board Files. Arranged 1l Temporary. Disposal not authorized by this

num)(er:lcally by meeting number. schedule. (Cut off at end of each year;
(1960) transfer to Records Center 2 years thereafter.|)

b. Board Subject Files - Consists of laws, 1.0 Temporarye Destroy when 3 years old. (Cut
case studies, correspondence, reports off file at end of year; destroy two years
(including IBM listings of employees thereaftery except basic policy materials,
eljigible for Retirement), and miscel- laws etc., which will be retained in the
laneous material accumulated in proc- current file area indefinitely.)
essing and counseling a retirement case.

c¢. Retirement Case Files - Contains corre- 5 Temporary. Destroy 5 years after separation
spondence and documentary evidence of oR death of the employee. (Cut off files of
length of service, acerued benefits and completed cases, at end of the year; screen
rights and eligibility of the individual. file for sens:[ﬁ‘de material, forward pertinent
This file also contains Board recommen- material to RSD for inclusion in Official
dation and final disposition of the case. Personnel Folder. If file contains any
Filed alphabetically by name of the material of a sensative nature place in sealed
employee, envelop and retain in immediate work for two

years; then retire to Records Center.)

Approved-For Release 2005/11/21 : C|AS DP7. 87A000100230003-5
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15 October 1964

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Schedule 40-64 for Administrative
Staff, Office of Personnel

RESCINDS : RCS 40-63 dtd 9 Sept 63

1. Attached hereto is Records Control Schedule 40-64 for
the Administrative Staff, Office of Personnel.

2. This schedule was rewritten in order to change disposi-
tion instructions for certain items and to make certain other

modifications as needed.

3. It is requested that this schedule be substituted for
the one presently in effect.

RAU7UP
Attachment:
RCS 40-6k4, Admin Staff/OP
Distribution:
Orig & 1 - Addressee
g RNy (7Y
APPROV Date
cct: RecCtr
CIA RETorus #sas 7
ATIOLLTTE | !
Scoutl Bl ?mg
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29 April 1965

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Designation of Recruitment and Retiree Placement
Division, Office of Personnel (RRPD/OP)

REFERENCE : Records Control Schedule 40-64

1. It is requested that the following organizational changes
within the Office of Personnel be reflected on Records Control
Schedule 40-6k:

a. Effective 25 March 1965 the Personnel Recruitment
Division was redesignated the Recruitment and
Retiree Placement Division in recognition of its
increased scope of activities.

b. Effective this same date, the Outplacement Branch
of the Personnel Operations Division was transferred
to RRPD and redesignated the Employment Referral
Branch.

2. As now constituted, the Recruitment and Retiree Placement
Division consists of the Field Recruitment Branch, the Washington
Recruitment Office, the Employment Referral Branch, and a newly
established activity, the Retiree Placement Counseling Staff.

RAO/OP

Distribution:
Orig & 1 - Addressee

e )

s

.- ‘f e ‘
Approved For Release 2005/11/21 (:’CIA“-RD!P78-00487AO0Q1 00230003-5
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5 November 1963

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT ¢ Revised Schedule %0-63 for Mobilization and
Military Personnel Division, Office of Personnel

RESCINDS : Records Control Schedule L40-60, pages 68-92

1. Attached hereto is Records Control Schedule 40-63 for
the Mobilization and Military Personnel Division, Office of Personnel.

2. This schedule combines the six schedules presently covering
MMPD. The items have been updated and modifications made where
necessary.

3. It is requested that this schedule be substituted for the
ones presently in effect as soon as possible.

Attachment:
RCS 40-63, MMPD/OP

j anoup N tomall E
Excluded from avtemsis
-00487,A000100230003-5
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SCHEDULE NO.

187 40686%00230003-5

LONCUHRRENCE

OFF ICE,

DIVISION, BRANCH

Office of Personnel, Special Activities Sts;ff

VILITL,  OAS/UYT 7O )

I TEM
NO.

FILES IDENTIFICATION

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES ) (CUBIC FT.)

VOLUME

DISPOSITION INSTRUCTIONS

1.

2.

STAFF SUBJECT FILES

Consists of correspondence, memorsnda, re-
ports, steff studies and copies of policy
directives concerning Agency administration of
disciplinary end suitability cases, including
cases involving adverse effect on employee's
status or pay such as separations, reduction in
grade with salary retention and suspensions as
well as material on the Hatch Act and the con-
version of career provisional employees to
career status.,

(1958 - )

BOARD AND PANEL FILES

Consists of officiel minutes of meetings,
sgenda, background data, reports and supporting
papers documenting the activities and recommended
action for each individual case considered.

a. Personnel Evaluation Board (fornerly
known as Agency Disposition Board). Arranged
numerically by meeting number.

(1953 - )

b. Applicant Review Panel (formerly the
Medical-Security-Personnel Review Panel). Ar-
renged numerically by meeting number.

(1953 - )

i ¢. Overseas Candidate Review Panel., Ar-
ranged numerically by meeting number.

(1958 - ) SEG:

FORM NO.
1 JAN 56
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USE PREVIOUS
|39 EDITIONS.

5.0

1.5

Temporary. Screen periodically and destroy
meterial no longer needed. Retain remainder

in immediste work area.

Permsnent. When no longer needed for current

reference, retire to Records Center.

Permsnent. When no longer needed for current

reference, retire to Records Center.

Permanent. When no longer needed for current

fire to Records Center.

(41)




. B ITEM NO. . FILES IDENTIFICATION

) . . _VOLUME DISPOSITION INSTRUCT IONS
. . Approved For Release 2005711727 % ST b'u(ts-uut; 7A000100230003-5 .
d. Selection Board, Employment Review B Permanent. Retain at Records Center.

Board and Special Employment Board. Arranged
numerically by meeting number. This materisl is
of historical value - Boards sre no longer in

existence.
(1954 - 1960)

e. Examining Panel findings and recommenda-| - 2.0 Temporary. When no longer needed for current
tions regarding Career Staff membership applica- reference, screen and destroy valueless
tions as well as case files on employees whose papers. Retire remainder to Records Center
application for membership in the Career Steff and hold for ten years. At the end of this
were deferred or rejected. Also included in this time, return to originator for review and

. file is other material related to the Career ) resubmission if deemed necessary.
Staff, (Career Staff no longer in existence,) T

(1954 - 1960)

3. - SENSITIVE MATERIAL FILE
a. Cousists of sensitive material on cer- 6.0 Temporary. . Disposal not authorized at this
tain Agency pérsonnel msintained in sealed en- time. Retain in immediate work area.

velopes. This material is retained at direction
of Deputy Director of Central Intelligence and
is made available only to certain senior Agency

officials.
b. Consists of 3x5 card file used as cross .1 Temporary. Disposal not suthorized at this
_ reference. Cards contain name of employee only. time. Retain in immediate work area.
" b, EMPLOYEE CASE FILES
a. Consists of case files on problem cases | 11.0 Temporary. Upon completion of case, forward -
containing correspondence, reports snd other appropriate material to OP/File Room for in-
papers pertaining to the handling of each case. clusion in Official Personnel Folder. Sen-
Filed alphabetically. sitive material gathered during the processing|

(1963 - ) of the case will be retained in izmediate work

ares until no longer needed for current refer-

ence at vhich time it will be sent to Records

Center and retained for ten years. At the end

of this period it will be returned to origine-

tor for review., If deemed necessary, certain
case files may be resubmitted to Records

\’: f”};“-[_'i”r;’ 418 Center for an additional ten years.

Approved For Release 2005/11/21 : CIA‘-1JRDF‘78-00 7A000100230003-5
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DISPOSITION INSTRUCT10NS

g -

being reviewed by the Overseas Candidate Review
Panel. Included on card is pertinent information

from other support offices regarding the individual

as well as the Panel's recommendation and final
disposition.

s

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

o TEM NO.| FILES IDENTIFICATION VOLUME
Approved For Release 2005711721 {CIARDP78-00 87A000100230003-5
LA N .
b. Consists of 3x5 cards listing name of .3 Temporary. Disposal not authorized. Retain
employee, type of problem involved, recommended in immediste work srea. .
solution, and final action taken. Card also '
includes job number under which case file has been
sent to Records Center.
5. | OFFICIAL APPLICANT FOLDERS
&. Consists of official epplicant folders 5 Temporsry. Upon completion of review, file
vhich require special review, will be forwarded to appropriate branch for
action.
b. Consiste of 3x5 cards used as cross .3 Temporsry. Dispossl not authorized. Retain
reference. Included on card is applicant's name in immediate work area.
and summary of background information as well as
Panel decision.
6. | OFFICIAL PERSONNEL FOLDERS
Consists of official personnel folders on 1.0 Temporary. After review of file and appro-
individuals who are pending conversion to career priate recommendetion is made to employee's
status. : office of sssigmment, return file to OP/File
Room.
Te OVERSEAS CANDIDATES
a. Consists of listing of all candidates 5 Temporary. Destroy when no longer needed.
for overseas assigmment. Included is candidate's -
name, grade, PCS point, position title, and
proposed date of departure.
b. Consists of 3x5 cards on individuals o1 Temporary. Screen periodicslly. Destroy

cards of terminsted individusls. Retain
remainder in immediate work area.

DP78-00487A000100230003-5
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e T, Approved For Release 2005/T172T : *RER78:0048TA000T00230003-5
‘. c. Post Mortem File - This file will conta¥nl" Temporary. Disposal not authorized at this
trenscripts of hearings, reports to Director of time. Retain in immediate work area.
Personnel and related correspondence dealing with (A nevly established function - therefore,
the return of employees prior to completion of no footage at this time.)
tour of overseas duty for reasons of unsatisfac-
tory performance, misconduct, etec.
8. | REFERENCE MATERTAL
Consists of Agency regulstory issuances, 3.7 | Temporary. Destroy when superseded, obsolete,
OPMs, FPMs, handbooks, certsin machine listings, or no longer needed except machine listings
“and other material used as reference. which will be returned to OP/SRB upon receipt
. of more current listing.
33.2
S50 SNSRI
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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24 March 1964

MEMORANDUM FOR: CIA Records Administration Officer
SUBJECT ¢  Two Revised Records Control Schedules L40-6k.

OP/Benefits and Services Division/Office of
the Chief

OP/Benefits and Services Division/Benefits
and Counseling Branch

RE3CINDS : Records Control Schedule %40-50, pages 21 - 33

1. Attached hereto are two records control schedules for
your approval.

2. These schedules were revised simultaneously as the area
of responsibility for certain items has been changed. The Agency
Retirement Board, fund raising campaigns and recreational activi-
ties are now the direct responsibility of Chief, BSD/DP. It should
be noted that disposition instructions for certein material pre-
sently being stored at Records Center have been changed.

3. It is requested that these two schedules be substituted
for those presently in effect as soon as possitle.

RAO/OP
Attachments 2
RCS LO-64 for OP/B3ID/OC
RCS_LO-Ah far OP/RIN/ROR

- LGorel &

Cla veCords Adminisiratloil Villeed

.- = N -

Approved For Release 2005/11/21 : CiA-R_DP78-Qd48739@609‘fg0230003-5




~ GIAGRITP78-00487 AB00 00230003-5 RM S
. RE R 5/11/21 : CHAGRIIP]78-004
- SRS \RONFROIRSEABEIRE0 G e
OFFICE, DIVISION, BRANCH 2
Office of Personnel, Benefits and Services Division/Benefits
seli Z 5
and Counseling Branch Chief, OP/BSD/ECB 2% HAR 1585
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) N (CUBIC FT.)
1. BRANCH SUBJECT FILES
a. Consists of correspondence as well as 11.0 . Temporary. Screen periodically. Retain
DPolicy and procedures dealing with Federal in current files area.
‘ Employee Compensation Act, Civil Service retire-
A ment benefits, Federal Employees Group Life
Insurance, erployee and dependent overseas
hospitalization program, and welfare assistance.
Also included are statistical reports, annual
" reports, studies and working papers.
) (1952 -
» B
¥ b. Consists of routine administrative- 5.0 Temporary. Cut off ammually. Destroy
type files such as requests for advanced sick after two years.
leave, blood donations, savings bonds as well
as chrono files (general as well as dispatch
chronos ).
(1962 - )
2. CASUALTY FILES
‘ &. Consists of death case files containing 1.0 Temporary. Place in file of comple.ted
i papers which document the processing of claims cases upon final settlement of claim. ]
for the estate or beneficiary of deceased Retire to Records Center upon accumulation
employees. Types of documents included are of one foot and hold for five years. At
sopies of Certificate of Death, SF 2800, Applica- the end of this. time returg to branch for
tion for Death Benefits, Form 901, Emergency/ review and proper disposition.
Casualty Report and other related correspondence.
Filed alphabetically.
- ; ~ .
N o n Ak ot i
ApprovedFor-Release-200544/21 ClIA. . oy (4 55 7o
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W [iEm to. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
N Approved For Release 2005/11/21: CIA-RDP78-00487A000100230003-5
- b. Consists of work sheets completed on 220 | Temporary. Cut off annually. Retain in

G5-12 and above. current files area for five years. Then
transfer to Records Center and hol# for an
additional five years. At the end of this
time material will be returned to originator
for review and resubmission if necessary.

¢. Monthly G3-12 and above reports for- .5 Temporary. Cut off annually. Retain in
warded to DCI. current files area for five years. Then
| transfer to Records Center and hold for an
additional five years. At the end of this
time material will be returned to eriginator
for review and resubmission if necessary.

5. NOTICE OF INJURY OR ILLNESS FILE - CA-1

Consists of copies of Form CA-1 or CA-1 1.5 Temporary. Cut off annually. Upon aesumula-
T dispatches. This form is completed by individual tion of one Dot retire to Records Center.
as a record of injury or illness and contains . Hold for seventy-five years and return to
g iaformation such as date of injury or illness, branch for review and disposition.
» circumstances and nature of incident. Filed
alphabetically.
6. COUNSELING FILE
Consists of Form 1711, Benefits and Counsel- 1.5 Temporary. Upon termination ef employee,
ing Interview Record, which is prepared to record screen and forward cards contain’ng pertinent
enployee problems such as job dissatisfaction, data to OP File Room for inclusion in official
financial difficulty, marital problems and personnel folder. Destroy remaining eards.
’ grievances as well as advice given and action

taken. Filed alphabetically by name,

T. CARD FILE

a. 3x5 card index used to record receipt 2.0 Temporery. Disposal not authorized at this
and dispatch of correspondence on individuals re- time. Retain in current files area
lating to claims, retirement, group life insur- indefinitely.

ance, unpaid salary compensation, advanced sick
leave, etc.

'

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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SCHEDULE NO.

-004678%00100230003-5

CONCURRFNCE  «

OFFICE,

DIVISION, BRANCH

| Office of Personnel, Benefits and Services Division/Benefits

and Counseling Branch

-y
Chief, OP/BSD/BEE -ek—umh.ioé;-

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

1.

BRANCHE SUBJECT FILES

a. Consists of correspondence as well as
policy and procecdures dealing with Federal Em-
ployee Compensation Act, Federal Employees Group
Life Insurance, employee and dependent overseas
hospitalization program, and welfare assistance.
Also included are statistical reports, annual re-
ports, studies and working papers.

(1952 -

b. Consists of routine administrative-type
files such as requests for advanced sick leave,
blood donations, savings bonds as well as chrono
files (general as well as dispatch chronos).

(1962 - )

CASUALTY FILES

a. Consists of death case files containing
papers vhich document the processing of claims
for the estate or beneficiary of deceased em-
ployees. Types of documents included are copies
of Certificate of Death, SF 2800, Application for
Death Benefits, Form 901, Emergency/ Casualty Re-
port and other related cérrespondence. Filed
alphabetically.

Approved For Release 2005/1 112‘i 1

11.0

5.0

5.0

2

Temporary. Screen periodically. Retain in
current files area.

Temporary. Cut off annually. Destroy after
two years.

Permanent. Place in file of completed cases
upon final settlement of claim. Retire to
Records Center upon accumulation of one foot.

“”“" o
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FORM NO.
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FILES IDENTIFICATION

ITEM NO.|

<
-.

- at the Dept. of Labor.

Approved For Release 2005/11/21 : QIA{H’
b. Employee Emergency File consists of |
individual cases as well as an alphabetical file
containing informstion on status of employee
emergencies.

COMPENSATION CLAIMS FILE

a. Consists of case files maintained on
employees and their dependents who have filed
claims for compensation. File contains bills
and receipts as well as reports end corres-
pondence which document each claim and are used
by the branch to process claims. Filed alpha.

b. These files consist of BEC claims held
The cases generally cover
claims for compensation or medical treatment of
Agency employees which may have a security implica
tion. Cases handled through this channel are
assigned to C/BCB on a sensitive basis. These
files may contain material not found in Agency
compensation claim file.

c. Consists of correspondence in connection
with overseas hospitalization claims which are
returned to employee for processing with Dept. of
State. Also included are claims referred directly]
to IB/BSD/OP.

REPORT OF SEPARATION FILE
a. Consists of Form 97la, Report of Separa-

tion Work Sheet, used to record information on all,
staff employee resignees.

Approved For Release 2005/11/21 ; CIA-

VOLUME

10.0

2.5

DISPOSITION INSTRUCT IONS
‘A000100230003-5 .
Temporary. Cut off annually. Hold for an
additional yéar and forward to Recerds Center
where it will be held for an additional five
years., At the end of this period, material
will be returned to originator for review.

Temporary. Upon final settlement of case,
place in inactive file and forward to Reeords
Center upon accumulation of one foot., Hold
for seventy-five years and return to branch
for review and disposition.

Temporary. From time to time these files will
be sent to the Agency for forwarding to the
Records Center by OP/BSD/BCB. Material will
be held at Records Center for seventy-five
years and then returned through BCB to Records
Custodian in BEC, Dept. of Labor for
destruction.

Temporary. Cut off annually. Upon accwnula-
tion of one feot, retire to Records Center
end hold fer five years. Upon the end of this
period, return to originator for review.

Temporary. Cut off annuelly. Hold in effice
two years and retire to Reeords Center and
hold an additional five years. At the end of

this time, material should be returned to
originator for review and resubmission if
necessary.

RDP78-00487A000100230003-5

FORM NO.
1 JAN s6
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and dispatch of correspondence on individuals re-
lating to claims, group life insurance, unpaid
salary compensation, advanced sick leave, etec.

1TEM NO.| FILES IDENTIFICATION ] VOLUME DISPOSITION INSTRUCT IONS
.- Approved For Release 2005/11/21 gé@"ﬁﬁms-ooz 87A000100230003-5
b, Consists of work sheets completed on“- “'{='2.0 Temporary. Cut off annually. Retain in
GS-12 and above. current files area for two years. Then
(1961 - ) transfer to Records Center and hold for an
additional eight years. At the end of this
time material will be returned to originator
for disposition.
c. Monthly GS-12 and above reports for- 5 Temporary. Cut off annually. Retain in
warded to DCI. current files area for five years. Then
transfer to Records Center and holfl for an
additional five years. At the end of this
time material will be returned to originator
for review and resubmission if necessary.
5. | NOTICE OF INJURY OR ILLNESS FILE - CA-1
Consists of copies of Form CA-1 or CA-1 1.5 Temporary. Cut off annually. Upon accumula-
dispatches. This form is completed by individual tion of one foot retire to Records Center.
as a record of injury or illness and contains in- Hold for seventy-five years and return to
formation such as date of injury or illness, cir- branch for review and disposition.
cumstances and nature of incident. Filed alpha.
6. | COUNSELING FILE
Consists of Form 1711, Personnel Interview 1.5 Temporery. Upon termination of employee,
Record, which is prepared to record employee prob- screen and forward cards containing pertinent
lems such as job dissatisfaction, financial diff- data to OP File Room for inclusion in official
cultiep, marital problems and grievances as well as personnel folder. Destroy remaining cards.
advice given and action taeken. Filed alpha.
7. | CARD FILE
a., 3x5 card index used to record receipt 2.0 Temporary. Disposal not authorized at this

time. Retain in current files area

indefinitely.

FORM NO.
1 JAN 56
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“. ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT |ONS
S B Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5 .
T b. 3x5 card file showing dates of blood | .6 Temporary. Upon rusignation of individual,
donation and includes blood type in instances card will be destroyed.

where the employee has a rare type blood. File
is used in filling special requests and indicates
frequency of donation by individual.

¢. 3x%5 card file on resignees, military A Temporary. Destroy when two years old.
leave cases, and individuals going on LVWOP. Cards
used as reference on status of each case. Filed
alphabetically by name.

8. REFERENCE MATERIAL

¢ needed
‘\ Consists of library books, copies of BEC 6.0 Temporary. Vhen no longer/return library
decisions, regulatory issuances and other pub- books to OCR. Destroy other material when
lished material used for reference purposes. superseded, obsolete, or no longer needed.

. 45.0

Annrn\wmmm7AOOO100230003-5
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6 January 1964

MEMORANDUM FOR: CIA Records Administation Officer

SURJECT : Revised Schedule 40-64 for Contract Personnel
Division, Office of Personnel

RESCINDS :  Records Control Schedule 40-60, pages 51-59

1. Attached hereto is Records Control Schedule 40-64 for
the Contract Personnel Division, Office of Personnel. Items
have been updated and modificetions made where necessary.

2. It is requested that this schedule be substituted for
the one presently in effect as soon as possible.

RAC/OP
Attachment:
RCS ho-64, cpp/OP

AreH , _____‘fégér%/ e

Date

CIA Records Aamuotratonwilees

TR S
AR R [

44 oot
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SCHEDULE NO. b
066100910002-R

CONCURRENCE

OFF ICE,

DIVISION,

BRANCH

Office of Persomnel, Contract Personnel Division

Chief, CPD/OP - 07JAN 136%
ITEM FILES IDENTI VOLUME
NO. (TITLE, DESCRIPTION, ARRANB(‘;EMEIJT(‘:.AEIIVIO)NINCLUSIVE DATES) (CUBIlCJ FT.) DISPOSITION INSTRUCTIONS
1. DIVISION AIMIN SUBJECT FILES
_ copies of

a. Consists of/directives, policy decisions 1.7 Temporary. Screen periodically. Destroy
laws and regulations applicable to the employment selectively. Hold remainder in current
of contract and staff agents. Also included is files area indefinitely.
material relating to Social Security matters,
special reports, progress reports, and general .
information on entitlements, allowances and other
matters of interest to CPD.

(Current)

b. Consists of routine administrative files 1.0 Temporary. Cut off at end of each year.
chrono files as well as extra copies of contracts Destroy one year later except extra copies of
executed by CPD. contracts which will be destroyed at the end

of one year.
2. FLEX-O-LINE PILE

Contains information on original contract .1 Temporary. Destroy when terminated.
date, compensation, status, etc. Arranged or-
ganizationally and alphabetically thereunder.

(Current)
3. ATDMINISTRATIVE PLANS FILE

Consists of project files containing copies 1.5 Temporary. Destroy one year after termination
of internal administrative documents authorizing of project.
deviations from normal Agency rules, regulations,
and policy pertaining to approved Agency projects
These files are maintained for reference purposes
only. Record copies are retained by DODS.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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. e J'TEM NO. FILES IDENTIFICATION | voLumEe DISPOSITION INSTRUCT IONS
. * 3 Approved For Release 2005/11/21 : CIAgﬁan.; -00487A000100230003-5
L% k. i
R Temporary. Destroy one year after expiration
of agreement.
5.

. 1.5 Temporary. Place in inactive file upon
termination of agreement. Retain in current
files for three years and rétire to Records
Center st the end of this period and hold for
an additional seven years. Then destroy.

6. PERSONAL SERVICES FOLDER FILE 4o.0

a. Consists of case files containing Temporary. Destroy when terminated.
copies of Letters of Authorization, amendments
thereto on Military Personnel. Filed alpha.

b. Consists of case files containing copieg Temporary. Upon termination place in inaetive
of contract, amendments, biographic information file. Transfer to Records Center no sooner
and other supporting papers on contract personnell. than one year thereafter. Destroy at Records

. Filed alphabetically. Center 75 years after birth of employee or
60 years after date of earliest document in
folder if date of birth cannot be ascertained
provided employee has been separated or re-
tired for at least 5 years or destroy 5 years
after death of employee, whichever is sooner.

‘ 7. JUSTIFICATION FOR CONSULTANT FILE

Consists of Form 503, Jusbification for .6 Temporary. Hold for three years; then
Consultant, containing name, office of primary destroy.
interest, estimated use and duties to be
performed.

Approved For Release 2005/11/21 : Cllgg ; 7A000100230003-5
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ITEM NO.| FILES IDENT{FICATION | voLume DiSPOSITION INSTRUCTIONS
5 Agﬁroved For Release 2005/11/21 : 78-00487A000100230003-5
8. SEPARATION AND SPECIAL ALLOWANCE FILE CUiL

Consists of separation or special allowance 1.0 Temporary. Screen periodically. Destroy
cases. Cases contain requests for authorization selectively. Hold remainder in current files
and related correspondence. Filed alphabetically area indefinitely.

9. CONSULTANT FILES

Consists of official folders on each Agency 5.0 Temporary. Forward to OP File Room when
consultant. Included in this file is corres- consultant is terminated.
pondence, contract agreements, security clear-
ances, justifications, status, etc. Filed alpha.

10. OFFICIAL STAFF AGENT FOLDER FILES

Consists of two files maintained on each
staff agent. Files document the services of the
employee and are maintained separately for
security reesons.

a. Folders contain code number cross 8.0 Temporary. Forward to OP File Room for
referenced to Confidential Jacket File and are sterilization and consolidation upon termina-
filed alphabetically by pseudonym and contain tion of employee's services as a staff agent.
Request for Personnel Action, Form 1152, and
Notification of Personnel Action, Form 1150.

b. Confidential Jacket File consists of 6.0 Temporary. Forward to OP File Room for
documents in true name, such as Form 57, PHS, sterilization and consolidation upon terminatiof
Medical Action Request, .pseudonym acknowledgement. of employee's services as a staff agent.
Filed numerically by code number.

11. STAFF AGENT REQUEST FOR PERSONNEL ACTION FILE

Consists of additional copy of Request for 1 Temporary. Hold for two months and destroy.
Personnel Action maintained for reference purposes
only. Filed chronologically.

12. CARD FILES

a. Consists of 5x8 cards maintained on 8.0 Temporary. Place in inactive file upon ter-
contract personnel and staff agents. Cards con- mnination. Hold in office area indefinitely.
tain pseudonym, area division to which assigne

Approved For Release 2005/11/21 : €l 78-00487A000100230003-5
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Lo 7o, |ITEM No. FILES IDENTIFICAT 10N OF D VBTOME DISPOS ITION INSTRUCT IONS
‘. * 1, Approved For Release 2005711727 . CIi3iHEIP/§-00437A000100230003-5
S0 and code number used as a cross reference. These

cards are used to record receipt and dispatch of
documentation and are Ffiled alphabetically.

b. Comnsists of 3x5 cards maintained as crosy 2.0 Temporary. Place in inactive file upon ter-
reference ia two sets. One set is arranged nu- mination. Hold in office area indefinitely.
merically by code number, the other alpha. by name. :

c. Consists of OF4b, Employee Record Card, 1.0 Temporary. Destroy one year after termination
maintained on staff agents and used for recording of staff agent status.
persomnel actions, training, qualifications and
other information. FPFiled organizationally and by
. pseudonym thereunder.

{U

d. Consists of 5x8 card containing informa- .1 Temporary. Destroy when superseded or obsolet
tion on authorized allowasnces as well as equalizat
tion allowances given in lieu of regular post
allowances. Cards reflect location of post, type
of allowance granted, and misc. information used
as guides in processing claims. Filed by area,
country, and post.

(Current)
13. | PERSONNEL FILES
Consists of "soft" files on division per- .3 Temporary. Destroy six months after transfer
sonnel containing copies of personnel documents or separation of employee.
which reflect assignment, promotions, T&A records
. and general information. TFiled alphabetically.
1k, REFERENCE MATERTAL
Consists of published material such as salary 12.0 Temporary. Destroy when superseded or
tables, Agency regulatory issuances as well as obsolete.

issuances publighed by other Government depart-
ments used for reference purposes.

kil

o \r i
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J1TEmM No.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

8

HONOR AND MERIT AWRESYepHieRRe!eass 2005/11/21: CIA-

Consists of correspondence, staff studies,
case files, recommendations and activities of
the Honor and Merit Awards Board accumulated
in Administration of the Honor and Merit Award|
Program.

a., Honor and Merit Awards Board Meeting File.
Consists of agenda, minutes, reports and
other correspondence related to the meeting]
of HMAB. File contains information on re-
commendations for awards considered and
approved, proposed regulations, security
implications in presenting awards, procure-
ment and design of medals, and similar in-
formaiion documenting the activities of the
Board. Arranged numerically by Board
meeting number.

(1956-1960)

b. Honor Awards Number Register. Consists of
a register used to assign control numbers
to recommendations for honor awards re-
ceived by the Office. Register contains
name, date recommendation received, number
assigned, and Board action. Arranged
numer:.cally.

c. Honor and Merit Awards Case Files. Con-
sists of case files on employees who have
received Honor and Merit awards and those
who have been recommended to receive such
awards. Files contain the recommendations,
notice of award presentation, acknowledge-
ment of receipt of award, and miscellaneous
correspondence pertaining to the presenta-
tion of the awards. Copies of Form 382,
Report of Honor and Merit Award Board,
are placed in the Official Personnel fold-
ers of individuals receiving an award.
Files are alphabetically arranged by name.

d. Honor Awards Pending Files. Consists of
Porm 600, Recommendation for Honor or
Merit Award, correspondence, and Biographi-
cal data supporting the recommendation

held pending consideration/action by Board. .
Approv : z B7A000100230003-5

FORM NO. USE PREVIOUS
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Permanent. Disposal not authorized. (Cut
off at end of each year; transfer to Center
3 years thereafter.) (Item 43 RCS 40-5T7)

Permanent. Disposal not authorized. Begin
new register each year; transfer to Records
Center when 5 years old. (Item 42 RCS 40-57)

Temporary. Destroy 5 years after death of
individual. (Cut off file at end of 2 years;
transfer to Records Center 1 year thereafter.)
(Ttem 41, RCS L40-57)

Temporary. Upon completion of HMAB action
screen file and transfer pertinent papers to
Honor Awards Case files.

a1y
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20 June 1968

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-68 for Recruitment
Division, Office of Personnel

_ aewt T
RESCINDS : Records Control Schedule 40-64 for C/PRD/OP et
Records Control Schedule 40-64 for C/OP/POD/CAB / , ;. ¢,
S8
2y SN
1. Attached hereto is revised Records Control Schedule for /muuﬁ%ﬁg

Recruitment Division, Office of Persommel. /g ( /7’4;7

2, This schedule was rewritten in order to reflect the
current functions of the division which presently comprise of
the following offices:

Office of Chief, Recruitment Division

Clerical Staffing Branch, including Interim Assignment
Section

Washington Aresa Recruitment Office

In addition, this schedule also covers the Office of the DD/Personnel
for Recruitment and Placement.

3. Early approval will be appreclated.

RAO/OP
Attachment:
RCS 40-68 for
Recruitment Division/OP

APPROVED /0 g%f~4//?2;F7
ate

CIA R¢ on Urficex
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CHEDULE NO.

S
REGQRO®VESNTRORSIEHASHIRM05/11/21 : CIA-RDP78-004B7A000100230003-5

OFFICE., DIVISION. BRANCH

Personnel, Benefits and Services Division,
Benefits and Counseling Branch, n}(\' )
Employees Relation Unit. <\ (‘2)(@ AR e @O

)

FILES IDENTIFICATION VOLUME
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

Consists of correspondence, reports, studies, Temporary. Destroy when 3 years old.

statistical reports, working papers and (Cut off at end of each year; destroy

similar material used in administering the 2 years thereafter.

activities of the Employee Relation Unit.
(1958-1960)

ADVANCED SICK LEAVE FILE

Consists of 3"x5" cards prepared on in- Temporary. Destroy when 1 year old.
dividuals who have requested an advancement
of sick leave. Cards are prepared upon
receipt of a request from an Office and con-
tains employee name, date of request, date
of approval, number of hours approved, etec.,
and serves as a reference for reporting
purposes. Filed alphabetically by name.
(1958-1960)

INTERVIEW APPOINTMENT REGISTER AND LOG SHEETS

Consists of copies of an unnumbered form Temporarye. Destroy when 1 year old.
titled "Appointments", used to schedule
employee interviews with counselors. Form
contains information on the type or inter-
view, (pre-exit or counseling) date and time,
name of counselor, name of employee, and
information regarding LWD, reason for sep-
aration, etc. Filed chronologically by date
of interview.

(1958-1959)

Il el L

N~
P BT
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ITEM NO.| FILES IDENTIFICATION - VOLUME | DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-{;%’(E%O{ .87A000100230003-5
b

L. | COUNSELING FILE

s
Consists of Form 1711, Personnel Relations «5 Terporary. Upon termination of employee
Interview Record. This card is prepared review Form 1711 and destroy if the file
to record the employee problems such as job contains no pertin:nt reference data; Cards
dissatisfaction, financial difficulty, which contain pertinent reference data will
marital problems and griewances. Infor- be forwarded to RSD for inclusion in the
‘ mation given is: Name, grade, title, Official Personnel Folder.
_\_ office of assignment, circumstances of the
\ complaint and advice given or action taken

by the unit to assign the employee., Filed
alphabetically by name.

. (1956-1960)
Se CARD REFERAL FILE

Consists of 3"x5" cards prepared on re- <1 Temporary. Destroy when 1 year old.
signees, military leave cases, and leave
without pay cases. Information includes
names of individual , grade, type of case
(resignee, military leave, etc.) home
address, date official folder received,
etcs Cards are used as a reference to the
status of each case and for obtaining
statistics for the Monthly Summary of
Separations. Filed alphabetically by name.

(1958-1960)
. 6. | RESIGNATION WORK SHEET FILE
Consists of copies of 9Tla form titled 1.0 Temporary. Destroy when 1 year old.
"Resignations” used to record information (Cut off file at end of year; destroy
on resignees such as, name, office, effective 1l year thereafter.)

date, date official folder received, etec.

Names are listed on this form as they are

received from the operating offices and the

form is used as a check sheet for recording

processing actions. Filed chronologically.
(1958-1960)

5
[87A000100230003-5
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ITEM NO. FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-&DP78-00;4|B7A000100230003-5

T+ | REPORT OF SEPARATION FILE

L
Consists of Form 971, Report of Separation, 1.0 Temporary. Destroy when 1 year old.
prepared from information obtained while (Cut off at end of each year; destroy
conducting pre-exit interviews. Information 1 year thereafter.)

includes name of resignee, title, office,
date of resignation, separation, category,
‘ and remarks which includes employees attitude
o toward Agency, etc. This copy of the form

. is used to prepare the "Agency Summary of
Civilian True Separations”, the record copy i
placed in the appropriate Official Personnel

OT

.< ~Folder. Filed chronologically by month and
alphabetically by name thereunder.
(1958-1960)

8. | RECREATION ASSOCIATION FILE

Consists of correspondence, notices, news- 1.0 Temporary. Destroy when 1 year old.
letters, and other papers pertaining to (Cut off at end of each year; destroy
various employee recreational activities, 1 year thereafter.)

membership, meetings, games, scores, etc.
The file is used in coordinating and
administering the activities. Filed alph-
abetically by activity.

(1958-1960)
9. BLOOD DONOR FILE
‘ ’ "+ @, Consists primarily of two lists, one is «5 Temporary. Destroy when 1 year old.
prepared by the Branch and contains the (Cut off at end of each year, destroy
name of the donor, his office, time scheduled 1 year thereafter. At time of destruction
signature, and number used in lieu of name. names of employees who possess rare blood
The other list is prepared by the Red Cross type will be listed and retained.

and contains the assigned number and blood
type. Filed chronologically.
(1958-1959)

RV a YD i
NS i
RISy
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT!ONS

11.

12.

13'

1h.

: Approved For Release 2005/11/21 : CIA-R
OUTSIDE ACTIVITIES FILE

L
Consists of a record of employees who have
requested permission to participate in act-
ivities outside the Agency. Activities
include participation in clubs, part-time
employment, attending school, étc. File is

the Security Office and approval or disapprov:
Arranged alphabetically by |

used to record date requests are submitted to%l

of the requests.
surname.
(Current)

FEDERAL EMPLOYEES' GROUP LIFE INSURANCE FILE

Consists of a roster of employees who have
walved their rights to insurance under the
Federal Employees Group Life Insurance.
Program and related correspondence., File
serves as a source of information which is
furnished to the Office of the Comptroller
weekly. Filed by vouchered or unvouchered
funds and thereunder alphabetically by
surname.
(Current)

EMPLOYEES WELFARE FUND

Consists of correspondence, policy, procedures
and background material which document the
request and approval of personal loan from the
fund; also contains deposit and record of pay-
ments. Filed by Subject.

(1954-1959)
REFERENCE PUELICATIONS FILE

Consists of publiéhed material such as
regulations, notices, handbooks, and

college brochures.

L

AN
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5

14,5

Terporary. Destroy when 1 year old.

Temporary. Destroy when 1 year old.

Temporary. Destroy U4 years after audit and
clearance (Cut off at end of year; transfer
to Records Center 1 year thereafter.)

Temporary. Destroy when no longer needed
for reference purposes.

ZA000100230003-5
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ITEM NO. FILES IDENTIF{CATION VOLUME | DISPOSITION INSTRUCTIONS
. Approved For Release 2005/11/21 : cm&»@ﬁ@fmoomoozsooom

b. Blood Donation Control File consists of ™ Temporarys To be retained in immediate
3"x5" card showing dates of Blood donation work area as long as of reference value.
and includes Blood type in instances where
the employee has a Rare Type Blood. This
file is used in filling special requests;
and for information to control frequency
of donation.

. 10. | FUND RAISING CAMPAIGN

Consists of records used to facilitate

and control collection of moneys for fund-

. raising compaigns of charitable, health,
welfare and similar organizations.

a, Consolidated Charities Fund Pledges and 1k,0 Temporary. Destroy L years after

payment records - Filed organizationally by audit and clearance. (Cut off file;end of yr;
componernte. : transfer to Records Center.
be. Correspondence, receipts, invoices, 2.0 Temporary. Destroy 4 years after
vouchers, ledgers, and related papers audit and clearance. (Combine with
pertaining to the various fund-raising related material in "a" above and retire’
drives; including bank statements, can- to records center,)
celled checks etc,
c. Policy and background papers collected 2.0 Temporary. Destroy when four years old.
in administration of Fund~Raising compaigns (Cut off file at end of year retire to
consisting of: Consolidated Charities Records Center 1 year thereafter., Policy

. Minutes, Agendas etc; Statistical reports papers will be transferred to active file

‘ of current drives and comparative records of for retention in immediate work area before

prior years; operating procedures for activity retiring files to Records Center. (Ttem
with sample forms, hand-outs etc. 233, RCS 40-57)

g
A
i
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SCHEDULE NO.
REAIRDD\CONTROIRS eEBURE05/11/21 : CIA-RDP78-00487A000100230003-5 L4060
. , CONCURRENCE
OFFICE, DIVISION, BRANCH o \ S1Gl 2
' J ’§r F 3 A /f/ Q’
Personnel, Benefits and Services Division A A l/y“ il o — R
. - ; g A TITEERT -\ )X 1
Benefits and Counseling Branch f}? / /[, / G & ,;_'\ \')u‘\}i} 0‘\.%. ‘X e WD
N 7 - )
Noo (TITLE, DESCRIPTION. SAR;%,;EQE,AE:V?)NINCLUSIVE DATES) r (é\lllginglgr. ) DISPOSIT|ON “INSTRUCTIONS
N vl Y T g
1. |BRANCE.CORRESFONDENCE FILES o dﬂ-ilRE] )
> ,//', ///
Considts of correspondence and otgei‘ papers k.0 Temporarys~ Destroy when 2 years old. (Cut
accum:lﬁfte\d in the operations o/f/ the Branch off at end of each year; destroy 2 years
concerned. i?it@ administration of the Federal thereafter, except papers related to
Employees Compensation Act, Civil Service estéblishment of program which will be
Retirement Benefits, Employee Emergencies //fetained indefinitely.) -
including MIA, Federal. Employees Group Life 7 o
Insurance, and Employees Relation activities. L P
Filed by subject numeric system. /" P
(1959-1960) " / o
2. |DEATH BENEFITS AND CLAIMS FILES \\\“ //
Consis‘l;s/of case files containing pag{x{s S 1.0 Tempdf'ary. Destroy when 5 years old.
which document the processing of ckaims (Mace in file of completed cases upon
for. the estate or beneficiary o;‘deceased - -final settlement of Claim; retire to
employees. Types of documentg include | Records Center upon accumulation of 1
copies of Certificate of De/az‘t/h, SF 2800, cubic foot.) (Item 436, RCS 40-5T)
Application For Death Benegfits, Form 901,
Emergency/Casualty Report and other related <
corresporndence. d copies of pertinent
documents are filed in the Official Personnel
Folder. Filed habetically by name.
30
Consigts of case files maintained on employee
and-dependents who have filed claims for
mpensation or medical treatment and include
a 3"x5" card index; Files contain reports
and correspondence which document each claim PR
and are used by the Branch to process claims |STMTTYT
for employe&sproved For Release 2005/11/21 : CIA-RDP78-004B7A000100230003-5
FORM NO. USE PREVIOUS (an)
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Notice of Injury or Occupational Disease,
C.A.4 Claim For Compensation on Account

of Injury, and other C.A. Reports. These
reports are prepared by or for the employees
as a record of injury or illness and contain
information on date of injury or illness,
cause, nature, place of employment, etc.
Filed alphabetically.

(1957-1960)

Approved-EorRolease-2005/44/24+ClA-RER78 462
B4

e

A{1TEM NoO. FILES IDENTIFICAT!ON ] 3 ] DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-%ALS?AOOMOOBOO%-S
a. Case Files. Containing Form 271, 8.0 Disposal not authorized by this schedule.
Employees Notice of Injury or Occupational (Place in file or completed cases upon final
Disease, C.A.lt, Claim For Compensation or settlement of claim; cut off completed case
Account of Ipjury, etc. Case files on these file at end of each year and transfer to
claims are algo maintained by the Bureau of Records Center 1 year thereafter.) (Item
Employees Compensation. Filed alphabetically 437a, RCS 40-57)
by name. N\
(1959-1960)
be 3"x5" card index coptaining name of 3 Disposal not authorized by this schedule,
employee, date claim waé‘\j‘iled, type of Retain in current files area indefinitely.
claim, and date closed, IMled alph-
abetically by name. ™ L
(1959-1960) 3
L, | CLAIMS STATUS OF PROCESSING FILE AN .
X
Consists of 5"x8" cards containing infor- «3 Temporary - Transfer to claims file when
mation on compensation claims such as date case is closed.
claim was filed and a chronological listi
of all reports and correspondence received \\
or prepared by the Branch, Cards are used S
as a reference to the processing of each
claim, the color of the tab on each card N
indicates the present status of the claim. ~
Filed alphabetically by name. - / ‘\ § e
| (1959-1960) N 1N M)c¢
B P WA i
' P sy " ;
5. | INJURY AND COMPENSATION REPORTS FILE =4 /\;»W”//— N

Consists of copies of Form 271, Employees 5 Disposal. not authorized. Place in

appropriate case file upon initiation
of claim; ‘Transfer to inactive file
when settlement of the claim; retire
to records center 1l year thereafter.

(Tgem 1LO, RCS LO-5T).

ZA000400220002-5.
A=
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. piTEm no. FILES IDENTIF ICAT ION VOLUME DISPOSITION INSTRUCTIONS
» +
| ‘E'fl 1 ¢ ClIA- 87A000100230003-5
o | suncer am arzorfBRICYsEoYRelsas 2009‘» gk(\r thfﬁw
A / “ \IA,
\ Consists of the Office cogy {mdge't estl-v Temporary. Destroy b rs after lapse of
\ mates, advice of allotment authorizations, _ appropriation. (Cut 6ff upon lapse of
budget enalysis and allotment requests, nis- -\ | appropr tion; deptroy U4 years thereafter.)
cellaneous obligation records, analysis. of - f - i
Ng's 1671 &, <~
“ allotment transactions, and selected papers. { Aot A / Y
R Flled chronologically by fiscal year. '
(1958-1960)
) 10 ADMIN IVE SERVICES FILE
Consikgs of correspondence, memoranda, speciall 1.0 f’De/mpora.ry. Destroy when 2 years old. (Cut
report etc., accumlated in Administrative / off file at end of 1 year; destroy 1 year
’ support Bunctions for the Office of Personnel -~ thereafter.)
n Administrative files consist of: equipment and /
purchases r\eq_uests, parking space allocationsyg
‘telephone serv:Lces, liaison with CIA Commi t/
‘ on new CIA Bu:.l‘dlng, space allocation, Ega
tenance and consﬁructlon, ete.
. (2958-1960) /’
11 | REVOLVING FUNDS FILE
Consists of receipts, re orts and supporting .2 Temporary. Destroy when 4 years old. (Cut
documents used in the a istration of the off at end of each year; destroy 4 years
Revolving Fund malntainedf r reilmbursement thereafter.)
for transportation expenses, ‘and miscellaneqs
small expenditures incurred by QP employees in
discharge of official business. iled chrono-
logically. \\
& (1956-1960)
12 NATIONAL SECURITY COUNCIL QUARTERLY REPORT IE
Cons:.sﬂs of quarterly reports prepared COV‘QI‘- .2 Temporary. Destroy when 3 years old. (Cut
ing NSC obligations for administrative N off file at end of 1 year; destroy 2 years
n services furnished by OP in connection with \ thereafter.)
Jroviding personnel services for NSC. N
13 /A}M:U\IISTRATIVE REFERENCE FILES ~
: ; Consists of Hendbooks, Training Bulletins, l.@\\ Temporary. Destroy when superseded or of
language tests, Fiscal Accounting Instructions .| mo further reference value.
and miscellaneous processed material used for N .
guidance in administration of fiscal account- |y
ing and t'ra.lr}\mg activities for OP. . _SE!;BEI 27 ANO01009 200035
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e scueouLe No. (Pormerly 30-61. Transferred to

. REGORDS VM FRURSMeEEB05/11/21 gg@gggpym-oo 8 on 17 Aug 61)

OOAMONDOCAMAL

N

OFFICE, DIVISION, BRANCH

Personnel, Benefits & Services 'Division, Suggestion Awards Unit v
Chief, Sugg. Awards Unit

ITEM FILES IDENTIFICATION VOLUME o
" NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

1. STAFF ADMINISTRATIVE FILE

This file documents the activities performed b Permanent. Disposal not authorized. Retain
by the Suggestion Awards Unit and consists of in current files area indefinitely.
policy files, rosters of award winners, reports
. to DCI and DD/S  Filed in accordance with Agency
file manual.

(1953 - 1960)
2. ADMINISTRATIVE OR HOUSEKEEPING FILES

These files are maintained to reflect the 2.0 Temporary. Destroy when 3 years old Cut
administrative activities of the Unit. File off at end of each year. Transfer to Records
consists of requisitions, purchase orders and Center 2 years thereafter.
report files to the Civil Service Commission,
Bureau of the Budget, budget estimates and reports
Arranged by subjects according to the Agency
Manual.

(1953 - 1960)
3. EMPLOYEE SUGGESTION CASE FILES

~ This file consists of folders utilized to
centrally maintain all pertinent documents of an
employee suggestion. Includes originals and
copies of correspondence and forms on all cases
e such as transmittal of suggestions, proposals for
evaluating, briefings and committee findings.
Filed as follows:

a. Pending cases. Filed numerically. 2.0

t b. Approved cases. Filed alphabetically. 6.0 Permanent. Disposal not authorized. Hold in
. office area for two years after close of case

X1 &
A DHTLn - ti t ds Cent *
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. ' SCHEDULE NO. 5
o0 RECORIG GO FRORGIGHEBULE05/11/121 : GIA 137 A806%00230003-5
OFFICE, DIVISION, BRANCH -
Office of Personnel, Benefits and Services Division/Central N

Y L ! >
Processing Branch T'Tc;ief’ OP/BSD/CPB ?% /f/%

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cusIC FT.)

ANTTIODEMOE ™ -

1. BRANCH SUBJECT FILES

a. Consists of Dept. of Defense and Dept. 3.5 Temporary. Screen periodically. Destroy
of State travel procedures and policy dealing material no longer needed; retain remainder
. with obtaining visas, shipment of household : in immediate work area.
effects, cover and tours of duty as well as
procedures used in financial processing of
personnel. Also included in this file are
special reports to Chief, BSD and other material
used in the over-all administration of the
Central Processing Branch.

(1958 - )

b. Consists of general correspondence, 2.5 Temporary. Cut off annually. Destroy when
financial reports, weekly check-out reports, two years old.
end other papers dealing with reutine matters
pertaining to equipment and supply, training,
and security as well as chrono file on Form 260,
Record of Transportation, which is maintained for
convenience of reference.

(1962 - )

2, TRAVEL CASE FILES

a. Consists of travel case files on all 90.3 Temporary. Destroy six months after return
staff and non-staff employees being processed to Headquarters.
PCS or TDY for overseas official travel. File
includes travel and finance operation records,
1 travel order,[ | shipping data, record
of transportation, foreign duty data, clearances,
requests for passport and ID card, etc. Filed
alphabetically.
(Current)
o A
Approved For Release 2005/11/21 ; CIA-RD
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. fITEm No. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

Approved For Release 2005/1 1@&:@%&‘[!:.0%%00437Aggg%gg§gggozﬂans fer £ile %0 "a" sbove

R b. Consists of travel case files o
1 rsonnel. File contains upon termination of individual from project.
d documents dealing with Hold six months and destroy.
travel of individuals assigned to project. Filed
alphabetically.
(Current)
c. Consists of 5x8 card, Form 1220b, Travel] 5 Temporary. Place in "a" above upon comple-
Operations Record, maintained for control and tion of processing.

follow-up purposes during various stages of over-
seas processing. Filed alphabetically.

(Current)
‘ 3. TRAVEL DOCUMENTS FILE
Consists of special envelopes containing 1.5 Temporary. Issue to employee upon departure
necessary travel documents which will be given on official travel.
to employee upon departure. File includes
1 passports, tickets, ID cards, and travel
orders. Filed alphabetically. :l
(Current) 21
b, CREDENTTAL FILES
a. Consists of passports and ID cards 23.1

turned in by employees upon completion of travel
and maintained by branch for possible re-use.
Filed alphsbetically.

(Current)
II b. Consists of Tr ssports 2.0 Temporary. Retain in current files area
1 and ID cards returned t and until no longer needed for reference pur-
1 | respectively. poses; then destroy.
(1954 - )

5 TRAVEL ORDER FILE

Consists of extra copies of Form 540, 2.4 Temporary. Cut off at end of each fiscal
Travel Order, maintained as a record of official year. Destroy one year thereafter.
travel for both domestic and overseas travel by
fiscal year and alphabetically thereunder.

(FY 196 )

CRRNTT
Approved For Release 2005/11/21 :&IA’»EQIQ78-OO4 7A000100230003-5
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“|i7em no

6.

8.

10.

COVER ORDER FI

Consists of Form 938, Request for Publica-
tion om Orders, as well as copy
of ord our request to Adjutant

General. Filed chronologically.
(1963 -

TRANSPORTATION REQUEST FILE

Consists of SF-1169, United States of
America Transportation Request, including request
for military personnel, maintained as a record
of tramsportation requests used. Filed chrono.

(1961 -
DOMESTIC RESERVATIONS FILE

Consists of 5x8 card, Form 1220h, Record of
Air/Rail Reservations (Domestic) which is main-
tained on all individuals as a record of domestic
travel. Filed alphabetically.

POST REPORTS FILE

Consists of reports, correspondence, bro-
chures, and Other information on conditions at
overseas posts and stations. Used in briefing
employees on housing, clothing, health, trans-
portation, and other conditions at station.
Filed alphabetically by post.

HANDOUT MATERIAL
Consists of booklet entitled "Information

for PCS Returnees" given to individuals returning
PCS,

NES:
R
Approved For Release 2005/11/21 : CIA-
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2.0

8.0

3.5

rparya

Temporary. Cut off monthly. Destroy one
year thereafter. )

Temporary. Cut off annually. Destroy three
years thereafter.

Temporary. Hold one year and destroy.

Temporary. Destroy when revised or no
longer needed.

Temporary. Destroy when revised.

5578-004 87A000100230003-5
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DISPOSITION INSTRUCT!ONS
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CIA Records Adminisiration Ommcer

7A000100230003-5

ITEM NOJ FILES IDENTIFICATION VOLUME
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
. REFERENCE A
Consists of alphabetical listing of Agency 6.7 Temporary. Destroy when revised, superseded,
personnel (ADPD Job 105-000), airline and hotel or no longer needed.
guides, regulatory issuances, and other pub-
lished material used as reference in processing
Agency employees.
149.6
25
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SCHEDULE N
&Lgb- 0003-5

CONCURRENCE

OFF ICE,

DIVISION, BRANCH

Office of Logistics, Transportation Division, Passenger
Movement Branch

S IGNATURE

TITLE DATE

ITEM
NO.

FILES IDENTI!FICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

37.

38.

39.

Branch Subject Files

a. Files consisting of copies of memoranda,
letters, reports, ete., used in administration of
the Branch. Filed by subject. 1957 - 1960.

b. Reference files consisting of regulations 3
procedures, letters of instruction or authority
and other policy documents used as reference in
the operational activities of the Branch. Filed
by subject. 1949 - 1960.

Cable and Dispatch Files

Copies of Incoming and Outgoing Cables and
Dispatches received in the Branch not applicable
to a particular case file. Filed numerically.

Neme Case Files (Agency)

Files regarding outgoing and incoming shipments
of personal effects of Agency employees, (includ-
ing vehicles.)

a. Copies of memos, travel orders, vouchers,
shipping documents, schedules, authorizations,
working forms and other data concerning shipment
of personal and quasi-personal effects. Filed
alphsbetically by surneme and thereunder by case
number. 1956 - 1960.

FORM NO.
1 JAN 56

USE PREVIOUS
139 EDITIONS.

2.0

2.0

0.5

L8.0

J%F/Gc«»«a&

Temporary. Cut off at end of each
calendar year; retain two years and
destroy. (GRS 9 - Item 2)

Temporary. Destroy when superseded or
no longer needed.

Temporary. Destroy after three months.

Temporary. Place in inactive file when
return shipment is complete. Retire to
Records Center within one year thereafter.
Destroy after ten years. (GRS 9 - Item 3.a.)

e

/ ; L’Gm

See O ypsmenn /1/ /4m.

Z2A000100230003-5
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ITEM NO. FILES [DENTIFICATION VOLUME DISPOS ITION INSTRUCT IONS

. proved For Release 2005/1 121 ; FF}‘RE 0487A000100230003-5 ‘-e
' b. 5x8 cardp forms indicating name and . Temporary. Destroy when case file
traveler, case number assigned, organizational retired following return shipment.
locaetion, and transactions. Filed elphabetically
by surname. 1956 - 1960.

c. Case number register, which is looseleaf Temporary. Destroy after four years.
book record of assigmnment of case numbers to
requests for shipment. Servés as cross reference
by number to pseudonym files. Entered numerically
1952 - 1960 ‘

Name Case Files (Contractor)

a. Files maintained by contractor and retutrned No disposal authorized. (GRS 9 - Item 1)
upon completion of contracts, containing docu- e
ments pertaining to shipment and storage of house- ‘éfi":’; /7:’ be - rati 4
hold goods and private automobiles. Records
containing export certificates; transit certifi-
cates; demurrage car record books; and shipping
documents essential in determining proper freight
classification. (particularly American Express
Company .

“Prhnnndd ,/_Q_G
‘ /zu'/éa

b. Files as above, without export certificates Temporary. Retire to Records Center when
and other papers essential in determining proper returned from the Contractor. Destroy
freight classification. seven yea.rs after date of completion. Sene
Pseudonym Files ¢

Records of assigned pseudonyms of personnel of
the Agency who ship effects. Used in preparation
of dispatches regarding shipments.

a. Loose leaf book record by case number and . Temporary. Destroy upon cancellation of all
true name. Records of name cancelled after return names in book.
from tour. 1952 - 1960.

b. Loose leaf book record by case number and Temporary. Destroy upon cancellation of all
pseudonym. nemes in book.

¢. 3 x5 card record of pseudonyms. Filed . Temporary. Destroy upon completion of tour.
alphabetically by pseudonym. 1952 - 1960.

QLA
Approved Eor & QMR 487AB00400230009-5-
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YTEM NO. FILES IDENTIFICATION _ | voLume DISPOSITION INSTRUCTIONS

. Approved For Release 2005/11/21 ‘A mt 87A000100230003-5 .

42. | Document Control Records

"Document Control" (Form 238) record of Temporary. Cut off at end of year;
correspondence, dispatches and action cables retain six months and destroy
assigned to the Branch, indication to whom
assigned within the Branch. Filed by type and
numerically thereunder. 1959 - 1960.

State Bill of Lading File

a. Register showing record of State Bills of Temporary. Cut off at end of each Fiscal
Lading received and to whom issued. Year; retain in current file area one yeer
and retire to Records Center. Destroy ten

b. Memorandum copy of State Bills of Lading years thereafter. (GRS 9 - Item 3.8.)
issued by FMB. (These records should be combined with
similar records in Cargg Branch for

(See Item 16 of this Schedule - Cargo Branch) retiremurposes.) /

Billings

Files containing copies of storage billings Temporary. Cut off at end of calendar
and transmittal of payments. Used as reference. year. Retain in current file area ome
Filed by name and chronologically thereunder. year and retire to Records Center. Destroy
1959 - 1960. four years thereafter. (GRS 9 - Item k.a.)

Travel Orders

Copies of travel orders of integrees, military Temporary. Cut off at end of each Fiscal
and Agency personnel. If shipment action is Year; retain three years and destroy.
initiated the travel order is filed in the case
file; if no immediate shipment occurs the orders
remain in file. They are used as a basis of
denial of Agency interest on integrated employees;
as authority for subsequent and incoming shipmentsl
F;%gd by type and alphabetical thereunder. 1956 -
1960.

JEGRET

Annroved Eor Release-2005/44H24--CHA-RBR78-00487400046623 =
TaT il AN =0 O4 0T RAD00TO0Z230009=0

FORM NO. ‘39& USE PREVIOUS

1 JAN S8 EDITIONS, RECORDS CONTROL. SCHEDULE - CONTINUATION SHEET




ITEM NO.

FILES IDENTIFICATION

DISPOSITION INSTRUCT IONS

®

L6

b7,

- Approved For Release 2005/11/21 ;A
Travel Arraengement File

Copies of "Record of Transportation” (Form 260)
furnished by Central Processing Branch. Used as
a basis for preparing a 'Travel Arrangements
Report" reflecting volume and distribution of
business. Filed by month. (Compiled Reports
filed with correspondence.) 1960

Reference Material

Various Technical Manuals, Regulations of
other Government Agencies and complete set of
Decisions of the Comptroller General, used in
daily operations of the Branch.

VOLUME _ |
L] )
3 87A000100230003-5

o

0.8 Temporary. Retain a six months level
and destroy the balance.
15.0 Temporary. Destroy when superseded or

no longer needed. Library material to
be returned to Library when no longer
needed.

N
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1 September 1965

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT i Records Control Schedule 40-65 for OP/POD,
Transactions and Records Branch

RESCINDS : Records Control Schedule 40-60, pages 118-125

1. Attached hereto is Records Control Schedule 40-65 for
OP/Personnel Operations Division, Transactions and Records Branch.

2. Items have been updated and modifications made where
necessary. Also, disposition instructions for certain items have
been changed. In particular, please note that Ttem 6, Official
Applicant Files, has been completely rewritten. As a result of
the recent screening of all applicant files by RID, all files
presently stored at the Records Center by the Office of Personnel
fall under Item 6a. Forms 140 should be corrected to reflect this
change.

3. Your approval of this schedule in the near future would
be appreciated.

PN

RAU7OFP
Attachment:
RCS 40-65 for
OP/POD/TRB

Distribution:
Orig & 1 -~ Addressee
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» SCHEDULE NO. ,,{_0_60
. RECGRIDEBNFROIRSeaEpU2005/11/21 : CIA-RDP78-00487A000100230003-5 T
- gT
OFFICE. DIVISION, BRANCH )
Personnel, Benefits and Services Division 1 oh 7
Benefits and Counseling Branch e C (@Qé ‘i‘ P24
. ) TEM FILES IDENTIFICATION VOLUME D1SPOSITION nwmucnor@)
=t NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
o 1. BRANCH CORRESPONDENCE FILES
"_ Consists of correspondence and other papers k.0 Temporary. Destroy when 2 years old. (Cut
) accumulated in the operations of the Branch off at end of each year; destroy 2 years
. concerned with administration of the Federal thereafter, except papers relater} to
Employees Compensation Act » Civil Service establishment of program which will be
Retirement Benefits, Employee Fmergencies retained indefinitely.)

including MIA, Federal Employees Group Life

Insurance, and Fmployees Relation activities.

Filed by subject numeric system. **
(1959-1960)

2. DEATH BENEFITS AND CIAIMS FILES

Consists of case files containing papers 1.0
vwhich document the processing of claims
for the estate or beneficiary of deceased
employees. Types of documents include
copies of Certificate of Death, SF 2800,
Application For Death Benefits , Form 901,
Emergency/Casualty Report and other related
‘* correspondence. Record copies of pertinent
documents are filed in the Official Personnel
Folder, Filed alphabetically by name.
(Current)

Temporary. Destroy when 5 years old.
(Place in file of completed cases upon
final settlement of Claim; retire to
Records Center upon accumulation of 1
cubic foot,) (Item 436, RCS LO-57)

-

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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- ITEM NO,| FILES IDENTIFICATION VOLUME l DISPOSITION INSTRUCT IONS
: Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
e : OP/BSD/BCB  RCS-RO to Revised 10 Aug, 1962

3. CPMPENSATION CIAIMS FILES

Congists of case files maintained on employee
and dependents who have filed claims for
compensation or medical treatment and include
a 3"x5" card index; Files contain reports
and correspondence vhich document each claim
w_: and are used by the Branch to process clains
for employees.,

Employees Notice of Injury or Occupational
Disease, C. A.4, Claim For Compensation or a. Upon final settlement of a cempleted case
Account of Injury, etc. Basic case files on place in file (arranged alphsbetically);
these claims are also maintained by the Bureau cutooff completed case files at end of
of Bmployees Compensation. Filed alphabeti- each year and transfer to Records Center

cally by name, 1 year thereafter.
(1960-1962) Y

: ! a. Case Files, Containing Form CA-1, 8.0 Temporary. Dispose of in the follewing manners|

b. Destroy at the Records Center 75 years
after birth of employee or 60 years after
T B éL date of earliest document in the file if
APPROV M““"' date of birth cannot be ascertained, pro-
Date vided employee has been separated or re-
— CIIIeL,"TREeCoTds Management Stait tired for at least 5 years; or destroy 5

years after death of employee whichever ig
sooner.

g NOTE: Claims and settlement files are to
‘ ' be accorded same retention as Offi-
cial Personnel files for protection
of the employee and the Agency on
claims which might arise subsequent
to settelment. CIA is obligated to
retain documented evidence on back-
ground and payment of Agency claims
because BEC does not receive full
detail on Claims covering Agency
employees.

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100230003-5
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ITEM NO.

FILES IDENTIFICATION

VOLUME

|

DISPOSITION INSTRUCT IONS

b. 3"x5" ca@g index containing name of employ-

eeg date claim was filed, type of claim, and

date closed., Filed alphabetically by name.
(1959-1962)

CIATMS STATUS OF FROCESSING FILE

Consists of 5"x8" cards containing information
on compensation claims such as date claim was
filed and a chronological listing of all reports
and correspondence received or prepared by the
Branch. Cards are used as a reference to the .
processing of each claim, the color of the tab
on each card indicates the present status of
the claim, Filed alphabetically by name.
(1960-1962)

INJURY AND COMPENSATEON REPORTS FILE

CA;
Occupalticdnal Digease,
C.A.L Claim For Compensatipn on Account of
Injury, and other C.A. orts. These reports
are prepared by r the employees as a
record of injury or illness and contain informal
tion on date of injury or illness, cause,

nature, place of employment, etc. Filed
alphabetically.
(1959-1962)
Yleféz|
APPRCY Date
CITIET, TWCTUTOS o

C
=

proved For Release 2005/11/21 : CIA-RDP78-00

2

3

87A000100230003-5
Disposal not authorized by this schedule.

Retain in current files area indefinitely.

Temporary - Transfer to claims file when case
is glosed.

Temporary. Dispose of in following manner:
a. Place in appropriate case file upon
initiation of claim; Transfer to inactivd
file when settlement of the claim;
rebire to records center 1 year there-
after.

Destroy at the Records Center 75 years
after birth of employee or 60 years after
date of earliest document in the file if
date of birth cannot be ascertained, pro-
vided employee has been separated or
retired for at least 5 years; or destroy
5 years after death of employee whichever

is sooner. s lga )

LEEF 7T
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ITEM NO. FILES IDENTIF{CATION (7 re e OLUME | DISPOSITION INSTRUCT IONS

§ roved For Release 2005/11/21® P78-004187A000100230003-5 c
b. 3x5" cmﬁf R ex conta?.ning name of em~ 5 Disposal not authorized by this schedule. Re- )*

ployee, date claim was filed, type of tein in current files ar8a indefinitely.
claim, and date closed. Filed alpha-
betically by name.

(1959-1962)

N 3.5 |COMPENSATION CLATMS HANDLED BY BEC, DEPT. OF LABOR
: These files consist of BEC claims held at the 8.0 Temporary. From time to time these files will
. . Dept. of Labor. The cases generally cover be sent to the Agency for forwarding to the
Y claims for compensation or medical treatment | Records Center by OP/BSD/BCB. Material will be
of Agency employees which may have a security held at Records Center for fifty years and then
implication. Cases handled through this chan- returned to Records Custodiap for destruction
‘. nel are assigned to C/BCB on a sensitive basisl or possible resubmission toﬁﬂyecords Center.
b, |CLAIMS STATUS OF PROCESSING FILE ndd BEC
fabdfzyey
Consists of 5x8" cards containing information .3 Temporary. Transfer to claims file when case
on compensation claims such as date claim was is closed, .
filed and a chromological listing of all re- ST
ports and correspondence received or prepared I
by the Branch. Cards are used as a reference | APPR( _ /9 3=
to the processing of each claim, the color of B Date x
the tab on each card indicates the present 460 hecords Adminisiration Offcer
status of the claim. Filed alphabetically by I ) 2
name.
(1960-1962)
5. |INJURY AND COMPENSATION REPORTS FILE
‘ Consists of copies of Form CA-1, Employees 1.0 Temporary. Dispose of in following manner:
i Notice of.In,jury or Occupational Disease, a. Place in appropriate case file upon ini-
CA-k, Clain fer Compensation en Account of tiation of claim; transfer to inactive
Injury, and other CA Reports. These peports file when settlement of the claim. Retire
. are prepared by or for the employees as a re- to Records Center 1 year thereafter.
. cord of injdry or illness and contain informa-
tion on date of injury or illness, cause, b. Destroy at the Records Center 75 years
nature, place of employment, etc. Filed after birth of employee or 60 years after
alphabetically. date of earliest document in the file if
(1959-1962) date ef birth camnot be ascertained, pro-

vided employee has been separated or re-
tired for at least 5 years; or destroy 5

ggﬁpﬂ years after death of employee whichever
Approved For Release 2005/11/21 : - 78-00487A0004905308Y3-5

FORM NO. ‘393 USE PREVIOUS

! JAN S6 EDITIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET tan




. . —
ITEM NO. FILES IDENTIFICATION VOLUME DISPOS ITION INSTRUCT IONS

: Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
6. | MISSING PERSONS ACT - POLICY e

-

AND BACKGROUND FILE -
Contains Agency policy and interpretations 1.0 Temporary. Active policy papers and
on P 1l h90, TTth Congress, Missing Persons active case files retained in immediate
N Act of 1942 and official papers collected in work area. Upon completion of a case
: administration of the law as it relates to transfer to inactive file, (Cut off
Agency personnel. Filed by Subject. inactive file at end of each year and
transfer papers to Official Personnel
‘ File of the MIA and return to RSD for
sppropriate retirement of the file.)
. T« | SOCIAL SECURITY PROGRAM POLICY AND CASE FILES
Consists of policy documents relating to 1.0 Temporary. Files to be retained in
the basic internal and external Agency immediate work area for the prese.ant.
Agreement leading to the establishment and (This is a new file and future dis-
operation of the Agency Social Security position will be determined by oper-
program.and subsequent changes and additions ating e;@erience)

to the program; and individual cases in-
volving specific employee claims and problems
relating to the Social Security Act. Also
includes general correspondence and documents
of record relating to the tax and administra-
tive records.

8. | DOCUMENTATIQN AND" CORRESPONDENCE LOG

Consists of 3"x5" cards used to record o Temporary. Destroy when 2 years old;
. the receipt and dispatch of documents and (Cut off file at end of year; destroy 1
correspondence pertaining to employee year thereafter.

retirement, insurance status, unpaid salary
compensation, etc. Filed alphabetically by
name.

(1958-1960)

i
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™t

FORM NO. l39a USE PREVIOUS

1 JAN se EDITIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET ) an




ITEM NO.

FILES IDENTIFICATION

VOLUME DISPOS ITION INSTRUCT IONS

9.

) Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
PERSONNEL FOLDER LOG | »

Consists of a loose~-leaf binder containing

a record of the receipt and dispatch of the

Official Persomnel Folders received by the

Branch. ILog contains name of employee,

name of requester, disposition and date.

Tile is arranged alphabetically.
(1958-19¢60)

REFERENCE PUBLICATIONS FILE

Consists of published material such as re-

gulations, notices, handbooks, brochures,
copies of BEC decisions on compensation claim
etc., maintained for reference purpose.

LIBRARY MATERIAL
Consists of bound library books, dictionar-

ies, guides, manuals, etc., maintained for
reference purposes.

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

o1

Temporary. Destroy when no longer needed
for reference purposes.

Temporary. Return to Library when no
longer needed for reference purposes.

m =
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Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5

' 0/Log~ Transportation Div, Passenger Movement or
function transferred to O/Personnel Apr 1966

Above schedule 3L=-60M superseded by
0/Persomnel Schedule L0-68 for
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OFFICE, DIVISION, BRANCH

Personnel, Benefit and Services Division,
Office of the Chief p— % g

| D~ A~ B T

3 1TEM FILES IDE
A f NTIFICATION VOLUME STRUCT | ONS
4NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRU N

s*\ 1 1. | DIVISION SUBJECT FILE SE@RE[

Consists of correspondence, reports, and 3.0 Temporary. Destroy when 3 years old.
other papers pertaining to the operation of (Cut off at end of each year; transfer

. a program of life, health, and certain in- to Records Center 1l year thereafter.)
cidential insurance coverages for Agency {Ttem 4Ok RCS 40-57)

personnel; the processing of claims resulting
from these coverages; the counseling and
guidance of personnel concerning Civil
Service Retirement benefits; Employee Rela=: i
tion activity; and the general supervision
of the CIA Credit Union. Filed alphabeti-
cally by subject.
(1958-1960)

[
2. | CONVIENCE FILE (Reading)

Consists of extra copies of outgoing «5 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter,)

. (1958-1960)

3. | BOARD OF DIRECTORS FILES

a. Credit Union

Consists of the official minutes, reports, 1.0 Permanent. Disposal not authorized. (Cut
and other correspondence related to the off at end of every other year and transfer
meetings of the Board of Directors for the ' to Records Center thereafter 1 year.)
Northwest Federal Credit Union., File (Item 406, RCS 40-5T)

contains information on the financial status
and policies and procedures for the internal
operation of the Credit Union System. Filed
alphabetically by subjecte.

1 i
b

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

5-

Approved For Release 2005/11/21 : CIA-R
BOARD OF DIRECTORS FILES CONTINUED

b. Government Employees Health Associa-
tion, consists of the official minutes,
agenda, reports and similar material
related in the meetings of the Board of
Directors for the Government Employees
Health Association Inc, This file also
contains the Charter add By-Laws. Filed
chronologically.

(1952-1960)

CABLE FILE

Consists of a record of the receipt and
dispatch of cables received from field
offices and forwarded to the branches
for action. Contains information on
subject matter, cable number, date
received, to who sent, etc. After
appropriate action cables are also placed
in this file, File arranged organiza-
tionally and chronologically thereunder.
(1958~ 1959)

MASTER INSURANCE POLICY FILE

Consists of master insurance policies issued

companies insuring Agency employees. These

policies serve as a source of reference to

the insured for policy limitations, coverage,

ete. Individual policies were not issued by

the United Benefit Life Insurance Company.
(Current)

REFERENCE PUBLICATIONS FILE

Consists of published material such as
regulations, notices, GEHA leaflets, etc.,
maintained for reference purposes.

AN

Approved For Release 2005/11/21 : CIA-

CEDHEF

2.0
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2.0

DP78-004

B7A000100230003-5

Permanent. Disposal not authorized.

(Cut off at end of every other year
and transfer to Records Center 1 year

thereafter.)
(Ttem 406, RCS 40-5T)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Permanent. Disposal not authorized.
(Retain in current files area indefinitely)

Temporarys. Destroy when no longer needed
for reference purposes.

87A000100230003-5

FORM NO. '393 USE PREVIOUS

1 JAN 88

ED!TIONS.
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ITEM NO.

VOLUME

Office of Personnel dispatches; Log record
contains: Number, date, brief description
of subject, and disposition.

(1959-1960)

SRR
Annroy . - 2

FORM NO. ‘39a USE PREVIOUS

1 JAN 86

FILES IDENTIFICATION DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-R I%Eem 87A000100230003-5
7. LIBRARY MATERIAL

Consists of bound library books, dictionéries 9.0 Temporary. Return to i.ibrary when no
guides, manuals, etc., maintained for re- longer needed for reference purposes.
ference purposes.

- 8. | DISPATCH LOG
Chronological record of :l and other .5 Temporary. Cut off files at end of year;

destroy at end of 2 years.

ZA000100230003-5
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. SCHEDULE NO. @ M S
. REQ0BP B0 CON TROLRBOHESY DDO5/11/21 : GRERDETE-00 k066'00230003-5 T

OFFICE, DIVISION, BRANCH 25

Office of Personnel, Benefits and Services Division/Office :

of the Chi : .
ief Chief, BSD/OP >[YCY

ITEM FILES IDENTIFICATION VOLUME ON INSTRUCT IONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITI

1. | DIVISION SUBJECT FILES

a. Consists of correspondence and reports 2.0 Temporary. Screen periodically. Hold in
as well as policy papers and procedures dealing current files area indefinitely.
‘ with life and health insurance programs and
certain incidental insurance coverages for Agency
personnel, including master insurance policies.
Also included are policy and procedure material
for the internal operation of the Credit Union,
Agency Retirement Board, Agency policy and inter-
pretations on Public Law 490, 77th Congress,
Missing Persons Act of 1942 and official papers
collected in administration of the law as it re-
lates to Agency persomnel as well as other
material used in the administration of BSD.
Filed alphabetically by subject.
' (1954 -

b. Consists of routine administrative 1.0 Temporary. Cut off annually. Destroy when
matters such as requests for administrative ser- two years old. '
vices, training requests, and chrono files
‘ (general as well as dispatch chronos).

(1963 - )
2. SPECIAL CASES FILE
Consists of correspondence and miscellaneous 1.0 Temporary. Upon completien of case, place

material involving claims and other matters of a in inactive file and continue to hold in
sensitive nature which are handled by Chief, BSD. immediate work area for reference purposes.

B S tet v
[T

Approved For Release 2005/11/21 : CIA:’-'F‘DIPTEBEOOJWAO )01
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‘ ITEM NO. FILES IDENTIFICATION | voLume | DISPOSITION INSTRUCTIONS
| Approved For Release 2005/11/21 : CIA- 78-00487A000100230003-5
LUCRS 3. CREDIT UNION BOARD OF DIRECTOR3 MINUTES _;&- i ;
Consists of official minutes of Credit .8 Permanent. Transfer to Records Center upon
Union Board of Directors meetings which are held accunulation of one foot or more of material
monthly. Also included in this file are ninutes st least two years old.
of annual meeting held each January.
(1981 - )
b, MI3SING PER3ONS FILE
Consists of press clippings, allotuent 2.0 Temporary. Hold in irmediate work area
files and case files on Agency personnel. indefinitely.
. 5. ETIREMENT BOARD MATERTIAL
a. Case files contain correspondence deal- .5 Terporary. Destroy uvon separation of
ing with length of service, accrued benefits, employee.
rights and eligibility of individual. Filed alphp.
(Current)
b. 5x%8 card file contains all pertinent .3 Temporary. Destroy upon separation of
data concerning employee's retirement. Filed employee.
alphabetical.
(Current)
1 6. DEATH AND DISABILITY STANDARDS
Consists of background material and informa- 1.0 Temporary. Hold in current files area
tion on the development and isplementation of indefinitely.
. death and disability standsrds and casualty
planning for Agency personnel engaged in hazardoup
. or sensitive undertakings. Files maintained in
three separate areas: Casuvalty ino
1 Casualty Annexes, and Insurance
T. RECREATTON ASSOCIATION FILE
a.  Consists of notices, newsletters, bro- 5.0 Temporary. O3creen periedically. Hold in
chures and pamphlets as well &s correspondence current files area indefinitely.
involving various employee recreational activi-
ties, membership, meetings, games, scores, etc. R
Also included is separate file for each clu“h mon~ o
sored by Associihpiived FHoreBefaldxs 200 A-HEDP78-00487A000100230003.5

FORM NO. ‘393 USE PREVIOUS
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v ITEM NO. FILES IDENTIFICATION - - _VOLUME DISPOSITION INSTRUCT IONS
' - Approved For Release 2005/11/21 : ClA+F QP78-004F7A000100230003-5
UE b. Consists of financial records dealing 2.0 Teumporary. Destroy upon completion of audit.
with various transactions undertaken by the
Recreation Association such as sale of seat
belts and ticket sales to sporting events,
theater, ete.
8. PUBLIC 3ERVICE AWARDS FILE
Consists of correspondence and background 1.0 Tewporary. Hold in current files area
material concerning nominations for public ser- indefinitely.

vice awards. Nominations are submitted by

Director of Central Intelligence to non-Governmenp

. organizations which sponsor programs to award
individuals for outstanding public service.

9. FUND RAISING CAMPAIGH MATERIAL

a. General correspondence and background 1.0 Temporary. Screen periodically. Destroy
information with regard to fund raising material no longer needed.
caupaigns.

b. Consists of financial records used to k.5 Temporary. Destroy upon completion of sudit.

control collection of monies for fund raising
campaigns, primarily United Givers Fund, Public
service Aid Society, National Health Agencies
and Joint Crusade. Included are pledge cards,
receipts, designation slips, ledgers and other
material accumulated during drives and main-

. tained until eudit.
10. REFERENCE MATERTIAL
Consists of Federal Personnel Manual, 17.5 Temporary. Return library books to OCR
Agency regulatory issuances, guides, library when no longer needed. Destroy other
books and other material used for reference material when superseded, obsolete, or no
purposes. longer needed.
ho.5

WW7A000100230003-5
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SCHEDULE NO.
R 05/11/21 : CIA-RDP78-00487A000100230003-5 %0-60
. RECORPUSEhTROIRYIEAESPR PTTETTTIT
OFFICE, DIVISION, BRANCH S Z
- 3
P hief T /
Personnel, Contract Personnel Division, Office of the Chie T2 77776 ©
4
ITEM FILES IDENTIFICATION VOLUME 7 DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
1 DIVISION SUBJECT FILE
Consists of correspondence, reports (includ- .6 Temporary. Destroy when three years old.
ing CFD Progress Reports), and other papers (Cut off at end of each year; screen
pertaining to the drafting of contracts Ffor selectively. Policy and precedent
personal services of individuals, commercial papers are to be transferred to file
firms, and educational institutions 5 compu- No. 2 if appropriate.
tation of equalization allowances; and the
administration and processing of staff agents
and military agents. Filed alphabetically
by subject.
(1956-1960)
2 POLICY AND PRECEDENT FIIE
‘Consists of directives, policy decisions, 1.5 Temporary. Destroy when five years old.
laws, and regulations applicable to contract (Cut off file when two years old; screen
type of employment; entitlements , allowances, selectively and place current policy papers
etc.; cover, and examples of cases that estab- in active file; retire to Center one year
lish precedents and record of delegated thereafter. )
authorities.
3 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing .2 Temporary. Destroy when one year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. one year thereafter.)
(1958-1960) R
Approy /21 : CIA 187A000100230003-5
FORM NO. USE PREVIOUS

_.___1 JAN 56

139

_EDITIONS.

{41)




1 JAN s6

‘39a USE PREVIOUS

EDITIONS.

RECORDS CONTROL SCHEDULE . CONTINUATION SHEET

RIEETD FILES IDENTIFICATION , VOLWME | DISPOSITION INSTRUCT |ONS
Approved For Release 2005/11/21 : CIA-F$ 87A000100230003-5
L CONTRACT CONVENIENCE FIIE (reading and reference)
Consists of extra copies of contracts 2.0 Temporary. Destroy when 1 year old.
executed by CPD filed chronologically Cut off at end of each year; destroy
by month for convenience of reference. one year thereafter.
5 DIVISION INTERNAL ADMINISTRATION FILE
Consists of CPFD Memorandums, printing .5 Temporary. Cut off at end of one year;
services request, requests for equipment, destroy one year thereafter.
space, etc. and papers created in the
administration of the Division.
Soft files on Division Personnel .2 Temporary. Destroy 6 months after
Consists of copies of personnel documents transfer or separation of employee.
which reflect the assignment, transfer and
promotion of Division employees; T & A
Records and other informstion used in
administering the activities of Division
personnel. Filed alphabetically by
surname.
6 PERSONAL SERVICES FOLDER FILE
Consists of case files containing papers
documenting the assignments of detailed
military personnel and the personal services
of an employee on a contract basis.
a. Detalled Military Personnel Folders. k.o Temporary. (File folders alphabetically
Files contain copies of the ILetters by name in inactive file upon completion
of Authorization, Amendments, the of assignment. Cut off inactive file at
Military Detail Information Check end of each year; destroy 1 year thereafter.)
List, etc. Filed alphabetically. :
(Current)
Annrn\mmwmnilmnnmmo%m%ﬁ
FORM NO.
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DISPOSITION INSTRUCT IONS
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Approved For Release 2005/1 112;1 : CIA-RSE%RE‘A

6 PERSONAL SERVICES FOLDER FILE (Con't)

b. Contract Personnel Folders. Files
contain copies of the contract:‘amend-
ments, and other supporting papers.
Filed alphabetically.

(Current)

c. Career Agent Files. Consists of
biographic information, letters of
agreements, amendments, etc., doc-
umenting career agent services.
Filed alphabetically.

(Current)

T CONTRACT . CONTROL FILE

Consists of copies of Form 334, Contract
Control, used to record contract data and to
notify area divisions of contract expirations.
Form contains information on original con-
tract date, amendments, names and status of
individual, compensation, etc. Arranged

organizatiocnally and alphabetically by project

and name thereunder.

(1957-1960)

24,0

k.5

87A000100230003-5

Temporary.

1. Cut off inactive file at end of year
and transfer to Records Center 3 years
thereafter.

2. Destroy at the Records Center T5 years
after birth of employee or 60 years after
date of earliest document in the folder
if date of biwth cannot be ascertained,
provided employee has been separated or
retired for at least 5 years; or destroy
5 years after death of employee, which-
ever is sooner. (Item 378 RCS 40-57)

Temporary. Cut off inactive file at end
of year and transfer to Records Center

3 years thereafter. Retention at Center
will be the same as specified for Item 6b
above.

Temporary. Destroy when 3 years old.
(Place in inactive file upon expiration
of contract; cut off inactive file at
end of each year and destroy 3 years
thereafter. )

Annrn\mwmﬂgﬁLan 5

FORM NO.
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of agreements between the Agency and indi-
viduval companies, commercial firms, etc.
File also contains information on plans for
the internal processing and integration of
individuals into the organizations; the
organization and function of the companies,
firms, etc.; and serves as the documentation
for certain projects and participants in

the projects. Filed alphabetically by
project.

(Current)

JITEm No. FILES IDENTIF ICATION ] VOLUME | DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA 187A000100230003-5
8 | DOCUMENTATION CARD LOG

Consists of 5" x 8" cards maintained on

contract personnel, staff agents, career

agents, and detailed military personnel,

and a 3" x 5" cross reference. The 5" x 8%

cards are used to record the receipt and .

dispatch of correspondence and documentation

on the above types of personnel.

a. 5" x 8" cards containing employee 4.2 Temporary. Place in inactive file upon
pseudonym, area division to which termination of services. (Cut off inactive
assigned, and a code number used as & file at end of each year; destroy 5 yeers
cross reference. These cards are used thereafter.)
to record the receipt and dispatch of
documentation on contract personnel,
staff agents, detailed military personnel,
and are filed alphabetically.

(1954-1960)

b. 3" x 5" cross reference maintained in .6 Temporary. Destroy upon destruction of
two sets; one setl arranged numerically related 5" x 8" card log.
by code number; and one set arranged
alphabetically by name.

9 COVER AGREEMENTS FILE
Consists of retained copies of various types 1.0 | Temporary. Destroy when 10 years old.

(Place in file of completed projects upon
termination of project; cut off completed
project file at end of 3 years and transfer
to Records Center.) (Item 381 RCS 40-57)

Annrn\:awmmmmmmmoom00230003-5
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~J1TEM NoO

10

1l

12

ADMINISTRATIVE PLANS FILE

COURIER RECEIPT FILE

OFFICIAL {____ FOLDER FILES

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

Consists of case files containing copies of
internal administrative documents authorizing
deviations from normal Agency rules, regu-
lations, and policy pertaining to approved
Agency projects. These plans are maintained |
for reference purposes. Record copies are
retained by the Commercial Staff. Filed
by project title.

(Current)

Consists of the Branch copy of Form 240,
Courier's Classified Mail Receipt, which
was signed by the courier at the time the
material was picked up for delivery to
addressee. Filed chronologically.

(2960)

Consists of two files maintained on staff
agents. Files contain papers which com-
pletely document the service of an employee
| |and are maintained separately]
for security reasous.

a. Folder File. Consists of request for
appointment of individual as staff
agent, Form 1152a, and 1150. Folders
contain a code number cross referenced
to the Confidential Jacket File and are
filed alphabetically by pseudonym.

(Current)

2.0

k.o

87A000100230003-5

Temporary. Destroy 1 year after close

of project.

Temporary. Destroy when 3 months old.

Temporary. Upon termination of employees

services 24

1. Sterilize documents in tolder.

2. Forward to Records and Services Division
for incorporation in the Official Personnel
Folder.

Ammuw_-_m.iﬁm

FORM NO. USE PREVIOUS
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ITEM NO.

13

14

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

OFFICIAL 1:|F0LDE:R FIIES (Con't)

b. Confidential Jacket File. Consists of
documents in true name such as Form 57,
Personal History Statement, Form 259,
Medical Action Request and Report,
Pseudonym Acknowledgement Form, etc.
and are filed numerically by code number.

(Current)

e —T

Consists of OF4b, Employee Record Card,
maintained on staff agents and used for
recording personnel actions, training, and
qualifications; and noting other information
needed in the management f |
Filed organizationally and by pseudonym
thereunder.

(Current)

|:|PR00EDURE FIIE

3.0

Consists of a loose-leaf binder containing
memoranda, excerpts from regulations and
notices, Office of Personnel Memoranda, etc.

FORM NO.
1 JAN 56

SEORET!

87A000100230003-5

Temporary. Upon termination of employee's
service { “forward to Records
and Services Division for incorporation in
the Official Personnel Folder.

Temporary. Destroy 1 year after termination

|

Temporary. Destroy when no longer needed
for reference purposes.

2

2

T
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Approved For Release 2005/11/21 : CIA- mgmoomoozsoooa-s

1 15 I:ISUPPIEMENTS (SAMPLES )

Consists of copies (in addition to those in .1 Temporary. Destroy when 1 year old.

1., the individual| ) of various

' types of supplements to personnel actions.

Maintained for reference and guides in the

preparation of similar supplements. Filed |

by types. Filed alphabetically by pseudonym.
(1958-1960)

‘ 16 PAYROLL CHANGE FILE

Consists of copies (in addition to those .1 Temporary. Destroy when 6 months old.
1 7 maintained in the appropria’cel?l
. Folder) of SF 1126, Payroll Chenge SI1ip.
File is maintained for reference to payroll

changes effected by periodic step increases.
Arranged organizationally and chronologically

thereunder.
(1960)
17 REQUEST FOR PERSONNEL ACTION FILE
Consists of copies (in addition to those in 2.0 Temporary. Destroy when 2 years old.
1 the appropriate of (Cut off at end of each year; destroy
Request for Perl‘c‘mmioal, , main- 2 years thereafter.)
tained for convenience of reference. Filed
. chronologically.
(1958-1960)
1 18 | ALLOWANCES WORKING FIIE -
Allowance)
Consists of correspondence, reports and 2.0 Temporary. Destroy when 2 years old.
other papers pertaining to the computation (Cut off at end of each year; destroy
of equalization allowances, processing of 2 years thereafter.)

allowance claims, educational claims, etc.
Filed alphabetically by subject.

(1959-1960) N
Approyv . = ZA000100230003-5 s =
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DISPOSITION INSTRUCTIONS

19 POST ALLOWANCE CLASSIFICATION FILE

B Consists of 5" x 8" cards containing .1 Temporary. Destroy when superseded or
o information on allowances authorized for obsolete.
v use at posts where formalized allowances

3 have not been established. Cards contain
. p country name, location of post, the
classification for each type of allowance ,
and are used as guldes when processing claims
for these allowances. Filed alphabetically

) by post name.
‘ (Current)
. 20 EQUALIZATTION ALLOWANCE FILE
Consists of 5" x 8" cards maintained on em- A Temporary. Destroy 1 year after termination
* ployees who have been given equalization of equalization allowances.

allowances in lieu of regular post allowances.
Cards contaln post, type of allowance granted,)
family status, etc., and serves as a refer-
ence to those employees granted equalization
allowances. Arranged alphabetically by
country and post and by employee name there-
under.
(1957-1960)

21 SEPARATION AND SPECIAL ALLOWANCE FILE

‘ Consists of cases maintained on employees .3 Temporary. Destroy when 1 year old. (Cut
who have been given separation or special off at end of each year; destroy 1 year
allowances. Cases contain requests for and 'bhereaf'ber.)
Authorization for Separation Allowance, and
. other related correspondence. Filed
alphabetically by name.

(1958-1960)

d Ear Release 200 - CIA IS 7A000100230003-5
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R B ‘ Approved For Release 2005/11/21 :cm-rﬁmﬂz‘smooomozsooo&s

1 22
.2 Temporary. Destroy 1 year after
expiration of agreement.

. 23 | SEPARATION REPORT FILE

: ' Consists of Form 971, Report of Separation .1 Temporary. Destroy when 1 year old.
1 prepared on true separation |
Filed alphabetically by name.

o b fre it WL i B

/6 .63

ckground and procedures files .2 Temporary. Destroy at end of 10 years. Cut

a. Policy,
intained by the Secretary off at end of each year, place in inactive

and papers

.. of the Panel.\Filed chronclogically file; retire to Records Center 2 years there-
’ by meeting. after.
b. SS - Personnel Soft es maintained on 2.0 Temporary. Upon change |_ | 24

1 employees in | | contains Status or separation from the Agency, sverilizq

N board actions, recommendatiqns, etc. file and return to appropriate Career Board

’ concerning the employee. M\}l\x%ned in for disposition.

pseudonym; filed alphabetically by grade.
(Current)

S
Annra\ . Y A87.0.000100230003-5.
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¥ -] : Approved For Release 2005/11/21 : CIA- A*87A000100230003-5
; o
25 STATISTICAL REPORTS FILES
Consists of manually maintained records of .5 Temporary. Destroy at end of five years.

Notification of Personnel Action, Form 1ll52a,
' and maintained as a basis for preparation of
™~ monthly statistical reports and special
reports as required.

.. 26 REFERENCE PUBLICATIONS FILE
Consists of published material such as 15.0 Temporary. Destroy when no longer needed
L regulations, notices, salary tables, travel for reference purposes.

M regulations, public laws, Department of
’ State publications, etc., maintained for
reference purposes.

Approved Eor Release 2005/14/21 - C1ABMB78 Ho8874000100230003.5
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27 July 1967

MEMORANDUM FOR: Chief, Records Administration Branch/SSS-DD/S
THROUGH : Chief, Benefits & Services Division/OP

SURJECT : Corrected Pages i and 3, Records Control
Schedule 40-64 for OP/BSD/BCB

RESCINDS : Pages 1 and 3; Records Control Schedule L40-64
for OP/BSD/ECB

1. Attached herewith are revised pages 1 and 3 to
Records Control Schedule 40-64 for OP/BSD/Benefits & Counseling
Branch.

2. These pages were retyped in order to correct the dis~
position instructions for items 2a &nd 4b only. With regard to
item 2a, the determination that death case files become perma-
nent was made by your office. Item 4b will now allow work
sheets on GS-12 and above to be retired to the Records Center
after two years instead of the present five.

3. It is requested that these pages be substituted for
those presently a part of the schedule in order that material
presently being held in the immediate work area may be for-
warded to the Records Center.

RAO/OP
Attachment:
Revised pages 1 and 3
to RCS 40-64 for OP/BSD/BCB p —
AFPPROVED
CIA RETOTOS RUmininirasion vrricer

[ R
N S RARE

R [ PR .
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10 August 1964

MEMORANDUM FOR: CIA Records Administration Officerx
THROUGH : Chief, Personnel Operations Division/OP

SUBJECT : Records Control Schedule 40-64 for OP/POD,
Clerical Assignment Branch

RESCINDS : Records Control Schedule 40-60, pages 103-108

1. Attached hereto is Records Control Schedule 40-64 for
OP/POD, Clerical Assignment Branch. Items have been updated
and modifications made where necessary.

2. It is requested that this schedule be substituted for
the one presently in effect as soon as possible.

RAO/OP
Attachment:
RCS L0-6k4, OP/POD,
Clerical Assignment Branch

Distribution:
Orig & 1 - Addressee
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29 August 1963

MEMORANDUM FOR: CIA RECORDS ADMINISTRATION OFFICER

SUBJECT :  Amendment to Records Control Schedule L40-60,
Benefits & Services Division, Suggestion
Awards Unit

RESCINDS :  RCS 40-60, page 41 dtd 27 Feb 1961

1. Attached hereto is an amendment to Records Control
Schedule 40-60 for Benefits & Services Division, Suggestion
Awards Unit. The schedule for this office was transferred to
the Office of Personnel per memorandum dated 17 August 1961.

2. In the near future the entire schedule for this office
will be reviewed for accuracy. However, in the meantime it has
been requested that an amendment be made to change the disposi-
tion instructions for Item 3b in order that approved employee
suggestion case files can be retired to the Records Center.

3. ©Since such cases are presently being prepared for
retirement, it is requested that this amendment be approved
at the earliest possible date.

: RAO/OP
Attachment:
Amendment to RCS 40-60

Wiz

CUTUS- Administration Officer

In discussing this witﬂ I ment{oned that the pre-
sent retention period proved cases should be changed to tem-
porary and a realistic retention period established. She was in
agreement with this, but said she will review the entire Suggestion
Awards Unit Schedule, after she completes a review of

Personnel Division and. ‘Salary and Wage Divisio

Approved For Release 2005/11/21 : CIA-@%E%EMS? 0003-
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A fa) . CONCURRENCE
. OFFICE. DIVISION, Bp b f AN tcro pd A 7> L7 2
Personnel, Reeerds—affi—Serric ivision, v)‘lf 3 /0&Q ’_
Central Processing Branch \> 6\3 - Y
al Processing Br. :
Chief, Centr R 1 JuL 1960
I TEl T
’ NO.M (TITLE, DESCRIPT;(;IIV-,E SAR;?%P;EAI!;IJT(;,AEIIV%NINCLUSIVE DATES) (C\lllg';gMFET. ) DISPOSITION INSTRUCTIONS
1. |BRANCH SUBJECT FILE ggﬁﬁﬂ
Consists of correspondence, reports, and 2.0 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each Yyear; destroy
' administration of the activities of the 2 years thereafter.)
' Branch. Filed by subject,
(1959-1960)

2. |TRAVEL CASE FILES

Consists of case files pertaining to the

s travel of employees. These files are
accumulated by the Branch in the process
of assisting-personnel performing official
travel. Files include travel orders,
shipping data, record of transportetion
furnished, foreign duty data, clearances,
ete. Filed alphabetically by surname.

(Current)
a. Active cases. Contain PCS and TDY cases 3.0 Temporary. Destroy when feur years old.
‘ being actively processed. Upon completion of each case forward PCS
cases to Transections and Records Branch
for filing. Place TDY cases in TDY file.
. b. Pending cases. Contains PCS and TDY cases 2.5 Temporary. Place in file with active cases
3 on which the Branch has been alerted but on when processing begins.

which actual processing has not.begun_snd TDY
cases which have been processed for travel and
are being held pending return of the employee.

(41)

—Approved-Eor Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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‘ ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : CIA-R %%mr 87A000100230003-5
‘3. | PROCESSING CONTROL CARD FILES

Consists of files maintained for control and 5 Temporary. Destroy or place in employees
follow-up purposes during the various stages Travel Case File upon completion of the
of processing (Form 1220a, Documentation and travel as appropriate.
. : Service Certification and 1220j Travel Pro-
cessing Follow-up Records, etc.)
(Current)

4, | POST REPORTS FILES

Consists of reports, correspondence, brochures, 9.0 Temporary. Destroy when superseded or

' etc., containing information on conditions at obsolete.

overseas posts or stations. Used in briefing

erployees, who are going overseas, on housing,

clothing, health, transportation, and other |
1 conditions at the station. Consists ofI

1 ost reports, FOA reports, inTellz-|
cé reports, travel folders, etc. Filed

alphabetically by postse.

5. | TRAVEL. ORDER FILE

Consists of a copy of Form 540, Travel Order, 8.0 Temporary. Destroy when 2 years old.
maintained as a record of official travel. (Cut off at end of each fiscal year;
Filed by fiscal year and numerically there- destroy 1 year thereaf’cer,)
under.

(1958-1960)

‘ 6. | TRAVEL, DOCUMENTS FILE

Consists of special filing envelopes contain- 2.5 Temporary. Issue to employee upon
ing necessary travel documents which will be departure on official travel.
. given to the employee upon departure. TFile
i -pagsports, tickets, ID cards, and
1 ravel orders. Filed alphabetically

s (Current)

) L
Annraved Far Release 2008/44/24 - CIA-HDP78.004R87A0004100230003_5
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. ITEM NO. FILES IDENTIFICATION . VOLUME | DISPOSITION INSTRUCT IONS
' Approved For Release 2005/11/21 : cm-aﬁfﬁ—whmooomozsoooa-s

T+ | SPACE RESERVATION FILE

Consists of Form 1220b, Memorandum Securing .1 Temporary. Destroy when 3 months old.
Space for Sale to Passengers (4 x 6" railroad
form), prepared as a record of reservations

n made for each individual. Filed alphabeticallsl
by surname.

(1960)
8. | TRANSPORTATION REQUEST FILE
Consists of SF-1169, United States of America .8 Temporary. Destroy when U4 years old.
‘ Transportation Request, including request for (Cut off at end of each year; destroy 3
Military personnel, maintained as a record of years thereafter,)
transportation requests used. Filed chronolog-
ically.
1 (1955-1960)
9. | TRANSPORTATION FURNISHED FILE
Consists of extra copies of Form 260, Record .6 Temporary. Destroy when 1 year old.
of Transportation Furnished containing infor- (Cut off at end of each year; destroy 1
mation of type of transportation furnished, year thereafter.)

departure date, cost, ticket number, etc. This
file is maintained only for convenience of re-
ference, Filed chronologically.

(1958-1960) .

. 10. | CHECK OUT REGISTER

Consists of a book containing information on 1l Temporary. Destroy when 3 months old.

all employees who have departed for overseas

assignments. Includes information on type of

R duty, grade, destination, and sponsoring Div-

. ision or Office. Filed chronologically.
(1960)

3 11, | CREDENTIAL FILES

Consists of passports and ID cards turned in by]
employees upon completion of travel and main- |

tained by the Branch for possible re-use. Peas
Approved Eor Release 2005/11/21 - CIAZRDP78:00487A000100230003-5
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) ITEM NO. FILES IDENTIFICATION ) YOLUME | DISPOSITION INSTRUCT IONS
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. a. Passport File. Filed alphabetically by 8.0 Temporary. Screen annually and return
' name. expired passports, and those of separated
employees to Department of State.
be ID Card File. Filed alphabetically by 1.0 Temporary. Return to Department of Defense
surname, upon separation of employee.

12. |CREDENTIAL REQUEST FILES

Consists of requests for passports, ID 8ards,
and Agency badges.

. a., Passport Request File. Filed by source of o1 Temporary. Destroy when 1 year old.
request and chronologically thereunder. )
(1959-1960)
) b. ID Card l(iequeft File. Filed chronologically. .1 Temporary. Destroy when 1 year old.
1960 >
' c. Agency Badge Request File. File alphabet- o4 Temporary. Destroy when 1 year old.
ically by name,
(1958-1960)

13. |CREDENTIAL DISPOSAL FILES

Consists of lists of Agency badges, passports,
and ID cards returned to the originators for

disposition.
‘ a. Agency Badge Disposal File. ol Temporary. Destroy when 1 year old.
Contains lists of badges returned to the (Cut off at end of each year; destroy
Security Office for disposition. Filed
chronologically.
(1958-1960)
b. Passport Disposal File. Contains lists of N Temporary. Destroy when 1 year old.
passports returned to the Department of State (Cut off at end of each year; destroy
- for disposition., Filed chronologically. 1 year theres.f‘ber.)
(1958-1960) :

ZA000100230003.5.
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also forms and procedures used in fiscal pro-
cessing of personnel.

ALUREE

ITEM NO.| FILES IDENTIFICATION LVQuUME ] DISPOSITION INSTRUCT |ONS
Approved For Release 2005/11/21 : c:r)hﬁbl 00487A000100230003-5
c. ID Card Disposal File. Contains lists of o1 Temporary. Destroy when 1 year old.
ID cards returned to the| (Cut off at end of each year; destroy
for disposition. Filed chronologically. 1 year thereafter.)
(1958-1960)
14, | DOMESTIC TRAVEL ACCOUNT FILE
Consists of retained copies of Form 282, 5 Temporary. Destroy 4 years after audit
Accounting By Individual For Advance, Form and clearance.
260, Record of Transportation, Form 606,
Confidential Funds Posting Voucher, and
related correspondence reflecting account-
ability for expenditures. This file contains
information on funds advanced to personnel
performing official domestic travel. .Arranged
chronologically.
(1956-1960)
’
15. | PROCESSING FILES ON NON-STAFF PERSONNEL
a. Consists of background information per- 2.0 Temporary. Destroy when resignation
taining to documentation and travel accumu- or change in status of the employee.
lated in the processing of assisting personnel
performing official travel. TFiled alphabeti-
cally.
(Current)
b. Contains Historical reference material 2,0 Permanent., Disposal not authorized;
consisting of poliey decisions, interpretation retain in immediate work area as long
of laws, tours of duty, cover development, etc. as reference value. When no longer
pertaining to activity of the Branch. required by CPB/RSD, the material will
be screened selectively and retired to
Center for inclusion in the Historical
Holding Area.
16, | PINANCE OFFICER'S WORKING FILE
Consists of policy, briefing information and 5 Temporary. Destroy when obsolete or
schedules of personnel being assigned overseas, superseded.

FORM NO. USE PREVIOUS
an se 1398

EDITIONS.
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DiSPOSITION INSTRUCT IONS

ITEM NO. FILES IDENTIFICATION . VOLUME |
' : Approved For Release 2005/11/21 : CIA-F{v 7A000100230003-5

17. |REFERENCE PUBLICATIONS FILE -

Temporary. Destroy when no longer

Consists of published material such as 15.1
needed for reference purposes.

regulations, notices, airline guides,
hotel guides, and travel processing
- instructions.

18, (LIBRARY METERTAL

’ Consists of bound library books , dictionaries, 55 Temporarye. Return to Library when no
guides, manuals, etc., maintained for reference longer needed for reference purposes.

purposes.,

o ET
e i
R74000100230003-5
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3 September 1964

MEMORANDUM FOR: CIA Records Administration Officer

THROUGH : Chief, Benefits & Services Division/OP

SUBJECT : Revised Schedule 40-64 for OP/BSD, Insurance
Branch

RESCINDS . Records Control Schedule 40-60, pages 34-L40

1. Attached hereto is Records Control Schedule L40-64
for OP/BSD, Insurance Branch. Items have been updated and
modificetions made where necessary. In most instances,
however, disposition instructions remain unchanged.

2. It is requested that this schedule be substituted
for the one presently in effect.

25X

IiAU/ jv) i
Attachment:
RCS L40-64 for
OP/BSD/IB

Distribution:
Orig & 1 - Addressee
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cc: Record Center
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SCHEDULE NO. @

- RECORDAPHONTROLF SCREjesase 2005/1 1/3@@@@97&-oowquoomozsooo&s :
- . 7 _

OFFICE, DIVISION, BRANCH s I

Office of Personnel, Benefits & Services Division/Insurance B PATE 9 SEP 1%
Branch Chief, OP/BSD/IB - i

ITEM FILES IDENTIFICATION VOLUME P JON INSTRUCTIONS
* NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION

1. BRANCH SUBJECT FILES

a. Consists of master contracts and related 5.3 r—/ié;porary. Screen periodicglly. Destroy

material, correspondence, and reports accumulated material no longer needed. Retain remsinder
r in the administration of a wide range of Agency- in current files area.
sponsored insurance programs. :
(1948 - )
b. Consists of budgetary estimates, dis- 3.0 Temporary. Cut off annually. Hold two years
patch chrono files, requests for administrative and destroy.
services and other matters of a routine nature.

(1961 -

2. | GEHA FILE

Consists of official minutes, agenda, reports 1.5 Permanent. Screen periodically and destroy
and similar material related to meetings of the véueless papers. Retain remainder in im-
Board of Directors for the Govermment Employees mediate work area.

Health Associetion, Inc. This file also contains
the Charter and By-Laws. Filed chronologically.
(1952 - )

3. DEATH BENEFITS AND CLATMS FILE

Consists of acknowledgements of payment as .1 Temporary. Disposal not authorized. Hold in
result of claims for deceased employees. Filed immediate work area.
chronologically.
.h. INSURANCE FROGRAM - MASTER FILE ) 6 .8 so 2"’2’ rgcy . 7,,:, vt YOt 67 & S~
Consists of original applications, enroll- 251.5 Temporary. Retain in immediate work area as
ment cards, and copies of certificates of in- long as any phase of insurance is in effect.

® surance prepared for employees who are members Upon termination of employee or cancellat?on
of any of the insurance programs in which the ..~} 'L'aﬁmnIF ?y es of insurance, place in inactive
Eeluded fron_eutomatic

: 87,

00r100230003-5

tan
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EDITIONS .,

-|1TEM NoO., FILES IDENTIFICATION VOLUME |
Approved For Release 2005/11[g§1. 5@«?RDP78-00 87A000100230003-5
b, INSURANCE PROGRAM - MASTER FILE T 337.0 Temporary. Destroy five years after separa-
tion of employee from Agency. (Place in in-

a. Consists of original application, en- active file after separation of employke from
rollment cards, and copies of certificates of Agency. Hold in immediate work area<until
insurance prepared for employees who are members completion of audit of current calen year.
of ‘any of the insurance programs in which the Then transfer to Records Center, hold four
Agency participates. Copies of SF 2809, Health years and destroy.)

Benefits Registration Form are in the official
personnel folders. Filed alphabetically by name
of policyholder. :

b. Also included in master file is corres- Temporary. Destroy five years after settle-
pondence incident to insurance claims, records of ment of claim. (After settlement of claim,
settlement, and other material documenting the hold in immediste work area until the end of
activity of the policyholder. Filed alpha. the following eaiendar year. Then transfer

to Records Center, hold four years and
destroy.)
M bomy 2
730
- ~ 4]
Tot oy Lo ac ool
4 Gt sFE . APBROVE]] Date  /
) cox’

Ul oE=

¢I& Records AdministratT

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

000100230003-5
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. |!TEM No. FILES IDENTIFICAF{ON , DISPOSITION INSTRUCTIONS
g . Agency participmm’%fgé %%W%%@éé&n Bﬁ?ﬂ‘ﬁ%%%'ﬁmctive file at end of each
? incident to insurance claims, records of settle- year. Upon completion of audit, transfer to
ment, etc. which document the activity of the ) Records Center. Destroy 5 years after termina-
policyholder. Filed alphabetically by name of ' tion of employee or cancellation of all types,
policyholder. of insurance.

5. | AIR FLIGHT FILE

Consists of the Aviation Ticket Accident 1.5 Temporary. Cut off at end of each year. Upon
N policies issued by the Mutual Benefit Health and | completion of sudit, transfer to Records Center]
Accident Association for employee covérsge during Destroy when five years old.

air flight. Filed numerically by policy number.
)

, (1963 -
° -

6. | INSURANCE POLICY NUMBER REGISTERS

Consists of individual registers used to 2,2 Permsnent. Retain in immediate work srea.
assign policy numbers to participating members :

of the verious insurance programs. Registers
contain neme of employee, number assigned, effec-
tive date, and amount of premium. Registers are
used in dealing with underwriters.

T. | PREMIUM COLLECTION AND DISBURSEMENT FILES

- Consists of vouchers and other supporting 6.0 Temporary. Cut off at end of each year. -
papers prepared to reflect a complete accounting Transfer to Records Center upon completion.
of all funds collected and disbursed by Branch. of audit. Hold four years and destroy except
Types of vouchers include those prepared for machine listings, which will be destroyed

. deily cash collections from the cashier, machine vhen one year old.
listings reflecting total payroll deductions,

payments to the underwriters and other miscella-
neous expenditures. Filed chronologically.
(1963 - )

8. | PREMIUM POSTING CARD FILE

Consists of premium posting cards used to .3 Temporary. Uﬁon cancellation of account,
record all insurance premium payments received transfer to Item 4 above (Insurance Program -
for Travel Matic, Flite Plan, Emergency Travel, Master File).

and Income Replacement. Cards contain nsme,
sccount no., type of plan, effective date of

coverage, policy no., etc. Arranged by acct. )
Approved For Release 2005/11/21 : A RQP78 -00487A000100230003-5
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ITEM No.|”

FILES IDENTIFICATION

9.

10.

11.

12.

13.

Approved For Release 20057117271
UNCOLLECTED FUNDS FILE i
Consists of 3x5 cards prepared on employees
whose checks were not acceptable by bank. Cards
contain neme of employee, date of check, amount;,
reason for non-payment, etc. Filed alphabeticallly
by name.
(Current)

NAME CARD FILE

Consists of wheeldex cards which contain
the name and account number for each person
participating in one or more insurance programs.
Filed alphabetically.

CLAIMS REIMBURSEMENT FILE

Consists of copies of letters returned from
Mutual Benefit Health and Accident Association
reflecting the reimbursement made by them on
claims paid by the branch. These letters contain
policy number, voucher number, and amount of
reimbursement.

BANK STATEMENT FILE

Consists of bank statements and cancelled
checks returned from the bank reflecting deposits
and expenditure of funds. Cancelled checks
represent-receipt for payment of claims, premium
payments to Underwriters, ete. Filed chrono.

(1963 -

JOURNALS AND LEDGER FILES

Consists of Jjournals, general ledger, and
balance sheets maintained as accounting records
for the receipt and disbursement of funds for the
Insurance Program. General ledger contains debit
and credit entries taken from Journal., Journsals
consist of daily entries of money disbursed on —

FORM NO. Isga USE PREVIOUS

JAN 56

1

1.3

1.5

6.5

2.1

VOLUME T DISPOSITION INSTRUCTIONS
TCIA-RDP78-004p7A006100230003=5 ]
i l.; ‘— e
sl

Temporary. Destroy card upon disposition of
case.
Temporary. Destroy when no longer needed

for reference purposes.

Temporary. Cut off end of each year. Destroy]
one year after audit.

Temporary. Cut off file at end of each year.
Upon completion of eudit and clearance, trans-
fer to Records Center. Hold for four years
and destroy.

Temporary. Cut off annually. Transfer to
Records Center two years after audit and hold
for eight years and destroy except for balance
sheets which will be destroyed after annual
avdit.

Approved For Release 2005/1 112‘F§',~&A_~IB < bP78-00587A000100230003-5
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{TEM NO.

FILES IDENTIFICATION

yOLUME

DISPOSITION INSTRUCT |ONS

1h.

15.

16,

17.

18.

claims, all collect‘%g er\a’fexg ';?crpgr?(ﬁ%ageze? 03.{&]1

daily cash collections, payments to underwriter,
reimbursement from underwriter, refunds, adjust-
ments, payroll deductions, etc.

(1961 - )

TNSURANCE PREMIUM DEDUCTION NOTICE FILE

Consists of retained copies of form letters
suthorizing payroll deductions for insurance
premium payments. Original copies of these
letters are forwarded to Office of Finance to
have premiums deducted from salary of employee.
The name and amount of deduction is included in
a machine listing. Filed chronologically.

ISSUANCE RECORD - HOSPITALIZATION CARD

Consists of record of issuance of hospitalizg
tion identification cards. Filed alphabetically
by divisions.

(1962 - )

IBM PAYMENT CARDS

These cards are used for individuals pre-
sently on overseas assigoment who do not have
payroll deductions and forward payments by
dispatch,
LOG BOOKS

Maintained on receipt and dispatch of dis-
patches as well as checks and cash received by

mail.

TRIAL BALANCE BOOKS

Trial balance books are prepared and furnished

on & monthly basis by ADPD. Each book contains a
listing by account number of all active policy-

- 1.5

-5

5.4

holders (UBLIC, WAEPA, Contract Life, PAMA anqsﬁ
is
[

¢ BN RDP7d-00487A000100230003-5

Temporary. Destroy form letter upon verifica-
tion that payroll deduction has been made.

Temporary. Destroy when two years old.

Temporary. Forward to employee upon return to
Heedquarters.

Temporery. Destroy when one year old after
audit and clearance.

Temporary. Cut off end of each year. When
no longer needed for current reference, trans-
fer to Records Center. Destroy when five
years old.

FORM NO.
1 JAN 56

i39a USE PREVIOUS

EDITIONS.
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Denta) and reflect the premium payments for the®
month as well as their current premium payment
- status. Books also reflect cancelled policies
with refunds due. Totals are balanced against
the accounts in the General Ledger.
(1963 - )

19. REFERENCE MATERIAL

Consists of Agency regulatory issuances, 15.5 Temporary. Destroy when revised, obsolete, or
Cyclopedia of Insurance, Medical Dictionsry, no longer needed.
listings of approved hospitals, machine listings
' and other material used for reference purposes.

306.2

thk.\r'r‘l
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13 JUL 1964

MEMORANDUM FOR: CIA Records Administration Officer
-y, v
THROUGH : Chief, Benefits & Services Division/OP /¢ ¢

SUBJECT : Revised Schedule 40-64 for OP/BSD, Central
Processing Branch

RESCINDS : Records Control Schedule 40-60, pages 45-50

1. Attached hereto is Records Control Schedule 40-6k4 for
OP/BSD, Central Processing Branch. Items have been updated
and modifications made where necessary. The considerable in-
crease in the volume of Item 2, travel case files, is due to
the fact that prior to the move to Headquarters Building these
files were maintained with the Official Personnel Folder.

2. It is requested that this schedule be substituted for
the one presently in effect.

Attachment:
RCS 40-64 for
OP/BSD/CPB

Distribution:
Orig & 1 - Addressee

P/ ﬂj%y/k\y iﬁ,w s nf‘"i’ 1:””?
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SCHEDULE NO.

RECORD% YO T RS tepAsr;2005/11/21 : CIA-RDP78-00487A000100230003-5 40-60

. CONCURRENCE
OFFICE, DIVISION, BRANCH S1GNATU 5
Personnel, Benefits and Service Division,
Insurance Branch TITLE, ) 77 — /ﬁ ///
A Fon S ACL CL2S i
- . /7
lb‘lr()EM (TITLE, DESCRIPT;‘(‘);FSARIR[;IEImgA;Tc.AEl‘V%NINCLUSlVE DATES) (C\[I.lgll-gMFET.) DISPOSITION INSTRUCTIONS
1. BRANCH SUBJECT FILE SEERH
Consists of correspondence, reports, 2.0 Temporary. Destroy when 2 years old.
(activity and progress) and related papers (Cut off at end of each year; destroy
. pertaining to the Agency Insurance Prgogram 2 years thereafter except papers relating
and the general administration of the to establishing of programs with under-
activities of the Branch., Filed alphabeti- writers which will be retained indefinitely.)
cally by subject.
(1958-1960)

2e INSURANCE CORRESPONDENCE FILES

A

Consists of correspondence, reports, dis- 2,0 Temporary. Destroy when 2 years old.
patches, and related papers pertaining to (Cut off at end of each year; destroy
the administration of the insurance program : 2 years thereafter.)

These files are a part of the Subject File

maintained separately for convenience of

reference. Filed alphabetically of subject.
(1958-1960)

. 3. DEATH BENEFITS AND CLAIMS FILES

Consists of copies of reports, certificates, 1 Temporary. Upon final processing of the

R and related correspondence accumlated by claims forward all material on each case

the Branch during the processing of claims to the Benefits and Counseling Branch to

i for deceased employees. Types of material be incorporated in the appropriate case
includes copies of the Death Claims Certi- file.

ficates, Proof of Death Certificate, Dene-
ficiaries acknowledgement of payment, etc.
Filed chronologically.

(1958-1960)

SECRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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{TEM NO. FILES IDENTIFICATION . VOLUME DISPOSITION INSTRUCT IONS
. Approved For Release 2005/11/21 : CIA- ?E@M 187A000100230003-5
L, | INSURANCE PROGRAM - MASTER FILE T
Consists of the original applicatiouns, 136.0 Temporary. Destroy 5 years after cancel-
enrollment cards, and copies of certificates 1ation of Agency sponsored insurance or term-
of insursnce prepared for employees who are ination of employee. Maintain in immediate
- members of any of the insurance programs in work area as long as any phase of the insur-
which the Agency participates. The files ance program is in effect; upon termination
) contain correspondence incident to insurance of an employee or cancellation of all types
claims, records of settlements etec. vwhich of insurance place in inactive file, (Cut-off
. document the activity of the policy holder. inactive file at end of each year; transfer
Filed alphabetically by name of policy holder. to Records Center upon completion of audit.)
(Current ) (Item 415 and 418a RCS 40-57)
' 5. | AIR FLIGHT FILE
Consists of the Aviation Ticket Accident 1.6 Temporary. Destroy when 5 years old. Cut
policies issued by the Mutual Benefit Health ) off at end of each year; transfer to Records
and Accident Association for employee Center upon completion of audit.
' coverage during airflight. Filed numerically (Ttem 415f RCS h0-5T)
by policy number.
N (1955-1960)

6. | INSURANCE POLICY NUMBER REGISTERS

Consists of individual registers used to 1.0 Permanent. Disposal not authorized by
assign policy numbers to participating menbers bf this schedule. Retain in current files
the various insurance programs. Registers r area indefinitely.
contain name of employee, member assigned, (Ttem 416, RCS 40-5T)
effective date, amount of premium and are

. used in dealing with underwriters.
(1953-1960)

! 7. | PREMIUM COLLECTION AND DISBURSEMENT FILES

Consists of vouchers and other supporting
papers prepared to reflect a complete
accounting of all funds collected and dis-
bursed by the Branch. Types of vouchers in-
clude those prepared for deily cash collectiong
from the cashier, machine listings reflecting

ayroll deductions, payments to the under-
Writers and other miscellaneous expenditures. EﬁRH

. = 78-00238/7A000T00230003-5
RECORDS CONTROL SCHEDULE - CONTINUATION SHEET (41)
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Approved For Release 2005/11/21 mﬁn-oohsmoom00230003-5 '
Agency participates. Files contain correspon ench file, Upon completion of audj¥, transfer to
incident to-insurance claims, records of settle- Records Center and hold for Aive years; then
ment, etc. which document the activity of the destroy.
policyholder. Filed alphabetically by name of
policyholder.

=

5. | AIR FLIGHT FILE

‘. Consists of the Aviation Ticket Accident 1.5 Temporary. on completion of audit, transfer
policies issued by the Mutual Benefit Health and to0 Recordd Center and hold for five years;

Accident Assogiation for employee coverage during then dgétroy.

air flight. Filed numericaslly by policy number.

o . (1963 - )

.6, INSURANCE POLICY NUMBER REGISTERS

Consists of individual registers used to o | Permanent. Retain in immediate work area.
assign policy numbers to participating members g
of the various insurance programs. Registers ;
contain neme of employee, number assigned, effgaé{
tive date, end amount of premium. Registersre
used in dealing with underwriters.

T. PREMIUM COLLECTION AND DISBURSEMENT F

supporting 6.0 Temporary. Cut off at end of each year.
ete accounting Transfer to Records Center upon completion

Consists of vouchers and oth
papers prepared to reflect a co

of all funds collected and digWursed by Branch. of audit. Hold four years and destro éexgg_pt
Types of vouchers include th#se prepared for machine listings which will be destrog d e
. daily cash collections frgs the cashier, machine one year old.)

payroll deductions,
iters and other miscella-
iled chronologically.

payments to the unde
neous expenditures.

- _ Consighs of premium posting cards used to .3 Temporary. Upon cancellation of account, {
record a¥l insurance premium payments received transfer card to Item 4 above (Insurance
for Trgfel Matic, Flite Plan, Emergency Travel, . Program - Master File).

and TAcome Replacement. Cexrds contein name,
account no., type of plan, effective daté of

coverage, Poligip@nvedFdr REEERRESG0SM 1?2?"’;]‘@& P78-00487A000100230003.5
WL
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_ 1 JAN 56 139a EDITIONS.




ITEM NO. FILES IDENTIFICATION fa v, DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : & Eﬁzﬂa-00487A000100230003-5
3. Dally Cash Record Files., Consists of 2.0 Temporary. D2stroy 4 years after audit and
bank deposit slips, accounting machine tapes. clearance. (Cut off at end of each year;
This tile serves as a record of all money transfer to Record Center upon completion
collected by the Cashiers Office and is used of audit.)
to balance the account on a daily basis. (Ttem 417, RCS LO-5T)
Filed chronologically. 1960
be. Machine Listings. Consists of machine o3 Temporary. Destroy when 1 year old.
listings containing the names of those
employees making insurance premium payments
by payroll deductions. Listings are used
to post premiums to the NCR cards. Filed
chronologically. (1959-1960)
c. Payments to the Underwriter & Miscellan- 8.0 Temporary. Destroy Ui years after audit and
eous expenditures. Consists of copies of clearance. (Cut off file at end of each
listings, Group Billing Controls and cover=- year; transfer to Records Center upon com-
ing memorandums which accompanied checks pletion of audit.)
sent to the Underwriters as payments for the (Item 421 RCS 40-5T)
various types of insurance and vouchers re-
flecting miscellaneous expenditures such as
purchase of stamps, etc. Listings and Bill-
ings contain policy or contract number,
amount being paid for each new and cancelled
policy for the month, eteces Filed chronolo-
gically.
(1960)
8. | PREMIUM POSTING CARD FILES

NCR Posting Cards. Consists of premium Te2
posting cards used to record all insurance
premium payments received. These cards
replace all previous posting cards and
contain information such as name, address,
type of plan, beneficiary, etc. Posting to
these cards is done by use of the National
Cash Register Accounting Machine for vouch-
ered accounts and by hand for unvouchered

accounts. Arranged by account number.
{Current)

Temporary. Destroy at end of 5 years.
(Place in inactive file upon cancellation
of account and retire to Records Center upon
completion of audit.)

(Item 418b, RCS LO-5T)

FORM NO.
1 JAN Sse
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FILES IDENTIFICATION i

VOLUME

|

DISPOSITION INSTRUCT IONS

e

10.

1l.

12.

UNCOLLECTED FUNDS FILE

NAME

CLAIMS REIMBURSEMENT FILE

BANK

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

Consists of 3"x5" cards prepared on employees
whose checks were not acceptable by the bank.

Cards contain name of employee, date of check)

amount, reason for non-payment and disposi-
tion of case. Filed alphabetically by name,
(1960)

CARD FILE

Consists of 3"x5" cards which contain the
name and account number for each person
participating in 1 or more of the insurance
programs. Cards are used as a cross refer-
ence to the Premium Posting Cards. Filed
alphabetically by name,

(Current)

Consists of copies of letters returned from
Mutual Benefit Health and Accident Associa-
tion reflecting the reimbursement made by
them on claims paid by the Branch. These
letters contain the policy number, voucher #,
amount of reimbursement, patients name and
the date of illness. Filed chronologically.
(1960)

STATEMENT FILE

Consists of bank statements and cancelled
checks returned from the bank reflecting
deposits and expenditure of funds. The
bank statements show deposits, checks drawn
on the account and the current balance.
Cancelled checks represent receipts for
payment of claims, premium payments to the

Underwriters, etc. Filed chronologically.
(1960)

o1

2.1,‘

1.0

2.0

A - =

FORM NO. lsga :::T::::fnu:

1 JAN s¢

TEBRﬁ7AOOO1 00230003-5

Temporary. Destroy each card upon final
disposition of case,

Temporary. Destroy upon cancellation
or termination of account and retirement
of related posting card.

Temporary. Destroy 1 year after completion

of audit.

Temporary. Destroy 4 years after audit and
clearance, (Cut off file at end of each
year; transfer to Records Center upon
completion of audit.)

SEBSLLMMM 00230003-5

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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|
N : Approved For Release 2005/11/21 : CIA-F}{W4 87A000100230003-5
13. |JOURNALS AND LEDGER FILES ﬂ

Consists of two journals, general ledgers and
balance sheets maintained as accounting records
for the receipt and disbursement of funds for

1 the Insurance Progranm.
‘ a. General Ledgers. Consists of debit and 1.2 Temporary. Destroy when 10 years old.
ts credit entries taken from the total in Jour- (Begin new ledgers each year; transfer
. nal on a monthly basis. ‘ to Records Center 2 years after audite)
(1958-1960)
. b. Balance Sheets. Prepared to balance o1 Temporary. Destroy each year's accumu~-
i cash receipts and expenditures on a monthly lation 3 months after balancing the
basis as a worksheet for the annual balancing general ledger.
of the general ledger.
(1960)
i ¢. Miscellaneous Journal. Consists of deily | 2.0 Temporary. Destroy when 10 years old.
entries of all collections and expenditures (Begin new ledgers each year; transfer
. such as daily cash collections, payments to thg to Records Center 2 years after audit.)
underwriter, reimbursement from the under- (Ttem L428c, RCS L0-57).

writer, refunds, adjustments, payroll deduc-
tions, etc.

(1960)
de Claims Journal. Consists of daily entries| 2.0 Temporary. Destroy when 10 years old.
of all money disbursed by the Insurance Branch (Begin new ledgers each year; transfer
. on claims for Hospitalization, Specified : to Records Center 2 years after audit.)
Disease, Income Replacement, and Travel Plans. Ttem 128 |
(1956-1960) ( 14128d, RCS LO-K7).
4 14, |INSURANCE PREMIUM DEDUCTION NOTICE FILE
. ‘ Consists of retained copies of form letters ol Temporary. Destroy upon v&rification of
authorizing payroll deductions for insurance revised listing.

premium payments. Original copdes of these
letters are forwarded to the Office of the
Comptroller to have the names included in a

machine listing. Filed chronologically.

(9%) SECREY

Annrovaed For Ralease 2005/44/24 . CIA-RDRZ8-004872A000400230003-56
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DISPOSITION INSTRUCT IONS

ITEM NO. FILES IDENTIFICATION ] VOLUME |
) ’ Approved For Release 2005/11/21 : CIA-H 87A000100230003-5
15, | DELINQUENT PREMIUM NOTICE FILE

Consists of copies of transmittal letters o4 Terporary. Destroy when 1 year old.
sent to Adm. Officers of Agency components,
) with notification to employee of their

(S delinquency in paying insurance premiumse
These letters are signed by the respective
Adm. Officers and returned to the Insurance

. L Branche Filed chronologically.
: (1959-1960)
16, | MACHINE LISTINGS
"L' Consists of 2 separate machine listings «5 Temporary. Destroy upon receipt of
containing rosters of personnel on un- current listing.

vouchered funds. One listing contains
employee name and banking facilities used.
The other serves as an index and contains
employee name and payroll number. Listings
are used for making deposits to the employee's
. account,

(Current)

17. | CORRESPONDENCE AND MAIL. LOG

Consists of a loose-leaf binder containing 2 Temporary. Destroy when 1 year old.
a record of the receipt and dispatch of mail
received by the Branch. Separate logs are
maintained for incoming and outgoing material
‘ Arranged organizationally and chronologically
(1959-1960

LGRE

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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ITEM NO.

FILES IDENTIFICATION

18,

19.

20,

Approved For Release 2005/11/21 : CIA-
TRTAL BALANCE BOOKS (HOSPITALIZATION, UBLIC, WAEPA

Trial balance books are prepared and furnishheh

on a montlily basis by. ADPD.
a listing by account number of all active poli
holders (Hosp., UBLIC, WAEPA) and reflects the
Premium payments for the month as well as thei
current premium payment status.
.also reflect the dancelled policies with re-
funds due. .Totals are balanced against the
accounts in the General ledger. (Note: These
listings record payments which will be used
in lieu of individual NCR posting cards’ once
the new system is fully operative; at which
time the File on NCR Premium Posting cards
(item & this branch can be deleted from the
Records Control Schedule)

(Current)
DISPATCH CHRONO FILE

Contains copies of all dispatched prepared
by Insurance Branch in administration of the
Insurance Program.

REFERENCE PUBLICATIONS FILE
Consists of published material such as

regulations, notices, handbooks, circulars,
etc., maintained for reference purposes.

FORM NO. 1393 USE PREVIOUS

1 JAN 56

. VOLUME

VECRET

Approved Eor Release 2005/11/21 ; CIA;

DISPOSITION INSTRUCTIONS

87A000100230003-5

1.0 Temporary, Destroy when 5 years old;
Each book containg (Cut off file at end of each year; transfer
- to Records Center when no longer needed for
frequent reference).
¥ Note: This disposition instruction
These books -3 - revised 2/28/63.
) 2
/63
D
TRECOITS ZTWIIIIIIIS W VISR
CIA |
1.0 Temporary. Destroy when 1 year old; cut
off file at end of year; destroy one year
thereafter.
1.0 Temporary. Destroy when no longer needed
for reference purposes,
Insurance Branch/BSD/OP
(rCS 40-60)
AR
SECRET
RDP78-00L87A000100230003-5

EDITIONS.

RECORDS CONTROL SCHEDULE . CONTINUATION SHEET
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

Approved For Release 2005/1 1121 : CIAR 87A000100230003-5
18. | TRIAL BALANCE BOOKS (HOSPITALIZATION, UBLIC, WAEPA) §fﬁiﬁ7

balance books are prepared and furnished Temporary. To be retained in work area for
on aNgonthly basis by Machine Records Division 1 year. (Since this is a new file final
Each bdqk contains a listing by account numbex disposition will be determined after 1 July
ive policyholders (Hosp., UBLIC, 1960)
flects the premium payments for
the month as as their current premium
payment status. ese books also reflect the
cancelled policiesgith refunds due. Totals |
are balanced against e accounts in General
ledger.
(Current)

DISPATCH CHRONO FILE

Temporary. Destroy when 1 year old; cut off
by Insurance Branch in Admin. of the file at end of year., destroy 1 yeat there-
Program. after.

REFERENCE PUBLICATIONS FILE
Consists of published material such as Temporarye. Destroy when no longer needed

regulations, notices, handbooks, circulars, for reference purposes.
etc., maintained for reference purposes. NG

Annrovad Eor Dalaaca 20056/44420 Gl ipw:umn PP
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT!ONS

3.

CARD CONTROL FILEAPProved For Release 2005/11/(211 CIAf

8. These 3x5 cards are maintained on all in-
dividuals who have applied for Agency employment.
Card is used for control purposes and cherge-outs
during active processing and denotes pertinent in-
formation such as any security disapprovel, special
interest, and other information of importance re-
garding the applicant, including date file sent to
RID if applicakle or job and box number if file for-
warded to Records Center. Also in this file are 1
cards maintained on individuals whose applications
for Agency employment would be of interest to the
CIA Watch Officer.

b. This 5x8 card, Form 835, Applicant Pro-
cessing Record, contains information on applicants
such as name, dates of actions and appointments,
clearances, and other pertinent information and re-
marks regarding the individual.

(2967 - )

c. This card file is similar to "b" above
except it is maintained on career trainees in pro-

cess only. (1964 )

4. SF-TB (formerly OFhb) file conteins per-
tinent informetion on all career trainees - past
and present.

e. Form 264k, Invitee Schedule, denotes
schedule for all invitees. Includes name of in-
vitee, date, place, and time of appointments as
well as remarks.

f. Porm 2715, Skills Bank Control, is a
5x%8 card used to control location of official ap-
plicent file. Contains name of applicant as well
as name of office and reviewer, whether or not
there is inberest, dates reviewed, and remarks.
This file contains only cerds on those whose files
are presently being reviewed.

RDP78-004

9.6

87A000100230003-5

Temporary. Cards will be held two years and
destroyed on those files forwarded to RID. All
other cards will be destroyed and information
retained by list of names when applicant folder
is destroyed EXCEPT for the following which
will be retained in immediate work area:

8.
b.
Ce
d.

Special Interest
Security/Medical reject
Panel case

Watch Officer interest

Temporary. Place in inactive file upon cancel-
lation or completion of processing. Hold one
year and destroy.

Temporary. Place in inactive file upon cancel-
lation and hold for three years; then destroy.
(Cards are destroyed on individuals who enter
on duty.)

Temporary. Retain in immediate work area
until no longer needed; then destroy.

Temporary. Hold current month and destroy.

Temporary. Upon completion of follow-up inter-
view card is pulled from file and destroyed.

RDP78-00

87A000100230003-5

FORM NO.
1 JAN s§
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ITEM NO.

FILES [QENTIFLC

60

ALLON: 2005/44/24 - CIAR

ApPprovedTorT

card, is a 3x5 card from which the Skills Bank
Acquisition Lists are compiled. Card contains
neme, age, marital status, particular skills, ask-
ing salary, and other information useful to per-
sonnel officers in selecting potential candidates
for positions.

: (1966 - )

h. This 3x5 card file is used to control
vhat applicant letters and files have not béen
replied to. Filed chronologically by alphabet.

FLEXOWRITER TAPES

Consists of flexowriter tapes used in pre- . .
paring routine letters. Arranged numerically by
code assigned to each letter.

(Current)

PFFICIAL PERSONNEL FOLIERS

Consists of folders which are being reviewed
or being acted on for ome reason or another.

OFFICIAL APPLICANT FOLDERS -

Consists of official applicant folders on
all individuals who have applied for Agency employ-
ment. Folder includes various items of information
such as correspondence and resumes, applicetion for
employment, report of interview, personal history
statement, and request for security clearance.
Categories are as follows:

&. Files on all applicants on whom Security
has been initiated except Special Interest cases.
These include not only routine applicants but
security disapprovels.

8. Form 2687, New Applicant File Acquisition|

7000400230003

pSPOS 1T ION INSTRUCT {ONS

b4
.8

.1

.'5'

125.0\/

\

DP78-004

Approved For Releas'e 2005/11/21 : CIA-

| below.

Temporary. Destroy when two years oid

Temporary. Cut off annually. Hold one year
and destroy. ’ -

Temporary. Destroy when superseded or
obsolete. )

Temporary. Return to OP/File Room when no
longer needed.

Temporary. Material in official applicant fil€
- becomes part of the official persomnel folder
should individual enter on duty. Cancelled
applicant file will be retained as outlined
Should file be recalled because of re-
contact, it will be done so on & permanent
basis. (GRS 1, #15)

Files that have been inactive for at least six
months will be retired to Agency Records Centexq
and held for an additional eighteen months, At
the end of this time, files will be destroyed.

7A000100230003-5

FORM NO.

AN

I39a USE PREVIOUS

EDITIONS.
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> |ITEM No. FILES IDENTIFICATION "VOLUME | DISPOSITION INSTRUCT IONS
. ' Approved For Release 2005/11/21 : CIA-RDP78-00487A000100
PYE b. Files on plpimited PSpecial Interest% ap- V4 4] ﬁ. %3g003'5been inactive for at least six
plicants on whom Security has been initiated. months will be retired to Agency Records Center
end held for an additional thirty months. At
the end of this time, files will be destroyed.

c. Applicants who apply for Agency employ- Retain in inmediate work area. When file has
ment who are of "Extra Special Interest" and re- v been inactive for three years it will be re-
quire speciasl handling because of the source of viewed by Chief, Placement Division for possiblv
application. destruction. If it is deemed necessary to re-

tain for a longer period, it will be done so in
immediate work area until such time as it is no
longer needed; then it will be destroyed.

‘ d. Files on all epplicants on whom Security / File will be forwarded to RID two months after
has not been initiated. These include not only becoming inactive.
routine applicants but those of limited "Special
Interest."”

e. Consists of resume files on individuals J If after two months no acknowledgment is re-

to whom forms have been sent and acknowledgments ceived, file is transferred to "a" or "d" above
heve not been received. Held by month and alpha- according to whether or not there is sufficient
betically thereunder. information to identify the individual.

T. | INFORMATION FILE

CQnsist £ a%ggabetical file on individuals 3.0 |Temporary. Destroy when three months old.
requesting/T n on the Agency for school '
projects and other reasons.

(1968)
. 8. | BRIEFING MATERIAL

Consists of booklets which are required read- 1.5 {Temporary. Destroy when revised, obsolete, or
ing for all new employees entering on duty. Book- no longer required.
lets contain certain Agency regulatory issuances.
Also included are charts and other material used
in briefings.

Approved For Release 2005/11/21 - CIA-RDP78-00487A0001002300035
T 139a 10T ToN RECORDS CONTROL SCHEDULE . CONTINUATION SHEET Can)
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ITEM NO.

‘FILES IDENTIFICATION

DISPOSITION INSTRUCT IONS

9.

REFERENCE MATERIAL

a. Consists of copies of selected corres-
pondence maintained for possible future use as
guides. Also included are sample cover letters
used in correspondence with individuals applying
for certain types of Agency positions as well as
loose-leaf binders containing copies of sample
letters used as guides in preparing routine cor-
respondence. A reference copy of these guides is
maintained by each person responsible for corres-
pondence preparation. Filed numerically by code
number assigned each letter. o

b. Consists of Agency regulatory issuances,
Federal Personnel Manuals, OPMs, classification
standards, certain Agency machine listings dealing
with applicents in process, EODs, cancellations
and tables of organization as well as OTR and
Support Bulletins disseminated for information and
reference purposes.

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

. VOLUME
Approved For Release 2005/11/21 : CIA-RQ)P78-0048

b3

8.2‘j

170.1

DP78-004

A000T00230003-5

" Temporary. Destroy when revised or no longer
needed for reference purposes. :

Temporary. Destroy vwhen revised, obsolete, or
no longer needed,

APPROVEY

CIA Recurus AUMINTISTIavIva uss

7A000100230003-5

FORM NO.
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OFFICE., DIVISION, BRANCH

Oftice of Personnel, Placement Division 4
Chief, PD/OP T 70y €3

ITEM FILES IDENTIFICATION VOLUME b CTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRU

1. |DIVISION SURJECT FILES

a. Copies of policy directives regarding 5.5 v | Temporary. ©Screen periodically. Destroy
hiring practices, applicant processing, invitee material no longer needed. Retain remainder
travel, employment of the handicapped, state in- in current files area.

’ come tax inquiries, alien sponsorship, quality

step increases, personnel forecasts, special re-
ports, and other papers accumulated in the over-
all administration of the Placement Division make
up this file.

b. Consists of administrative-type files 3.0 V| Temporary. Destroy vhen two years old.
such as activity reports, acquisition lists,
copies of travel orders, separation reports, can-
cellations as well as budgetary estimates, requestg
for administrative services and other material of
a routine nature.

(1966 - )

2. | CHRONO FILE - APPLICANT CORRESPONDENCE

. Consists of chrono file of correspondence of 5.0 Temporary. Retain a twelve-month level.

a routine nature to individuals spplying for Agency Destroy oldest month after filing current
employment such &s notifications of processing, month.
requests for additional information, notice of
rejection, etc., Used to control where official
applicant file sent (duplicete maintained in of-
ficial applicant file). Alphabetical.

(1967)

Set , »

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

-
- ‘ 3. | CARD CONTROL FI[épproved For Release 2005/11/21 ( CEA- %DP78-00487A000100230003-5 M
. ‘a. These 3x5 cards are meintained on all 9.6 | Temporary. Cards will be held two years and
individuals who have applied for Agency employ- destroyed on those files forwarded to RID.
ment. Card is used for control purpcses end All other cards will be destroyed when appli-
charge-outs during active processing and denotes cant folder is destroyed EXCEPT for the follow-
pertinent information such as any security dis- ing which will be retained indefinitely in im-
approval, special interest, and other information mediaete work area:
of importance regarding the applicant, ineluding - 2k
date file sent to RID if applicable or job and P
box number if file forwarded to Records Center.
'®
b, T™is 5x8 card, Form 835, Applicant Pro- 1.0 | Temporary. Place in inactive file upon can-
cessing Record, contains information on appli- cellation or completion of processing. Hold
cants such as name, dates of actions and appoint- one year and destroy.

ments, clearances, and other pertinent informa-
tion and remarks regarding the individusal.

(1967 -
¢, This card file is similar to "bd" above 1.5 | Pemporary. Place in inactive file upon can-
except it is maintained on career trainees in cellation and hold for three years; then
process only. destroy. (Cards are destroyed on individuals
(196k - ) who enter on duty.)
d. SPF-TB (formerly OF4b) file conteins .3 | Pemporary. Retain im immediate work sarea
pertinent information on all career trainees - indefinitely.
. past and present. _ ' o
e. Form 264k, Invitee Schedule, denotes .2 | Temporary. Hold current month and destroy.

schedule for all invitees. Includes neme of in-
vitee, date, place, and time of appointments as
well as remrks.

f. Form 2715, Skills Bank Contrel, is a .1l | Temporary. Upon completion of followup inter-|
5x8 card used to control loecation of official view card is pulled from file and destroyed.
applicant file. Contains name of applicant as
well as name of office and reviewer, whether or
not there is interest, dates reviewed, and re-
marks. This file contains only cards on those

. vhose Tiles are present iV Seing Ievigwediiio1. clA-RDP78-00487A000100230003-5
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DISPOSITION INSTRUCT!ONS

h.

5.

roved For Release 2005/11/21 : CIA-

o 3
g. Form 268‘7p New Applicent File Acquisition|

card, is a 3x5 card from which the Skills Bank
Acquisition Lists are compiled. Card contains
name, age, marital status, particular skills, ask-
ing salary, and other information useful to per-
sonnel offiecers in selecting potential candidates

for positions.
(1966 - )

h. This 3x5 card file is used to control
what applicant letters and files have not been
replied to. Filed chromologically by alphabet.

FLEXOWRITER TAFES

Consists of flexowriter tapes used in pre-
paring routine letters. Arranged mumericelly by
code assigned to each letter.

(Current)

OFFICIAL PERSONNEL FOLDERS

Consists of folders which are béing reviewed
or being acted on for one reason or another.

OFFICIAL APPLICANT FOLDERS

Consists of official applicant folders on
all individuals who have applied for Agency em-
ployment. Folder inecludes various items of in-
formation, such as correspondence and resumes,
application for employment, report of interview,
personal history statement, and request for
securlty clearance. Categories are as follows:

a. Files on applicants other than Special
Interest and security disapprovals as well as
those on whom Security has not been initiated and
contain insufficient information for RID eoding

purposes.,

RDP78-004
8

-

‘l

5

5

125.0

87A000100230003-5
Temporary. Destroy when two years old.

and destroy.

Temporary. Destroy when superseded or
obsolete.

Temporary. Return to OP/File Room when no
longer needed.

should individual enter on duty. Cancelled
below. (Should file be recalled because of

basis.)

and held for an additional eighteen monthe.
At the end of this time, files will be
destroyed.

Approved For Release 2005/11/21 : Gla-épezg-ggmzeoom00230003-5

FORM NO.
1 JAN s6

Temporary. Cut off annually. Hold one year

Temporary. Material in official applicant file
becomes a part of the official personnel foldex

applicent files will be retained as outlined

recontact, it will be done so on a permanent

Files that have been inactive for at least six
months will be retired to Agency Records Centes
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FILES IDENTIFICATION |

OLUME

DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIA-RDP78-004

d. Consists of resume files on individuals
to whom forms have been sent and ackmowledgments
have not been received. Held by month and alpha-
betically thereunder.

INFORMATION FILE

Consists of alphabetical file of individuale
requesting information on the Agency for sehool
projects and other reasons.

(1968)

ERIEFING MATERIAL

Consists of booklets which are required read-
ing for all new employees entering on duty. Book-
lets contain certain Agency regulatory issuances.
Also included are charts and other material used in
briefings.

REFERENCE MATERIAL

&. Consists of coples of selected corres-
pondence maintained for possible future use as
guides. Also included are sample cover letters
used in correspondence with individuals applying
for certain types of Agency positions as well as
loose-leaf binders containing copies of sample
letters used as guides in preparing routine corres-
pondence, A reference copy of these guides is

maintained by each persom responsible for corres-
pondence preparation. Filed numerically by code
number assigned each letter.

8}#&0%%2%%0%%@6 to RID for disposition
two months after becoming inactive.

Files that have been inactive for at least one
year will be reviewed by ExO/OP prior to sub-
mitting to Records Center for a 5-year period.
At the end of this time return to Ex0/OP for
disposition.

If after two months no acknowledgment 1s re-
cetved, file is transferred to "a" above.

Temporary. Destroy when three months old.

Temporary. Destroy when revised, obsolete, or
no longer required.

Temporary. Destroy when revised or no longer
needed for reference purposes.

FORM NO.
1 JAN s§6
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b. Consists of Agency regulatory issuances, | 8.2 | Temporary. Destroy when revised, obsolete, or
Federal Persomnel Manuals, OPMs, classification no longer needed,

standards, certain Agency machine listings dealing
with applicants in process, EODs, cancellations
and tables of organization as well as OTR and
Support Bulletins disseminated for information and
reference purposes.

i‘.ppmwm_'mnpm-ﬂﬂ 87A000100230003-5
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READRPSVEINTRORSIZNSOROO5/11/21 : cm-@fﬂ&ﬁ;t 7A000100230003-5 Lo-60
LOMOCUDODMOLD P AA
OFFICE, DIVISION, BRANCH SIGNATUR] P4s
Personnel, Personnel Operations Division, Office of the Chief TITLE /{
AL 4 €10 FESALL
INTOESM (TITLE, DESCRIPT;(;JIV-,E SAR'R%’:?EE\:T(‘:.A“;II\I%NINCLUSIVE DATES) (cYngngIET. ) DISPOSITION INSTRUCTIONS

1 DIVISION SUBJECT FILE

L

reports and papers pertaining to the Agency! (Cut off at the end of each year; transfer
Recruitment Program; screening of applicants to Records Center 1 year thereafter.)

. for employment; assignment and development of (Item 136, RCS 40-57)

personnel; and the authentication of officiall

personnel actions. File is alphabetical by

subject.

Consists of policy directives, correspondenc%, 3.0 Temporary. Destroy when 3 years eld.

(1958-1960)

2 DIVISION INITERNAL ADMINISTRATION FILE

Consists of materials accumulated in the 7 Temporary. Destroy when 1 year old
internal administration of the Division (Cut off at end of year; destroy 1
consisting of such items as: Activity and year thereafter.)

Progress Reports, housekeeping and Service
Requests; employee leave records and other
miscellaneous personnel records composed of:

Duplicate copies of personnel actions, L Temporary. Destroy upon transfer or
‘ training requests, vacation shcedules etc| separation of employee.
SF 1137, Leave Record Card for each employee;

Employee Service Record Card, OF kb, Visible
. Cardex Book File, arranged alphabetically|.

3 | CONVENIENCE FILE (Reading)

Consist of extra coples of outgoing corres- 2 Temporary. Destroy when 1 year eld
pondence ma.intained for convenience of (Cut off at end of year; destroy 1 year
reference. Filed chronologically. thereafter).

(1958-1960)

Approved For Release 2005/11/21_: CIA-RDP78-00487A000100230003-5
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Approved For Release 2005/11/21 : CIA-F‘K%H{#7AOOO100230003-5

y MAIL LOG

Consists of loose-leaf binder containing a .2 Temporary. Destroy when 1 year old.
record of receipt and dispatch of mail, appli
cations, regulations, notices etc. received
£ by the Division. Arranged chronologically.

5 MACHINE LISTINGS

Consists of copies of machine listings A Temporary. Destroy vhen superseded or
contalining rosters of personnel and statis- obsolete.
tical information on personnel activities
. such as security initiations, employee EOD's,
etc. maintained for convenience of reference.
' (Current)

6 MARRIAGE TO ALIEN FILE

Consists of correspondence and related papers| 1.0 Temporary. Destroy 1 year after final
pertaining to Agency Employees contemplating disposition of the case.

marriage to aliens. File contains informatio
used by the Division in evaluating each case

and recommending its disposition to the DCI.

Filed alphabetically by name of the employee.

12

(1958-1960)
7 SELECTIVE SERVICE FILE
a. Consists of case files on Agency employees 2.5 Temporary. Destroy when no longer needed for
‘ eligible for deferrment from the military reference purposes; upon cancellation or
service and those with reserve obligationsy expiratien of the request screen file and
to the military who have been granted pert remove all duplicate and non-record material;.
mission to leave the countryoon official place remaining documents in an inactive file,

business. File contains copies of
Selective Service Action Requests, Form 5Y5, 5
approvals and disapprovals of the requests,
correspondence with the Director of
Selective Service, the Office of Security}
ete. Copies of appropriate papers are
placed in the Official Personnel Folder.
Filed alphabetically by name.
(1957-1960)

Akbro - 2 A000400220002-6
Tt -
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b. SELECTAVPrOREVIESr RedeRBeCZMIHIN/ FIETIA-RGEBRIE7A000100230003-5
1

Form 575a, Selective Service Record . Temporary. Retained in work area; screen
provides a basic reference, index and annually destroy 10 years after completed
action record of selective service defer- action or cancellation of the request.

, ‘ment actions taken relative to Agency
o employees; contains name, DOB, area and
position assignment, permanent address
and local SS Board address.

(1951-1960)
8 SPECIAL PLACEMENT COMMITTEE FILE

‘ Contains minutes of cases discussed at the .1 Temporary. Cut off completed cases files at
Special Placement Committee Meeting including end of year; retain in immediate work area
recommendations and action taken; also contaips for one year then dispose of as follews:
profiles and other background information on
the employee under discussion. Filed chrono- a. Scereen and send appropriate papers to
logically by meeting. Official Personnel file or to SA/Pers—D)

for inclusion in Problem Cases File.

b. Official cepy of Committee minutes and
recommendstions will be retained for
two years and then destroyed.

9 REFERENCE PUBLICATION FILE

Consists of published materiasls such as 1.5 Temporary. Destroy when obsolete or
regulations, notices, handbooks etc, maintained superseded.
. for reference purposes.

10 LIBRARY MATERIAL

Consists of bound library books, dictionaries) 21.0 Temporary. BReturn to Library er destroy

) guides, manual etc., maintained for reference as appropriate when no longer needed for
purposes . reference purposes.
A.r\.nrn\ - A0004002300603-6
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CONCURRFNCE

OFFICE, DIVISION, BRANCH b SI1GN 2%
. Personnel, Personnel Operations Divisien 5 a[f'/
Speadal Sesiabenkedor Out Placeme T LB M
: Brgmrdn %’n;} <0 ar o

1/ L 2

5 ITEM FILES IDENTIFICATION 7| voLume : 5/ 7

- NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTION

- 1 OUT PLACEMENT ~ POLICY AND CONTACT FILES
Consists of correspondence and Agency policy 1.0 Temporary. Destroy vhen 3 years old.
directives concerning Out-placement activity; (Cut-off at end of each year; transfer

. Civil Service regulations and policy, and to Records Center 1 year thereafter.)
- : Federal and Industrial job lead sources; and
other related material.
(1958-1960)
2 BIOGRAPHIC FILES

Consists of duplicate copies of Biographic 1.0 Temporary. Upon completion of case screen
data, resumes, Civil Service Applications and transfer to Official Persennel File or
(SF 57), etc. used in the out-placement destroy as appropriate.

process for selected Agency employees. (Filgd
alphabetically by name).

3 REFERENCE PUBLICATIONS FILE

Consists of published materials such as 11.0 Temporary. Destroy when superseded,
Agency regulatory issuances, Federal Personngl obsolete er no longer needed for reference
.‘ Manual, and other U.5. Government issuances; purposes .

USCS tests and job lead sources etc.

Approved For Release 2005/11/21 : CIA-RRR78-00487A000100230003-5
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SCHEDULE NO.

87A000100230003-5 Lo-€0

OFFICE, DIVISION, BRANCH

Personnel, Personnel Operations Division,
Clerical Assignment Branch

SIGNAT

TITLE

/ LYY O]

Yl/é Q

I TEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)

DISPOSITION INSTRUCTI!ONS

1 BRANCH SUBJECT FILE

Consists of correspondence, reports and 1.0

other papers accumulated in the general

administration of the activities of the

Branch. TFiled alphabetically by subject.
(1958-1960)

2 BRANCH INTERNAL ADMINISTRATION FILE

Contains branch housekeeping and service .2
requests, equipment erders, printing services
and personnel records consisting of:

T & A Cards and Notification of Personnel
Actions ete.,on CAB Personnel. .2

3 AONVENIENCE FILE (Reading)

Consists of exbra coples of oubgoing corres- 1

pondence mainteined for convenience of

reference. Filed chronologically.
(1958-1960)

FORM NO. USE PREVIOUS
1, JAN 56 '39

EDITIONS.

2 years thereafter.)

out-dated.

employee.

1 year thereafber.)

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy

Temporary. Destroy when superseded or

Temporary. Destroy when superseded
and/or upon reassignment or terminatien of

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy

Approved For Release 2005/11/21 : cm«%moomozaooos-s

(41}




ITEM NO. FILES IDENTIFICATION , VOLUME DISPOSITION INSTRUCT IONS
' 2005111121 : CIAT 57A000100230003-5
b | EvProvEE sumaAPRIREHESS Relsase SECRET
3

Temporary. Destroy at end of 1 year.

Consists of Employee Summary Worksheet R

: contal ning information on employees, such Place in inactive file upon assignment from

) as work experience, education, training, IAS or termination; destroy 1 year thereafter
. qualifications, present position, ete. This

B worksheet is used in evaluating an employee 'q

qualifications and in effecting his placement
or reassignment. Filed alphabetically by

- name.
(Ccurrent)
5 RECRUITMENT REQUEST FILE
~ Consists of copies of 1152, Request for .5 Temporary. Destroy when 1 year old.
Personnel Action, submitted by organizational (Cut off at end of each year; destroy
units as recruitment requests. Original 1 year thereafter.)

copies are forwarded to SRB for preparation
of the Personnel Requisition Inventory Card
(Form 1078). These copies of the form are
mintained for reference purposes. Filed

organizationally.
(1958-1960)
6 APPLICANT PROCESSING FILES

a. Status File - .3 Temporary. Destrgy 3 months after com-
Consists of Form 835, Appointment Procesging pletion of processing. Place in inactive
Record (5x8) Card, containing ififormation file upon completion of processing; destroy
on applicants, such as date of security 3 months thereafter.

~ initiation, date interim letters were

sent, physical location of folder , ete.

Caré is used as a reference to the
processing status of each applicant and
as a locator on the folder. Filed
alphabetically by name.

(Current)

o wmmﬁemmmﬂ 8Z4000100230003-8
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M : Approved For Release 2005/11/21 : CIA-R| {QME 7A000100230003-5
b. Tickler File = .1 Temporary. Destroy upon completion of
Consists of Form 835a, Appointment processing.
Control, used as a tickier for Form 835,
Appointment Processing Record, and to
schedule interim correspondence sent to
. applicant during processing. Filed
o chronologically by date of follow-up.
(Current)

"~ c. Processing Cancellation File - .1 Temporary. Destroy when 6 months old.
Consists of 5" x 8" cards prepared upon
receipt of Form 639, Cancellation of

' Applicant Processing. These cards

contain names of applicants on which
processing has been canceled and the
reasons for cancellation. Used for
reference and compiling statistics for
reporting purposes. Filed chronologically
by cancellation date.

(1959-1960)
d. Applicant Folder Tickler File - .1 Temporary. Destroy upon completion o#
Consists of 3"x5" card and a log book cancellation of processing.

used to record the receipt and dispatch

of applicant folders charged to the

Branch. Filed alphabetically by name.
(Current)

T ORIENTATION LISTINGS

~ Consists of listings containing names of 1 Temporary. Destroy when 6 momths old.
personnel assigned to the Interim Assignment
Section who have attended Orientation CIasseJ.
Listings are used in assigning employees,
since only those whose names appear on these
listings may be assigned to an office on a
permanent basis (Couriers excepted).
Filed chronologically.
(1960)

WMWW 5
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- 8 AGENCY ASSIGM/Jﬁﬁfrﬁ!\,‘est[ﬁﬁRelease 2005/11/21 : CIA-RD ﬁ7A000100230003-5

Consists of a 4" x 6" loose leaf binder 1 Temporary. Destroy when 1 year old.
» containing names of personnel who were
assigned to the Interim Assignment Section
and who have been officially assigned to
the various offices. File contains names
of employee, office to which assigned,
date of assignment.

(1958-1960)

9 INTERIM ASSIGNMENT SECTION SUBJECT FILE

8§ e

other papers accumulated in the general (Cut off at end of each year, destrey

administration of the activities of the 2 years thereafter.)

Section. Filed alphabetically by subject.
(1958-1960)

10 INTERIM ASSIGNMENT SECTION WEEKLY REPORT FILE

~ Consists of correspondence, reports, and 3.0 Temporary. Destroy when 2 years old.

Consists of activity reports prepared weekly .2 Temporary. Destroy when 1 year old.
for the Section Chief; reports contain the (Cut off at end of each year; destroy
number of people in the Section, EOD's, 1 year theredfter.)
number officially assigned to the various
offices, number scheduled for training, etec.)
and are used in preparing the Semi-annual Report.
Filed chronologically.
(1959-1960)

~ 11 STATUS OF PROCESSING FILE

Consists of Form 887, Interim Assignment .3 Temporary. Destroy when 1 year old.
Record, received by the Section on each (Cut off at end of each year; destroy
applicant prior to their EOD. Cards are 1 year thereafter.)

used as reference to the status of processing
of each individual and in determining the

type of work assignments in which they may
participate. Filed alphabetically by name.

Ral 2006/4H29mClA ZA000100230003-5
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Approved For Release 2005/11/21 : CIA r*z k8'804572000100230003-5
12 | WORK PROJECT FILE ’

Consists of reports prepared by the Interim 1 Temporary. Destroy 6 months after
Assignment Section on each work project completion of project.

received by the Section and is used to
control the project and for reporting

> purposes on man-hours expended. Report
contairs information such as project number,
project title, date teceived, date completed;
- etc. Filed numerically by project number.
(Current)

IAS PERSONNEL CONTROL AND ADMINISTRATION FILE

Consist of 3x5 cards prepared on clerical L Pemporary. Destroy when 2 years old.
personnel assigned to Interim Assignment Transfer to inactive file upon reassignment
Section for administration. Card contains or semaration of employee; destroy 2 years
name, EOD date, schedules for medical, thereafter except time and attendance and
training, work assignments, job interviews, leave records which are destroyed vhen
etc., and Time and Attendance Report and suspended.

leave records.

AVAILABLE HOUSING FILE

Consists of Form 580, Housing Record, 5 Pemporary: . Destroy when superseded

containing information on housing available or obsolete.

in the Washington, D. C. area. The file

serves as a source of information necessary

to assist Agency employees in locating
satisfactory housing. Arranged by type of
housing in visible file books.

BULLETIN BOARD NOTICE FILE

Consists of completed copies of Form 478, .2 Temporary. Cut off at end of each month;
Bulletin Board Notice. This procedure was destroy one month thereafter.
established for purpose of reviewing all
items posted to ascertain that there is no
Security hazards involved; also items con-
cerning housing and car pools are extracted
for inclusion in appropriate Service Files.
Filed chronologically.

A“ﬂrnwm»mma%mw““ 0250
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) Approved For Release 2005/11/21 : CIA- 7A000100230003-5
TRANSPORTATION REQUEST FILE

Consists of Form 878, Transportation Temporary. Destroy when request is
Requested, and 878, Transportation Offered . filled or canceled.
This file is used to assist Agency employees
in forwing car pools. Filed by locality by
name of requestor thereunder.

(Current)

REFERENCE PUBLICATIONS FILE

Consists of published material such as CIA . Temporary. Destroy when no longer needed
Regulations and Notices » OP Memorandums, for reference purposes.
and similar reference material.

LIBRARY MATERIAL
Consists of bound library books, dictionaries, 18.0 Temporary. Return to Library when no

guides, manuals, etc., maintained for longer needed for reference purposes.
reference purposes.

M%WMM
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CONCHRRENCE

»

OFFICE, DIVISION, BRANCH s14g

\fg Personnel, Personnel Opemtgns Division, €3-Suppert—Bmanch T [
G}W p @v*uufa,‘-”""‘i‘ 77 ¥ <J7 -7 u/LL//éG
ITEM FILES IDENTIFICATION VOLUME 7 DISPOSITION INSTRUCTIONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

,’{‘3,,'7"/{‘” £ 4(“f P
-8
D . (e

B2

N DIVISION SUBJECT FILE
Congists of directives, and miscellaneous 1.0 Temporary. Destroy when 2 yéars old.
organizational and procedural material used {Cut off at end of each year. Destroy 1
in support operations of the Agency's year thereafter.)

personnel support function. Examples of the
subjects are: Summer-Only Program, termi-
rations, retirements, utilization of scientific
personnel, and consultants, LWOP policy,
Allowances, promotions, training, and
personnel policy in genexral. Arranged
alphabeticadly by subject.

(1957-1960)

2 ACTIVITY REPORIS FILE

8

Consists of activities and work volume R Temporary. Destroy when 2 years old.
reports from the individual Placement Officers. (Cut off at end of each year; destroy
These reports contain statistics on the number 2 years thereafter.)
of applicants in process, EOD's processed,
‘ follow~-up interviews, reassignments, applicant
cancellation, etc which reflect work load of
the Branch. Reports are retained for future
planning purposes. Filed chronolegically. i ()Q;.*”
(1958-1960) AV
3 ANNUAL REPORT ON JUSTIFICATION FOR CONSULTANTIS A '\(”“A
Consists of Completed Form 503, Justification < .5 Temporary. Destroy when 5 years old.
for Consultant containing name of consultant, (Cut off at end of each year, transfer to
office, division, estimated use and duties to Records Center one year thereafter.)

be performed. This information is the basis

for planning and budget requirements.
(1957-1960 FY incl)

Approved For Release 2005/11/21 : CIA-R %7A000100230003-5
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Consists of files maintained by the Placement b Temporary. Destroy when 1 year eld.
Officers containing coples of Form 537,
Request for Qualifications Register Analysis,
which represent positions %o be filled. Thi
form serves as a request from an office for
‘the Placement Officer to provide qualified
personnel from within the Agency to fill
vacancies and to effect reassignment of
personnel. Filed chronologically by date of
request.

@ (1959-1960)

5 RECRUITMENT REQUEST FILE

Consists of copies of Form 1152, Request for .2 Temporary. Destroy when 1 year old.
. Personnel Action, submitted by organizational (Cut off at end of each year; destroy 1 year
units as recruitment requests. -Original thereafter.)

copies of forms are forwarded to the FRB for
. preparation of the Personnel Requisition

Inventory Card (Form 1078). These coples of
the form are maintained by Placement Officers|
for reference purposes. Filed chronologically
by date of request.

(1958-1960)
6 MACHINE LISTINGS FILE
‘ Consists of IBM listings containing rosters 1.0 Temporary. Destroy when superseded or
of personnel and statistical information on ebselete.

personnel activities including PCR's main-
tained for convenience of reference.
(Current)

T PLACEMENT OFFICER'S HANDBOOKS

Loose Leaf file consisting of pertinent laws,| 1.0 Temporary. Destroy when superseded or

directives, OFM's, Agency Regulations, Notices obsolete.

Handbooks etc (20-series), Classificatien

Standards, wage scales, ferms etec.
(§urrent

Annrn\mﬂw;u@mnmmmﬂmnﬂ
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8 | PLACEMENT OFFICER'S WORKING FILES

Consists of copies of correspondence » copies Temporary. Destroy when no longer needed
of reperts, overseas vacancy reports, for reference purposes.
reassign requests and other papers collected
and maintained by individual Placement Office
Files are maintained for background informeti
and reference purposes. Filing arrangement
varies with each file.

(1958-1960)

EMPLOYEE SUMMARY WORK SHEET FILES

Consists of Employee Summery Worksheet . Temporary. Destroy when employee terminates.
containing information on employees, wuch as
work experience, education, training, quali-
fications, present position, etc. The work
sheet is used by Placement Officers in
evaluating an employee's qualifications and
effecting his placement or reassignment.
Filed alphabetically by name.

(195k-1960)

POSITION DESCRIPTION FILES

Consists of copies of Form 387 » Position . Temporary. Destroy when superseded or
Description, maintained by the appropriate obsolete.
Placement Officer on each position, filled ox
vacant, under his jurisdiction. The form
contains information on the position such as
-title, number, requirements, duties, responsil-
bilities, etc. The file is used to assist in
the selection of personnel to fill vacant
positions through reassignment or appointment;
action. Filed organizationally and by
position thereunder.

(Current)

—Appreved-For-Release-2006/44/24--ClA-RSP ANIYI27 0001002300035
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‘ 11 INTERVIEW FOLLAWRRIPVes Eor Release 2005/11/21 : CIA- 87A000100230003-5
Consists of 3 x 5 cards used as a tickler .1 Temporary. Destroy after completion of
in scheduling follow-up interviews on new follow-up actions. )

employees for purposes of determining job
satisfaction and advising them on problems
v which may have arisen. The cards contain
the name of employee, EOD date, where assigned,
and title and grade. Filed chronologically by

- follow-up date.
(Current)
I 12 APPLICANT PROCESSING FILES
a. Consists of Form 835, Appointment R Temporary. Destroy 3 months after completion
Processing Record (5" x 8"), containing of processing. (Place in inactive file upon
information on applicants, such as date completion of processing destroy 3 months
of security lnitiation, date interim thereafter.

letters were sent, physical location of
folder, ete. Card is used as a referencq
to the processing status of each applicant.
Filed by the Three Major Components (DDs
DDI and DDP) and alphabetically thereunder.

(Current)
b. Consists of Form 835a, Appointment Tab 1 Temporary. Destroy upon completion of
Control, used as a tickler for Form 835, processing.

Appointment Processing Record, and to
schedule interim correspondence sent to

‘ ‘the applicant during processing.
13 EMPLOYEE AND APPLICANT FOLDER CONTROL IOG
Logs maintained as a record of the receipt 2 Temporary. Destroy when 1 year old. (Cut
. and dispatch of employee and applicant off at end of each year; destroy 1 year
. folders charged to the Branch. ILogs contain thereafter) .

name of requestor, disposition and date.
‘ Filed chronologically.
) (1958-1960)

memmmm 00230003-5
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1

1k LWOP CONTROL FILE

Consists of LWOP Suspense file maintained .1 Temporary. Destroy when 1 year old. (Cut
for control purposes; file arranged off file at end of year; destroy 1 yearxr
alphabetically. thereafter.)

(1958-1960)

15 PRINTING SERVICES REQUEST
Copies of Form #30, Request for Printing 1 Temporary. Destroy when 1 year old. Cut
Services on FHS's reproduction request. off at end of 1 year, destroy 1 year
thereafter.

. 16| REFERENCE FUBLICATIONS FILE
Consists of published material such as 4.0 Temporary. Destroy when superseded or
regulations, notices, handbooks, guides, obsolete.

classification and qualifications handbooks 5
etc. mintained for reference purposes.

A . ZA000100230003-5

FORM NO. ‘393 USE PREVIOUS

) JAN S8 EpITiONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET tan)




~

Approved For %Iease 2005/11/21": CIA-RDP78-00487A000100230003:5

SEGAET

nvwv-x

[PHMS

10 December 1963

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Schedule L40-63 for Clandestine Services
Personnel Division, Office of Personnel

RESCINDS : Records Control Schedule 40-60, pages 60-67

1. Attached hereto is Records Control Schedule 40-63 for the
Clandestine Services Personnel Division, Office of Personnel.
Items have been updated and modifications made where necessary.

2. It is requested that this schedule be substituted for
the one presently in effect as soon as possible.

RAO/OP

Attachment:
RCS 40-63, CSPD/OP

APPR é 522if5>§%g3;/
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16 December 1968

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Schedule for Placement Division/Office
of Personnel, Items 3-9

RESCINDS : Items 3-9 of Schedule dated 1 May 68

1. Transmitted herewith are revised pages to the Records
Control Schedule for Placement Division/Office of Personmnel.
This schedule was rewritten in order to correct disposition
instructions for items 3a and 6. The change in the latter was
made necessary by the breakdown of special interest files on
whom security has been initiated. Those of "limited special
interest" will be destroyed at the Records Center when three
years old; those determined to be of "extra special interest"
will be held in the immediate work area and reviewed for pos-
sible destruction after a period of three years.

2. Since the segregation of these files is presently
under way and in order that a deposit of "limited special
interest" applicant files may be made to the Records Center
at the earliest possible time, it is requested that this
schedule be approved without delay.

RAO/OP
Attachment:
Items 3-9, Records
Control Schedule for
__ Placement Division/OP

X1

APFROVED

CIA ReTUTUS AUMINISTIECTION UITICer |

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5




SCHEDULE NO.
RECORDLOYEN TRULRelersw2005/11/21 : c;A-RDP78-oonzelmmnﬂnnoa-5
N .

[P

J OFF1CE, DIVISION, BRANCH

Office of Personnel/Recruitment Division . e
Chief, RD/OP

FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

DIVISION SUBJECT FILES

a. Consists of studies, personnel require- Permanent. Screen periodically and destroy
ment forecasts, recruitment "reading file" and material of no future value. Retain remainder
memoranda, material relating to the Agency re- in current files area until no longer needed
cruitment advertisement effort, picketing prob- for current reference; then forward to Agency
lems, summer employment, and the Co-op Program. Records Center.

Also included in this file are annual and special
reports such as the one-hundred university re-
ports prepared by university associates and
senior Agency officials evaluating various col-
leges and universities, material of a historical
nature as well as current working papers pertain-
ing to the over-all operation of the Agency's
recruitment program.

(1954 - )

P
b. Includes monthly activity reports, can- Temporary. Cut off annually. Hold two years

cellations, printing requisitions, chrono files, and destroy.

budgetary material and other administrative-type

files.

(1964 - )
UNIVERSITY ASSOCIATES FILE

Consists of case files on university as- Temporary. Upon termination of associate,
sociates. Files contain justification for asso- forward file to Office of Personnel File Room
ciate, personal service contract, request for for disposition.
personnel action, travel vouchers, travel expense
records, and related correspondence. Filed alpha.

El

Approved For Release 2005/11/21 : CIA-R MMAJMMM 002300035
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Approved For Release 2005/71721 : CIA-RDP78-00487A000100230003-5

s
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b

€D

“ .| 3. | CARD FILES LIS B

- a. Consists of Form 835, Appointment Pro- 2.4 |Temporary. Upon cancellation or completion
cessing Record (5x8 card) containing information of processing, place in inactive file. Cut
on applicant such as date of security initiation, off end of each fiscal year. Destroy one year
date interim letters were sent, physical location thereafter. ' '
of folder, etc. used as a reference to the status
of each clerical applicant in process.

(1965 - )
b. Consists of Form 8387, Interim Assignment .7 v Temporary. Upon assignment of individual

. ’ Record, used to maintain control and status of place in inactive file. Cut off at end of
each employee assigned to the Pool. Card includes each fiscal year. Destroy two years from the
such information as employee's nsme, serial no., end of the current calendar year.

date of birth, position title, grade, shorthand
and typing qualifications, elearances, medical and
polygraph eppointments, etec.

(196

6 - )
/| o

¢. Consists of Form 642, Personnel Emergency " .1 |Temporary. Upon full clearance, forward to
Loeator Record, containing pertinent information employee's office of assigmment.
regarding employee and his/her emergency addressee S ) . S

(Current) : /

d. Consists of 3x5 cards on individuals in- .1 |Temporary. Hold two years and destroy.
terviewed who are felt to be good prospective : e
employees. )

. (Current)

e. Consists of 3x5 cards on individuals who .1" | Temporary. Cut off annually. Hold two years
are referred to the Agency by Congressmen, the © - | and destroy.
White House, and other high echelon requiring
special attention.

(1965 - )

£. Applicant information retained on a .2 / Temporary. Retain for six months after be-

vheeldex. Information consists of applicant's coming inactive; then destroy.

neme, recruiter, recommended for, and where file
has been sept. .

~ Approved For Release 2005/11/21 : CIAR 7A000100230003-5
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L,

Approved For Release 2005/11/21 : CIA
REPORT OF INTERVIEW FILE \

a. Consists of Forms 1667a, Report of Inter-
view, and 166Tc, Clerical Report of Interview,
prepared by recruiter on each candidate that has
completed application forms. This file provides
a record of all recommended candidates. Filed

alpha.
(1966 - )

b. Comsists of Form 1667Tb (VITA) used by
Washington Area Recruitment Office in interview-
ing all applicents. Filed alphabetically.

EMPLOYEE SUMMARY WORKSHEETS

Consists of Employee Summary Worksheets
containing information on employees, such as
work experience, education, treining, qualifica-
tions, present position, ete. Used in evaluating
employee's qualifications and in effecting his/
her placement or reassignment.

RECRUITER FILES

a. Consists of correspondence, memoranda,
and other papers pertaining to field activities
of individual recruiter. Filed alphabetically.

b. Consists of travel case files on re-
cruiters. Included are travel orders, vouchers,
statement of accounts, requests for advance of
funds and related papers. Filed alphabetically.

e¢. Consists of logistical files for each
recruiter. Included in this file is all equip-
ment and supplies charged to each individual.

{iad

FORM NO. ‘393 USE PREVIOUS

1 JAN 56

EDITIONS.

Approved-For-Release-2006M4/24-CH-RBPF8-06487A6661662300038=5
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D487A000100230003-5

Temporary. Cut off each year.
two years old.

Destroy when

Destroy upon receipt of applica-
Otherwise, destroy after eighteen

Temporary.
tion forms.
nonths.

Temporary. Destroy after follow-up interview
six mohths after entrance on duty.

Temporary. Screen upon reassignment or
termination of recruiter. Destroy material
no longer needed, Transfer remainder of
material to appropriate file. ’
Temporary. Destroy material more than two
years old.

Temporary. Screen upon reassignment or
termination of recruiter. Destroy material
no longer needed. Transfer remainder of
materisl to appropriate file.

CONTINUATION SHEET
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Approved For Release 2005/11/21 : CIA-H
CONTRACT SECRETARIES FILE )

Consists of case files on individuals serving
in domestic field offices.
(Current)

OFFICIAL APPICANT FILES

a. Conslists of correspondence and other
material pertinent to individuals applying for
clerical employment. Filed alphabetically.

(Current)

b. Consists of case files on applicants that
have been referred to recruiters for further in-
formation. Filed alphabetically by recruiter.

(Current)

OFFICIAL PERSONNEL FOLDERS

Consists of official personnel folders on
individuals presently awaiting full clearance who
are on duty in the Pool. Also included are files
on individuals who have already been assigned dbut
actions have not been cut.

SUMMER ONLY FILE

Consists of official personnel folders of
former employees as well as official applicent
files on individuals being considered for summer
employment with the Agency.

(Current)

LEAD/SOURCE FILE

Consists of case files on colleges and
universities, technical, secretarial and high
schools. Contain correspondence, reports of con-
tact and other papers pertaining to the utiliza-
tion of specific leads and sources. '

RDP78-004,

3/

B7A000100230003-5

Temporary. Upon cancellation or termination
of individual forward file to CPD for its
disposition.

Temporary. If individual enters on duty, for-
ward file to Office of Personnel File Room.

If individual does not enter on duty, file
should be sent to Placement Division for
disposition.

Temporary. Upon receipt of all information
from recruiter, return file to interested
component.

Temporary. Upon permanent assignment end
action cut, forward file to OP/File Room.

Temporary. If individual enters on duty, for-
ward file to OP/File Room; otherwise smmd file
to Placement Division/OP for processing.

Temporary. Screen periodically. Destroy

material no longer needed.

NP78-00

87A000100230003-5

FORM NO.
1 JAN 56
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2 . t-12. | RECRUTTMENT REQU%?H?HE%%ReIease 2005/11/21 : CIA; RDP78-00L¥87A000100230003-5

o

Consists of Form 1078, Recruitment Requisi- 2. Temporary. Destroy when request is filled or
tion. Form used in furnishing recruiters guides cancelled.
for recruiting. Filed by office.

13. | BRIEFING MATERIAL

y
1 a. Consists of copies ofmnployee .5 | Temporary. Destroy when revised.
Conduct. This handbook is required reading for

all new employees.
N

b. Consists of security regulations which 1.0 | Temporary. Destroy when revised.

. are used in the orientation of new clerical

employees. These regulations ere required read-

ing for all new employees. ;

14, | FLEXOWRITER TAPES \//

Consists of flexowriter tapes used in pre- .2 | Temporary. Destroy when superseded or obsolete.
paring routine correspondence.

15. | ORIENTATION FOLDERS V'/

Individual folders containing information 1.0 | Temporary. Upon permanent assignment, material
accumulated by Pool personnel during Agency is given to employee for disposition.
orientation for their own use. Filed alpha.

16. | NATIONAL INTELLIGENCE ESTIMATES
‘ Consists of estimates that are forwarded to 1.0 | Temporary. Return to originator when no

recruiters for their own information. longer needed.
17. | REFERENCE MATERTIAL

Consists of brochures on housihg, recreation, 16.7 | Temporary. Destroy when revised, obsolete, or

local colleges and other matters of interest to no longer needed except certain machine l1ist-
individuals newly arrived in the area as well as ings which will be returned to SRB/CD/OP when
Agency regulatory issuances, test samples, no longer of interest.

machine listings, log books, and other materisl
used for reference purposes.

104,
Approved For Release 2005/11/21 : CIA -00487A000100230003-5
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10 August 1967

MEMORANDUM FOR: Chief, Records Administration Branch, SSS-DD/S

THROUGH : Chief, BSD/OP
Chief, Audit Staff

SUBJECT : Change in Disposition Instructions - Records Control
Schedule 40-64 for Insurance Branch/BSD/OP, Item k&
only

RESCINDS : Item 4 only - Records Control Schedule 40-64 for

Insurance Branch/BSD/OP

1. It is requested that the sttached page be inserted in order
to correct the disposition instructions for Item k.

2. The disposition instructions for Item 4 are being changed in
order to allow the retirement of certain material pertaining to insur-
ance claims of active Agency employees., Until now, all claims material
has been retained in the immediate work area until the employee termi-
nates employment.

3. It would be appreciated if you would insert this correction as
soon as possible in order that material now being retained in the Insur-
ance Branch can be forwasrded to the Records Center.

ARV UL

Attachuent:
Revised Item 4, RCS LO-6k
- for OP/BSD/IB

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100239()0}5_' ‘
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|SCHEDULE NO.

il &
& | oFFice. pivision, Branch Q , z ) D/..I QQ p S B
: Office of Personnel, Rer o ns a/C1ddiod s ”"“;
Chief, (BP/POD/CAB /. Muj/wﬂ Z f
E /
'JOTA (TITLE, DESCRIPT%)F,E ikkiﬁg;gg\wvgh‘mcwswﬁ DATES) (c‘{;g?gMpEr. ) DISPOSITION INSTBUCTIONS
1. ERANCH SUBJECT FILES
a. Consists of procedural material dealing 2.2 Temporary. Screen periodically. Destroy
with clerical applicant processing, including material no longer needed. Retain remainder
1 travel allowancesl_—p_l ceiling matters, in current files area.
specilal reports, special project files, and other
: material accumulated in the administration of the
Tranch.
(1959 - )
b. Consists of monthly reports, work project{ 5.2 Temporary. Cut off annually. Destroy
reports, orientation listings, budgetary estimatesw, when two years old.
" training requests, requests for outside activity, :
chrono files, and other files of & routine ad-
ministrative nature.
(1954 - )
2. APPLICANT FILES
Consists of correspondence and other materiall 9.2 Temporasry. Upon cancellation or entrance on
pertinent to individuals applying for clerical duty, forward appllcant file to OP/File Room
employment. Filed alphabetically. for disposition.
3. OFFICIAL PERSONNEL FOLDERS
Consists of official personnel folders on 1.5 Temporary. Upon permanent assignment, for-
individuals presently awaiting full clearance who ward file to OP/File Room.
are on duty in the Pool.
b, APPLICANT PROCESSING FILE
a. Consists of Form 835, Appointment Pro- 1.0 Temporary. Upon cancellation or completion
. cessing Record (5x8 card) containing information_ of processing, place in inactive file. Cut
on applicant such as date of security in1tiat10n§ fﬁi& §f §ach fiscal year. Destroy one
date interim letters ARSrouat e Bt R ™ A RDP78- 0B A7 A8 E8E 568035

FORM NO.
t JAN 56

USE PREVIOUS
'39 EDITIONS,
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DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 :&@ﬁﬁm-om

of folder, etc. used as a reference to the status
of each clericel applicant in process. Filed
alphabetically.

(1962 - )

b. Tickler file (3x5 card file) used to
schedule interim correspondence sent to applicantg
during processing. Filed chronologically by date
of follow-up.

STATUS OF PROCESSING FILE

Consists of Form 887, Interim Assignment
Record, used to maintain control and status of
each employee assigned to the Pool. Card
includes such information as employee's name,
serial no., date of birth, position title, grade,
shorthand and typing qualifications, clearances,
medical and polygraph eppointments, etc.

(1963 -
BRIEFING MATERIAL

a. Consists of copies o;t‘l .Employee
Conduct. This handbook is required reading for

all new employees.

b. Consists of security regulations which
are used in the orientation of new clerical
employees. These regulations are required read-
ing for all new employees.

c. Briefing material given to individuals
who will assume cover.

FLEXOWRITER TAPES

Consists of flexowriter tapes used in pre-
paring routine correspondence.

(SRR

FORM NO.
1 JAN 56

USE PREVIOUS
~|393 EDITIONS.
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Temporary. Desbroy upon cancellation or
completion of processing.

Temporary. Upon assignment of individual,
place in inactive file. Cut off at tieend
of each fiscal year. Destroy one year
thereafter.

Temporary. Destroy when revised.

Destroy when revised.

Temporary.

Destroy when superseded or
-obsolete. - )

ZA000100230003-5

Destroy when revised or obsolete.
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Approved For Release 2005/11/21 : G -
8. EMPLOYEE SUMMARYPEIORK SHEETS %Efﬂﬁs 004B7A000100230903'5
Consists of Employee Summary Work Sheets .2 Temporary. Destroy after follow-up interview
containing information on employees, such as work six months after EOD.
experience, education, training, qualifications,
present position, etec, Used in evaluating
employee's qualifications and in effecting his/
her placement or reassignment.
9. PERSONNEL LOCATOR CARD FILE
Consists of Form 642, Personnel Emergency .1 Temporary. Upon full clearance, forward to
Locator Record, containing pertinent information employee's office of assignment.
regarding employee and his/her emergency addressee.
(Current)
10. ORIENTATION FOLDERS
Individual folders containing informaticn 1.0 Temporary. Upon permenent assignment,
accumulated by Pool personnel during Agency meterial given to employee for disposition.
orientation for their own use. Filed alphabetically
by employee's name.
11. SUMMER EMPLOYMENT FILE
Consists of regulations, requirements, rank- 5 Temporary. Disposal not asuthorized at this
ing procedure, component requests regarding time. Retain in immediate work area for
summer employment. Also included is pertinent reference purposes.
information on past summer employees. (No prograg
in 196k4)
(1958 - 1963)
12. LOG BOOKS
Meintained on receipt and dispatch of eppli- .5 Temporery. Cut off end of each fiscal year.
cant files and official files of individuals Destroy one year thereafter.
wishing reassignment, security/medical rejects,
cancellations, and names of individuals assigned
to Interim Assignment Section who have been
officially assigned.
7 R TY
SCORET
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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A 13. | REFERENCE MATERTAL Si'pf:'g‘*

& . b i b

a. Consists of copies of sample letters .3 Temporary. Destroy when revised or no longer
used as guides in preparing routine correspondence]. needed.
. b. Consists of brochures on housing, recrea- 9.2 Temporary. Destroy when revised, obsolete,

tion, local colleges and other matters of interest or no longer needed.

to individuals newly arrived in the area as well
as Agency regulatory issuances, test samples and
other material used for reference purposes.

o |

Y SRERN]

a Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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2l September 1965

MEMORANDUM FOR: CIA Records Administration Officer
THROUGH : Chief, Personnel Operations Division/OP

SUBJECT : Records Control Schedule 40-65 for OP/POD/
Qualifications Analysis Branch

RESCINDS : Records Control Schedule 40-60, pages 109-111

1. Attached hereto is Records Control Schedule 40-65 for
OP/POD/Qualifications Analysis Branch. This schedule was re-
written in order to reflect the current categories of records
maintained by the branch.

2. The approval of this schedule will complete the re-
vision of the Records Control Schedule for the Office of
Personnel. However, schedules for two recently established
offices have not as yet been prepared, i.e., the CIA Retirement
Staff and the Retirement Branch, the latter under the Benefits
and Services Division. These will be submitted shortly.

RAO/OP
Attachment:
RCS 40-65, OP/POD/QAB

APPROQ

misiration eer

(;"’.“r"" E‘“ A ‘“7

Lo automatie
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30 November 1965

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised page 4 of Records Control
Schedule 40-64 for the Statistical
Reporting Branch, POD/OP

RESCINDS : Page 4 of Records Control Schedule 40-64
for Statistical Reporting Branch dtd 8 May 64

1. Attached hereto is revised page 4 of Records Control Schedule
40-64 for the Statistical Reporting Branch, POD/OP.

2. This page was rewritten in order to change the disposition’
instructions for Item 5e. It has been requested by the Agency
Historical Staff that Report 960A, an alphabetical listing of all
1 ersonnel containing pertinent

personnel Iocator information on each individual, be retained for a
period of six years.

25
RAOJOP
Attachment] 25
Revised page 4
APPROVE g &&/ /7{ a
y _ Date
1011 cey

- ! - T
-~ 1‘\
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28 February 1966

MEMORANDUM FOR: CIA Records Administration Officer

THROUGH : Chief, Benefits & Services Division/OP
SUBJECT . Records Control Schedule 40-66 for OP/BSD,
Retirement Branch
REFERENCE : Records Control Schedule 40
RESCINDS : I;eczﬁ.s Control Schedule 40-64 for C/BSD/OP, Item
o

1. Attached hereto is Records Control Schedule 40-66 for the
newly established Retirement Branch under the Benefits & Services
Division/Office of Personnel, This schedule reflects all current
functions of the branch. It not only rescinds Item 5 of Records
Control Schedule 40-64 for C/BSD/OP but all other portions of that
schedule and the one for Benefits & Counseling Branch which deal
with Civil Service retirement.

2. It is requested that this schedule be approved and that
it be included in Records Control Schedule 40 with other schedules
falling under the jurisdiction of the Benefits & Services Division.

25X
/
= RAO/OP
Attachment:
RCS 40-66 for
OP/BSD/RB
25X

APPRO 7 M/ F&

Date

CIA Lccords Administration Olhcer
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14 May 1965

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised page 2, Records Control Schedule 40-63,
Incentive Awards Branch, BSD/OP

RESCINIS : Page 2 of above schedule dtd 17 Dec 63

1. Attached hereto is revised page 2 to Records Control
Schedule 40-63 for Incentive Awards Branch, BSD/OP.

2. This page was rewritten in order to change the disposi-
tion instructions for Item 4a2, Honor and Merit Award Case Files.
These files contain recommendations, notices of award presentation,
and background correspondence on individual cases, some of which
are of a sensitive nature. All inquiries relating to honor and
merit award cases are directed to the Incentive Awards Branch which
feels that this material has lasting historical value and should be
retained indefinitely.

3. Since there is material awaiting retirement at present,
your approval of this amendment in the near future would be
appreciated.
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< ;;‘,! : ATRRR SCHEDULE NO.
& RECARPBoveN FROLRBO#ENLDO5/11/21 \GIAKPP78-00487A800450230003-5 S
OFFICE, DIVISION, BRANCH ﬂ fo @ i Q5o b;{ ,S’)?u? /76( 2]
Office of Personnel, Perseaael—@pera—ﬁ&ene—l;wﬁfon;‘
Trensactions & Records B: h
ras Branc Chief, OP/POD/TKB 7 SEP 1965
IF:ITOEM (TITLE, DESCRIPTF;OHIG,ESARIR%?;H;\;T(‘:.AUV%NINCLUSIVE DATES) (C‘lll(l)?%gMIET.) DISEASITI ON INSTRUCTIONS
1. BRANCH SUBJECT FILES
Consists of monthly reports, correspondence 2.0 Temporary. Screen periodically. Destroy
and procedures deeling with salary, pay edjust- material no longer needed. Retain remsinder
‘ ments, personnel processing, service computation, in immediate work area.
hiring of certain categories of personnel and
other material accumulated in the over-gll ad-
ministration of the branch.
(1956 - )
2. FITNESS REPORT MACHINE LISTINGS
ADPD Job 184 reflects information regarding 2.5 Temporery. Destroy when six months old.
: fitness reports. Information includes individualls
name, serial number, DOB, SD, occupation, grade,
office of assignment, type of report due, etec.
Arranged by office of assignment, grade there-
under. Monthly. '
(1965 - )
, 3. OFFICIAL PERSONNEL FOLDERS
*.,- ' a. Consists of official personnel folders [1097.5 Temporery. Upon true separation, screen and
containing papers which completely document the destroy duplicate documents and place in in-
service of an-employee - staff employees, con- active file. From time to time files will Dbe
sultants, and part-time employees paid on a retired to Agency Records Center after screen-
"when actually employed" basis. Filed alpha. ing each file for that portion documenting
by name. prior Federal Service which will be trans-
ferred to Federal Records Center along with a
notation regarding individual's Agency employ-
ment unless individual has transferred to
another Government agency and that Agency has
requested the individual's file. The CIA por-
\ I i~ttop;pf—thel file will then be forwarded to the
Approved For Release 2005/11/21 : CIA. ﬂ?DP?‘L-OMIE?AG@MWQ‘S&OO:}é
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Transactions & Records Branch

x
Item L. Superseded by Item 3 of
Placement Div. Schedule dtd 1 May 68

Item 6 *superseded by Item 6 of
Placement Div schedule dtd 1 May 68
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ITEM NO.|

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 :
OFFICIAL PERSONNEL FOLDERS (Cont'd) @

b. Consists of official folders containing
papers which document the emplgyment of native
personnel by 00/FBID. Folder includes application
for employment, employee agreement, anti-strike
affidavit, and personnel actions. Filed by Bureay
and alphabetically by neme thereunder.

APPLICANT CONTROL FILE L aaae A )
( 7F6 & St

These 3x5 cards are“maintained on all indi-
viduals who have applied for Agency employment.
Card is used for control purposes and charge-outs
during active processing and denotes pertinent
information such as any security disapproval,

special interest and other informetion of impor-

|A-RDP78

00487A000100230003-5

Agency Records Center and destroyed 75 years
after birth of employee or 60 years after date
of earliest document in the folder if date of
birth cannot be ascertained, provided employee
has been separated or retired for at least 5
years; or destroy 5 years after death of
employee whichever is sooner.

| | retire to Agency Records

7.0

tance regarding the applicant, including date
file sent to RID if applicable or job and box

LOCATOR FILE

a. OStrip file on all retired official per-
sonnel files. Strip contains name, DOB, employee
serial no., Records Center Job and box number.
Used for recalling OPF. Filed alphabetically.

FORM NO. '39‘ USE PREVIOUS

1 JAN sg

Center In entirety. Upon receipt of notifica-
tion of termination of |

return folder to active file or handle as true
separation as appropriate.)

Temporary. Upon termination of individual's
employment, place in inactive file and retire
in entirety to Agency Records Center upon
accumulation of one foot or more. Retain for
same perlod of time as prescribed in "a" above

Temporary. Cards will be held two years and
destroyed on those files forwarded to RID.

A1l other cards will be destroyed when appli-
cant folder is destroyed EXCEPT for the follow
ing which will be retained indefinitely in
immediate work area:

Temporary. Retain in immediate work ares
until file is no longer at Records Center.

(Upon_separation

Approved For Regase 2005772 Cl

EDITIONS.
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: Approve Fcf Release 2005/11/21 : ~\Aﬁﬁgﬂ78-00487A000100230003-5
b. Consists of wheeldex cards maintained on 3.6 Temporary. Disposal not authorized. Retain -

Agency employees past and present containing name in immediate work aresa.
of employee, office of assignment, blocking in-
formation, etc. Used as reference to PI records
and as a guide in answering inquiries of credit
reference, salary, etc, Color of card indicates
amount of information which may be divulged.
Filed alphabetically by name.

0*— P 5 -
6 OFFICIAL APFLICANT FOLDERS s“?}“’w'w\/ i’sé? w;é%_ )
Consists of official applicant folders on all| 312.0 Temporary. Material in official ppplicant

individuals vwho have spplied for Agency employ- file becomes a part of the official personnel
. ment. Folder includes various items of informa- folder should individual enter on duty. Can-
tion, such as correspondence and resumes, espplica- celled applicant files will be retained as
tion for employment, report of interview, personal : outlined below. (Should file be recalled
history statement, and request for security because of recontect, it will be done so on a
clearance. There are three categories as follows: permanent basis.)
1 From time to time files will be retired to

Agency Records Center and held for a period
of two years. At the end of that time, files
J will be destroyed. i

File will be forwerded to RID for disposition
at time reject letter is sent to applicant.

‘ Retire to Records Center from time to time. i
Hold for five years and forward to Exec. Ass%.
to D/Pers. for review. If file is still con-

7. | SERVICE RECORD CARD FILE (SF-T)

Consists of copies of SF-7, Service Record 18.8 | Temporary. - Disposal not suthorized. Upon
Card, maintained on each staff employee, |;| termination of individual, transfer to in- 25}
1 mand consultant. File provides picture o active file and continue to retain in im-
=8ll organizational segment and shows such mediate work area.

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

10.

11.

f proved For Release 2005711/ g
information as location of employee, vacan¥

pending actions, and memes of incumbents of poei-
tions. File also provides a summarized record
of the employee's service. Service record cards
on staff employees and staff agents maintained
organizationally; service record cards on con-
sultants maintained alphabetically.

EMPLOYEE INQUIRY AND ACTION FILE

Consists of Form 81, Record of Inquiry and
Data Released, containing a record of information
on employees furnished in response to inguiries
directed to the Agency. Filed alphabetically
by name.

PERIODIC STEP INCREASE SUSPENSE FILE

a. Consists of Form 560, Notification of
Pay Change, which has been preprinted with neme
of employee, organizational assignment, and effec-|
tive date of PSI.

b. Consists of machine run listing all in-
dividuals by orgenization due for PSI. This
listing accompanies Forms 560.

PERSONNEL ACTION FILE

&, Consists of lists used to transmit
copies of Form 1150, Notification of Personnel
Action, to Office of Finance. File is in two
parts - one consisting of retained copies of the
transmittals and the other containing the returned|

signed copies.
(1965 - )

b. Consists of all copies of Form 1150.
PROGRAM TAPES

These tapes reflect type of action and data
needed for computer. These are used in cutting
all Forms 1150.

.2

5

.1

1.0

.8

Temporary.

Temporary.

Temporary.

Temporary.

Temporary.

‘Temporary.
systen.

Approved For Release 2005/11/21 fijf:[AERl
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Upon termination of individual,

transfer to inactive file and continue to
retain in immediate work area for five years.
At the end of that time, Qdestroy.

Release to Office of Finance one

week prior to effective date of PSI.

Hold six months and destroy.

Destroy when three months old.

Hold two months and destroy.

Hold until replaced by new

7A000100230003-5
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IR Approved For Release Z0UST1727 ;{5{.‘1%3 .Fll:.'78-004 7A000100230003-5
12. | SERIAL NUMEER LISTINGS YN g
Consists of listings of EODs containing .5 Temporary. Cut off at end of each year.
name of employee, serial number, EOD data, office Destroy one year thereafter.
of assignment, grade, salary, funds, etc.
(196k - )

13. COURIER RECEIPTS

Consists of Form 240, Courier Receipt and .1 Temporary. Destroy when three months old.
Log Record, used to record receipt and dispatch :
of classified mail.
9. 14, | REFERENCE MATERTAL

Consists of Agency regulatory issuances, 13.5 Temporary. Destroy when revised, obsolete,

FPMs, salary tables, machine listings (combined or no longer needed except machine listings
alphe., neme changes, and others) as well as which will be returned to Chief, SRB/OP when
miscellaneous material used for background and replaced with new listing. '
reference.
\ 25
.‘ AP Pl{ ; Date :
’ cer

1468.7
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31 July 1963

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT :  Amendment to Records Control Schedule 40-60,
Benefits and Services D1v181on/Benef1ts and
Counseling Branch

RESCINIS : RCS 40-60, page 26 dtd 10 August 1962

1. Attached hereto is an amendment to Records Control
Schedule 40-60, BSD/ECB.

2. TItem 3.5 has been added to the schedule in order that
Department of Labor files on Bureau of Employee Compensation
claims involving Agency personnel may be retired to the Agency
Records Center. At the present time this material is in safes,
provided by the Agency, at the Department of Labor but storage
space is becoming a problem. These cases are sensitive in
nature and, since they involve Agency personnel and are there-
fore classified, must be stored in a secure area. The Depart-
ment of Labor does not have such a facility.

3. In order that this material may be retired in the very
near future, it is requested that you approve the enclosed
amendment at the earliest possible date.

k. The rest of the schedule remains unchanged.

25X
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Attachment:
Amendment to RCS L40-60
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SCHEDULE NO.

L REGQRIS\GoH TROIRSeASHUR05/11/21 ,%g:l%laﬁws-oo 87A000100230003-5 ___40-60

CONCURRENCE

- " v 29
‘ OFFICE. DIVISION, BR“N((:?»O-A. (a S1GNA

Personnel, Reeerds—snd-Sertiist-Sivisten, UJV —

Transactlons and Records Branch , Chief, TRB/RSD R

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

1 BRANCH SUBJECT FILE SEERET

Consists of correspondence, reports, and 1.0 Temporary. Destroy when 2 years old.

other papers accumulated in the general

administration of the activities of the

Branch. Filed alphabetically by subject.
(1958-1960)

(Cut.off at end of each year; destroy
2 years thereafter.)

2 LEAVE KECCRD FILE

~
Consists of SF 1137, Leave Record, maint ne‘él ol ~Temporary. Destroy when leave balance
\ for each lojee of the Branch as a ond is trans fﬂew"ei‘r‘&“moyee
: j the Division.

of leavy’ taken gnd accrued. Fil /,_

3
gar.5 (Item 353, RCS 40-57)
prisingfermanent documents filed on the
i side of the folder, and a section
comprising temporary records, filed on
Ny the left side of the folder. Filed alpha-
*7"7 i betically by name. )
. (Current)
a. Staff Employee Folders Temporary. Dispose of in the following
manner :
l. Upon true separation.
a. Screen and destroy duplicate documents
on left side of folder.
Approved For Release 2005/11/21 : CIA-MRH4P7AOOO10023OOO3-5
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OFFICE (F PERSONNEL - Records Control S
%0-60 (Revised)

POD/TRB Perso 3
Approved: |
Date H

(AN v~ 63

APPROVA!
Appro
Date

chedule

OFFICER,

R

SEGRET

ECRET

+TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
3. OFFICIAL PERSONNEL FOLDER FILE (Continueds) b. File folders alphabetically by name
Approved For Release 2005/11/21 : CIA-RDP78-00487 A000400; 38 file.

Cut off inactive file when no longer
required for frequent reference and
transfer to Records Center. (Portion of
file documenting prior Federal service
will be transferred to Federal Records
Center 30 days after separation of

the employee.)*

Destroy at Records Center T5 years after
birth of employee or 60 years after date
of earliest document in the folder if
date of birth cannot be ascertained,
provided employee has been separated or
retired for at least 5 years; or destroy
5 years after death of employee which-
ever is socner.

Upon true separation when employee trans-
fers to another Federal Agency.

Remove portion of file documenting
Agency service and prepare a transcript
of service with CIA. The CIA file will
be placed in inactive file pending
transfer to Records Center.

File covering prior Federal service
(documented to indicate transcripts for
CIA service will be available upon
request) will be held 30 days pending
request from gaining Agency. If no
request is received the file will be
sent to the Federal Records Center.
(This is in accordance with Special
Reference Serwice Agreement dated

14 Sept 1962 signed by Mr. Ev Alldredge,
Deputy Asst Archivist for Records
Management . )%

FORM NO. |39a USE PREVIOUS

t JAN 56

EDITIONS.
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DISPOSITION INSTRUCT IONS

b. Consultants Folders

Consists of official folder containing
papers which document the affiliation
of individuals with Agency as overt
consultants. File includes corres-
pondence and related form records
pertaining to the justification for
consultant, contract and contract
agreements, security clearance, and
consultants status.
by rame.

(Current)

c. W.A.E., Folders
Consists of official folders containing
papers which document the part-time
Agency employment of individuals paid
on a "when actually employed" basis.
Filed alphabetically by name.
(Current)

Control Record - Retired Official
Personnel Files

Consists of 3 x 2% Wheeldex cards on
Official Personnel Files Retired to

the Records Center. Card contains name
of the employee, deposit number and box
number. The information is used for
recalling OPF for temporary loan.

—Approved-horRelease-2006/4424—CHirRE

FORM NO. ‘393 USE PREVIOUS

1 JAN S8

EDITIONS.

Filed alphabetically

ITEM NO. FILES IDENTIFICATION ) | voLumE
. Approved For Release 2005/11/21 : CIA- dﬁﬂ
'\3‘ OFFICIAL PERSONNEL FOLDER FILE (Continued) s

1.0

Ll

87A000100230003-5
3. Upon separation to Staff Agent Status.

File folder alphabetically in in-
active Tile of separated employees.

a.

b. Upon receipt of notification of

termination of Staff Agent status,
return folder to active file or
handle as true separation as
appropriate.

Temporary. Upon termination of consultants
services, place folder in inactive fille

and dispose of as prescribed in disposition
instructions for Official CIA Personnel Files.

Temporary. Upon final termination of
individual's employment place folder in
inactive file and dispose of as prescribed
in disposition instructions for CIA Official
| Personnel Files.

Temporary. Retain in immediate work area
until file is destroyed at the Center.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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ATEM NO. FILES IDENTIFIiCATION l VOLUME DISPOS ITION INSTRUCT IONS

OFFICE COF Hms&ﬂd%ﬁ?"ﬁ%E@Sﬁ%'%é&?@‘ﬁ@c‘!@aﬂ@gmom87 TOB2BE063Eal=iiles (Reviged 6/10/

o 40-60 (Revised) Approved:

Date

PERSONNEL FOLDER LOAN REQUEST FILE

Consists of copies of Form 198, Certified . Temporary. Destroy upon return of folder
Request for Loan, and Form 198a, Certified to which card relates.

Report of Transfer. These 3" x 5" cards
are used in the charge out and control
system for Official Personnel Folders.
Arranged alphebetically by name. (Current)

NATIVE EMPLOYEES FOLDER FILE

Consists of official folders containing . Temporary. Upon termination of individusals
papers which document the employment of employment, place folder in inactive Native
native personnel by OO/FBID. Folder Employee file and dispose of as prescribed
includes application for employment, (Item 355, RCS LO-5T)
employee agreement, anti-strike affidavit,
and personnel actions. Filed by Bureau
and alphabetically by name thereunder.
(Current)

APPLICANT FOLDER FILE

Consists of case files on individuals who
have applied for employment with the Agency.
Folders include application for employment,
report of interview, personal history state-
ment, and request for security clearance.
Documents from these folders become & part
of the Official Personnel Folder upon
entrance on duty of individual. File also
contains cases on selected "Fulbright"
students. Filed alphabetically by name.
(Current)

EGREL
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I TEM NO. FILES IDENTIFICATION I VOLUME l DISPOSITION INSTRUCT IONS

R Approved For Release 2005/11/21 : CI ET004}87A000100230003-5

pe

OFFICE OF PERSONNEL - Records Control Schedule POD/TRB Pergpanal Blac (Rauicad A10/63) J
40-60 (Revised) 24
Approved:
Date : [l \wrr o9
6 APPLICANT FOIDER FILE (Con—bj_nued)

a. Consists of (1) complete applications from The files will be retired to Records Center
individuals 21 years old and younger, (2) under a single deposit each year between six
short form applications (Form ihla), and (3) months and a year after date of last contact.
correspondence and resumes from potential They are to be destroyed 31 December two

t applicants, all of whom have been rejected. years from the end of the calendar year in
Documents from these folders become part of vhich deposited. (All deposits will be so
the official personnel file should the marked.) If a file is recalled because of
individual enter on duty. recontact with the applicant, it will be

deleted from that deposit and redeposited
under subsequent deposit as appropriate.

b. Consists of (1) complete applications from The files will be retired to Records Center
individuals over 21 years old, (2) special under a single deposit each year between six
interest applications (Congressional, White months and a year after date of last contact.
House, etc.), and (3) security, medicel and They are to be destroyed 31 December four
panel disapprovals, all of whom have been years from the end of the calendar year in
rejected. Documents from these folders which deposited. (A1l deposits will be so
become part of the official personnel file merked.) If a file is recalled because of

should the individual enter on duty. recontact with the applicant, it will be
. deleted from that deposit and redeposited
under subsequent deposit as appropriate.

c. Consists of coded applications from The files will be retired to Records Center
individuals deemed to be of potential future once each year in a single deposit during
interest to the Agency in either a staff or the third year from date of last contract.
contract status. Documents from these Five years from date of deposit, the complete
folders become part of the official personnel] deposit is to be returned to OP/POD/TRB for
file should the individual enter on duty. review by OP/POD/QAB to determine whether

the files should be retained in a coded
status or deleted and destroyed.

GRET
H
Annrovm&wmmm& 00487/000100230003-5
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Approved For Release 2005/11/21 : CIA- 87A000100230003-5
T SERVICE RECORD CARD FILE

Consists of copies of SF-7, Service Record
Card, maintained on each Staff employee,
staff agent, and overt consultant. The file
provides a current picture of each Organiza-
tional segment and shows such information as
location of employees; vacancles pending
actions; and names of incumbents of positions.
The file also provides a summerized record of
the employees service.

a. Service Record Cards on staff employees 23.0 Temporary. Destroy when 10 years old.
. and staff agents. Filed organizationally. Upon separation of employee, transfer to
(Current) inactive file and retain in immediate work
area for 10 years.
b. Service Record Cards on over%consultan’cs. .1 Temporary. Destroy when 10 years old.
Filed alphabetically by name. Upon termination of consultants services,
(Current) transfer to inactive file and retain in

immediate work area for 10 years.

8 POSITION IDENTIFICATION STRIPS Temporary. Destroy when position is
cancelled or new strip is prepared.

9 APPLICANT CONTROL FILE

This card file is used for control of hh.3
Applicans Files during active processing
‘ period and shows ultimate disposition of
the File.
a. 3 x 5 cards are prepared when file is Temporary. Destroy upon EOD of the
established and is used for Control applicant or preparation of Form 37,
and Charge-outs during active processing Record of Destroyed Applicant File.

of the applicant.

Aﬂhrn\mﬁmwm_ﬂm --A000400230003-6
2
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-| m[* 87A000100230003-5
9 APPLICANT CONTROL FIIE (Continued)

b. Interview Report Card. Temporary.¥ Screen cards in file and
destroy all except those which contain
sufficient information to indicate:

(1) a possible security problem

(2) a marked personality problem

(3) that epplicant possessed potential
qualifications or abilities required
by the Agency.

c. Form 37, Record of Destroyed Temporary.* Screen cards in file and destroy

Applicant File all except those which indicate:
(1) security disapproval
(2) medical disapproval
(3) panel disapproval
(4) nigh-level interest, either inside
or outside Agency

d. Porm 38, Contact Letter Control Temporary. Destroy when 3 months old if no

reply to correspondence has been received.
10 | APPLICANT TICKLER FILE

Cons?sts of 3" x 5" cards prepared on selected .1 Temporary. Destroy after folder has been

applicanis and used as a follow-up. The forwarded to appropriate office.

cards are prepared in response to requests

from offices which desire to have an appli-

cant's folder forwarded at a specified

future date. Filed chronologically by

date of follow-up.

(Current)
* The cards retained will be destroyed at
. end of 10 years.
Apprn\wmma%mmnm 5.
FORM NO.

1 JAN 38
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. fiTem no FILES IDENTIFICATION ] | voLume | DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : mmmm 87A000100230003-5

EMfLOYEE LOCATOR FILE - Wheeldex

Consists of cards maintained on employees 6.0 Temporary. Disposal not authorized;

of the Agency containing name, office to:- -|. retain in current files area indefinitely.
which assigned, etc. Cards are used as

basic reference to PI records in locating
office of assignment and as a guide in
answering inguiries on credit references,
salary, etc. The color of the card indicates
the amount of information which can be di-
vulged. Filed alphabetically by name.

EMPLOYEE INQUIRY AND ACTION FILE

Consists of Form 81, Record of Inquiry and . Temporary. Destroy when 10 years old.
Data Released, containing & record of infor- Cut off file at end of each year; retire
mation on employees furnished in response to Records Center 1 year thereafter.

to inquiries directed to the Agency. Used This file is to be made available to

to determine what information has been fur- authorized members of Central Cover
nished previously. Filed alphabetically by Division upon request.

name.

(1956-1960)
PERSONNEL ACTION FILE (Status Unit)

Flex-o-writer tapes which are cut when . Temporary. Destroy upon preparation of
Personnel Action is prepared for use in new tape.
automatically pre-printing subsequent
action cn an employee. These tapes contain
personnel data which will be transcribed to
the "From" section on the personnel action
change. Tapes are placed in a special holder
and filed alphabetically.

(1958-1960)

FORM NO. USE PREViIOUS
1 JAN 86 '3ga EDITIONS.,
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ME DISPOSITION INSTRUCTIONS

o MTEM NO.
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14
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16
/
17

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

PERSONNEL ACTION TRANSMITTAL FILE

Consists of lists used to transmit copies

of Form 1150, Notification of Personnel
Action, to the Office of the Comptroller.

The file is in two parts; one consisting of
retained copies of the transmittals and

the other containing the return signed copies,

(1959-1960)
POSITION INVENTORY SUBJECT FILE

Consists of correspondence, reports, and

other papers accumulated in the general

administration of the Position Inventory

Section. Filed alphabetically by subject.
(1958-1960)

PERIODIC STEP INCREASE SUSPENSE FILE

Consists of Form 560, Notification of

Pay Change which has been pre-printed

with name of employee, organizational
assignment and the effective date of

the PSI. These forms are retained and
released to the appropriate Pay Roll

Section for processing the PSI at a
specified time. A listing by organization is
also received with the pre-printed forms.

IBM ROSTERS FOR BACKGROUND WORKING FILES

Consists of special lists, rosters, etc.,
which are used by TRB as reference material
in accomplishing the responsibilities of the
Branch. These rosters consist of such items
as: .
Name Change Listings, Combined Alphabeti-
cal Rosters, Position Control Register,
Organizational Codes, Accessions and
Separations, etc.

87A000100230003-5

Destroy when 6 months old.

1.0° Temporary.

Temporary. Destroy when 2 years old.
Cut off at end of each year; destroy
2 years thereafter.

1.8

Temporary. Hold two months, then release
to Pay Roll Section, Office of the Comp-
troller unless otherwise instructed. The
IBM listings are destroyed 2 months after
effective date of the PsI.

Temporary. Destroy when superseded or

obsolete.
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(&" %‘%} NO. (TITLE, DESCRIPTION, ARRANGEMENT. "D INCLUSIVE DATES ) (cusz:J FT.) DISPOSITION INSTRUCTIONS
< A s T
~5IN\. | 1 | CORREST®NDENCE SECTION SUBJECT FILE ! ﬂ;ﬁ?ﬁ
Consists of correspéndence, reports and 1.0 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
administration of the activities of the 2 years thereafter.)
. Branch. Filed by subject.
(1958-1960)
2 CORRESPONDENCE FILE
1 Consists of one copy of each letter prepared 6.0 Temporary. Destroy vwhen 6 months old.
. by the Section in the performance of its (Maintain a 6 month level; thereafter
. correspondence function for the Office of destroy oldest month after filing cursent
Personnel. This correspondence is of a month.)

routine nature, such as notifications of
processing, requests for additional infor-
mation, and notice of rejection. These copiesp
are maintained for convenience of reference,
the record copy being maintained in the
appropriate case file. Filed in two categories
(appliea.nt cases and processing cases) , and
‘ alphabetically thereunder by name of addresse¢.
(1959-1960)

3 SELECTED CORRESPONDENCE FILES

Consists of copies (in addition to those in 5 Temporary. Destroy when no longer
the Correspondence File) of correspondence needed for reference purposes.
selected for possible later use as guides in
the preparation of similar letters. The
majority of this correspondence was prepared
for personnel signature of the Director of
Personnel, the DCI and DDCI. Filed

chronologically. ey
(1958-1960) et
Annrn\:mﬂﬁmﬁwmh 00487A000100230003-5
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. |
. Approved For Release 2005/11/21 : CIA- <Q§E§RE1%7A000100230003-5

- Y SAMPLE BOOKS

Consists of loose-leaf binders containing 4.0 Temporary. Destroy when superseded
copies of sample letters used as guides in or obsolete.

Preparing routine correspondence. A refer-
ence copy of these guides is maintained by
each person responsible for correspondence
preparation. TFiled numerically by code
number assigned each letbter.

(Current)
5 ACTIVITY REPORTS FILE
' Consists of daily, weekly, and monthly A Temporary. Destroy daily reports every
Branch activity reports. The daily report 3 months; destroy weekly and monthly
serves as a worksheet for the preparation reports when no longer needed for reference
of the weekly report which is in turn purposes .
. summarized in the monthly report. Filed
by type of report and chronologically
> thereunder.
- (1959-1960)
6 FLEXOWRITER TAPES
Consists of Flexowriter tapes used in pre- 2.0 Temporary. Destroy when superseded
paring routine letters. Also includes or obsolete. .

some Robotyper rolls used for the same
purpose. Arranged numerically by code

- number assigned to each letter.
' ' (Current)
7 LIBRARY MATERTAL
Consists of bound library books, dictionaries|, 2.0 Temporary. Return to Library when no
guides, manuals, etc., maintained for refer- longer needed for reference purposes.

ence purposes.
8 REFERENCE PUBLICATIONS FILE
Consists of published material such as CIA 1.0 Temporary. Destroy when no longer

Regulations and Notices, OP Memorandums, needed for reference purposes.
and similar reference material.

Apnnray

8Z2A000400230003.5.
FORM NO. '398 USE PREVIOUS
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R ECompry sk FRo RelemssyR@05/11/21 : CIA- 7A000100230003-5 40-60
OFFICE, DIVISION, BRANCH - S 16| 2‘
Personnel, Personne%vision
mnecmitment Branch Timy B / /
4 z fo P80 3 RAD 8t N L 240
4 1
INT(E?‘ (TITLE, DESCRIPT';(l)IlV_,ESAR:?[;EI’SEEIJ;.AE;V?JNINCLUSIVE DATES) (c\tlfglx'gMJEr.) DISPOSITION INSTRUCTIONS
1 BRANCH SUBJECT FILE
Consists of correspondence, reports, and othdr 2.0 Temporary. Destroy when 3 years old. (Cut
papers pertaining to the operation of a off at end of each year; transfer to the
recruitment activity in the specialized Records Center 1 year thereafter.)
profession, technical,| (Ttem 91, RCS 40-57)
| |Jand JOT Program.
(1958-1960)
2 CONVENIENCE FILE (Reading)
Consists of extra coples of outgoing corres- 5 Temporary . Destroy when 1 year old. (Cut
pondence maintained for convenience of off at end of each year; destroy 1 year
reference. Filed chronologically. thereafter).
(1958-1960)
3 ADMINISTRATIVE ISSUANCES FILE
Consists of copies of CIA Regulations and 1.0 Pemporary. Destroy when superseded or
Notices, POD, SRB memorandums. Filed obsolete.
chronologically or numeiically as appropriate.
y PERSONNEL REQUISITION FILE
Consists of copies of Form 1078, Personnel .5 Temporarys Destroy when request is filled
Requisition Inventory Card. These 3 x5 . or cancelled.
cards represent recruitment requests initiated
by the various Offices and are used in
furnishing copies to recruiters to serve as
guides for recruiting. Arranged by requesting
office and numerically thereunder.
(1958-1960)

FORM NO.
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Approved For Release 2005/11/21 : CIA- QWH87A000100230003-5

UNIVERSITY CONSULTANT FILES

Consists of case files on consultants . Temporary. Destroy 5 years after termination
affiliated with colleges and universities. of services. (Pla.ce in inactive file upon
i

Contain justification for consultant, persomal, termination of services and destroy 5 years
service contract, request for personnel acti¢n, thereaftér unless file is reactivated).
travel voucher, travel expense record, and
related correspondence. This iniformation is
utilized in the administration of consultant]
who serve as referral agents or "spotters" in
the search for promising students for possible
Agency employment. TFiled alphabetically by
surname.

(Current)

UNIVERSITY CONSULTANTS SUBJECT FILE

Consists of correspondence, reports, and . Temporary. Destroy when 1 year old. (cut
other papers pertaining to the utilization oj off at end of each year; destroy 1 year
university consultants including recommen- thereafter.)

dations for FY 1960. This file is related 4d
the above item and contains subject matter
too broad to Be filed individual consultant.
Filed by subject.

UNIVERSITY LEAD/SOURCE FILE

Consists of case files on colleges and . Temporary. Destroy when 3 years old. (cut
universities. Contains correspondence, off at end of each year; transfer to the
reports of interview, reports of contact on Records Center 1 year tﬁerea.fter.)
leads or sources, and other papers pertaining (Ttem 101, RCS L0-5T)
to the utilization of specific college leads
and sources. Filed alphabetically by name of
college.

(1957-1960)

WUUJ-5
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: Approved For Release 2005/11/21 : CIA-
REPORT OF INTERVIEW FILE

Consists of extra coples of Form 182, Report
of Interview, prepared by the recruiter on
each contact interviewed. Provides a record
of all interviews conducted by each recruiter
Filed alphabetically by recruiters name and
thereunder by name of contact.

(1959-1960)
INDICES CHECK FILE

Consists of Form 491, Request for Indices
Check, requesting security clearance to
contact an individuwal for possible Agency
employment or to use an individual as a
lead/source. Filed by status of the request
(pending or completed) and thereunder
alphabetically by surname.

(1957-1960)
LANGUAGE TEST FILE

Consists of coples of foreign language
reading tests used by recruiters for testing
field contacts. Include both the foreign and
English texts. Filed alphabetically by
language .

RECRUITER' ACTIVITY FILE

Consists of case files on SRB recruiters.

Includes correspondence to and from the

recruiter, notes on telephone conversations,

assignments, activity reports, and other

papers pertaining to the recrulters activitie

Filed alphabetically by surname of recruiter.
(1957-1960)

DISPOSITION INSTRUCT IONS

87A000100230003-5

Temporary. Destroy when 3 years old. (Cut
off at end of each year; transfer to the
Records Center 1 year thereafter.

(Item 105, RCS L0-5T)

Temporary. Destroy 3 years after receipt of
completed request. (Cut off "completed"
file at end of each year; destroy 3 years
thereafter.)

Temporsry. Destroy when superseded or
obsolete.

Temporary. Destroy when 1 year old. (Cut
off at end of each year; destroy 1 year
thereafter.)
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Approved For Release 2005/11/21 : CIA-R 7
RECRUITERS' TRAVEL FILE

Consists of case files on recruiters travel.
Includes travel orders, travel vouchers,
mileage work sheets, statement of accounts,
requests for advance of funds, and rellted
papers. Filed alphabetically by surname of
recruiter.

(1958-1960)

PERSONNEL FOLDER LOG

Consists of 3 x 5 cards which contain a

record of the receipt and dispatch of

Personnel Folders charged to the Branch.
(1957-1960)

RECRUITERS' WORKING FILES

Consists ef copies of correspondence,
interviews, tests, college brochures,
regulations, newsletters, and other papers
collected and maintained by individual
recruiters. Files maintained for background
information and reference purposes. Filing
arrangement varies with each file.
(1957-1960)

FORM NO. '393 USE PREVIOUS

1 JAN s¢

EDITIONS.

DISPOSITION INSTRUCT IONS

1.0

1.0
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Temporary. Destroy when no longer needed
for reference purposes.

Temporary. Destroy when 1 year old. Cut
off at end of each year; destroy 1l year
thereafter.)

Temporary. Destroy when no longer needed
for reference purposes.

(41)
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OFFICE. DIVISION. BRANCH = V‘,‘) f/(y OV" s1
Personnel, Personne Div:lsion |
ﬁreﬂr Recruitment Branch, Gtertesi—Section T /
W.Ei 7 7 7 & 0/ L‘//( o]
[4 v
- OLUME -
IJ(;Z!W (TITLE, DESCIRIPT;(I)}V-ESARIR%'::E:JTCATUIV%NINCLUSIVE DATES) (c‘z/ngMFr.) DISPOSITION INSTRUCTIONS
. 1 SECTION SUBJECT FILE
Consists of correspondkhce, directive reportd, 1.0 Temporary. Destroy when 3 years old. (Cut
and other papers pertaining to the operation off at end of each year; transfer to the
of a recruitment activity for Agency clerical Records Center 1 year thereafter.)
' positions . Filed alphabetically by subject (Ttem 11k, ReS 40-57)

2 APPLICANT SUSPENSE FILE

Consists of case files on possible employees. T Temporary. Transfer to CAB if individual
Includes Form 1152a, Request for Personnel is active candidate for employment or
Action; Form 377, Request for Security returned inactive to R & SD; destroy all
Clearance; Form LUl Personal History Statement B others.
and related papers. Serves as a suspense file :
until determination is made as to whether or
not individval is an active candidate for
employment. Filed alphabetically by name of
recruiter and thereunder by surname of applidant.
(1959-1960)
3 REPORT OF INYERVIEW FILE
. Consists of Form 182, Report of Interview, 1.0 Temporary. Destroy when 1 year old. (Cut
memorandas and related papers which provide off at end of each year; destroy 1 year
a record on each contact interviewed and the thereafter.)

disposition of each case. Filed alphabeticallly
by recruiter and by name thereunder by name
of contact.

(1959-1960)

Approved For Release 2005/11/21 : CIA-RDRZ3:03487A000100230003-5
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RECRUITERS' ORRRRECYQEFor Release 2005/11/21 : cm—ﬁ%ﬂt

Consists of case files on recruiters' activid
and schedule. Includes travel orders, travel
vouchers, mileage work sheets, statements of
accounts, requests for advance of funds, andi
related papers. TFiled alphabetically by nam
of recruiter.

RECRUITERS' ORIENTATION FILE

Contains pertinent memorandums, directives,
qualification standards, guide lines,
salary rates, recruitment publicity,
instructions and blank forms used in field
recruitment. This material is prepared in
sets of 12 to 15 copies for use in recruitmen
conferences and in orienting new recruiters.
(Current)

CONVENIENCE FIIE (Reading)

Consists of extra copies of oubgoing corres-

pondence maintained for convenience of

reference. Filed chronologically.
(1958-1960)

REFERENCE PUBLICATIONS FILE

Consists of plblished materials such as
regulations, notices, handbooks, OPM's, etc.
maintained for reference purposes.

LEAD/SOURCE FILES

Consists of 5x8 card files giving data on
sources used in recruitment of personnel.
Filed alphabetically by state and thereunder
alphabetically by city and source.

(Current)

DISPOSITION INSTRUCT!IONS

1.0

133

1.0

k.o
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Temporary. Destroy vhen 1 year old. (Cut
off at end of each year; destroy 1 year
thereatter.)

Temporary. Destroy when superseded or
obsolete.

Temporary. Destroy when 1 year old. (Cut
off at end of each year; destroy 1 year
thereafter.)

Temporary. Destroy when superseded or
obsolete.
Temporary. Additional information

added annually. Destroy when obsolete.
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OFFICE. DIVISION, BRANCH PAﬁ /Vﬁ/r S1GNATY 4
Personnel, Personnel iv:Ls ~

TITLE // /
wl Recruitment Bﬁ:j_z‘nih = 460

= 1TEM (%ILES IDENT{FICATION N VOLUME D1SPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
= 1 | REPORT OF INTERVIEW FILE
Consists of Form 182, Report of Interview, 8.0 Temporary. Destroy when 2 years old. Cut
Form 182a, VITA, and related papers which off at end of 1 year, destroy 1 year
' provide a record. of all applicants interviewed thereafter.

and the disposition of each case made by the
Branch. The file contains copies of Form 182
on applicants who are acceptable, and Form 182a
on those rejected. Filed alphabetically by
surname.

(1958-1960)

2 PERSONNEL REQUISITION FILE

Consists of copies of Form 1078, Persennel .3 Temporary. Destroy when cancelled or
Requisition InventoxryCard. These 3 x 5 cards superseded.

represent recruitment requests initiated by
the various offices and serve as a guide for
recruiting. Consists of three sets filed by
serial number, unit code, and specialization

code.
(Current)

3 APPLICANT FOLDER LOG

R Record of the receipt, and dispatch of all .2 Temporary. Destrey when 1 year old. (Cut
applicant folders charged to the Branch. off at end of each year; destroy 1 year
Contains name of applicant, name of requestor thereafter.)

disposition, and date. Filed alphabetically
by name of applicant.

(1957-1960)

Approved For Release 2005/11/21 : CIA-R R 7A000100230003-5
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guides, manuals, etc. maintained for referenc
purposes.
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4 | TIME AND ATTENDANCE FILE
Consists of a record of overtime worked and .2 Temporary. Destroy when 1 year old. (Cut
leave taken by employees of the Branch. off at end of each year; destroy 1 year
Filed alphabetically by surname. thereafter.)

(1958-1960)

5 RECRUITERS ' WORKING FILES
Consists of copies of correspondence, 2.0 Temporary. Destroy when no longer needed
regulations, notices, statistical reports, for reference purposes.
test material, and other papers collected
and maintained by individual recruiters.
Files maintained for background informetion
and reference purposes. Filing arrangement
varies with each file.

6 REFERENCE PUBLICATIONS FILE
Consists of published material such as CIA 2.4 Temporary. Destroy when no longer needed
Regulations and Notices, PPD Memorandums and for reference purposes.
Newsletters, and brochures.

T LIBRARY MATERIAL
Consists of bound library books, dictionaries N Temporary. Return to Library when no longer

needed for reference purposes.

Z8-00487A000100230003-5
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3 May 1966
MEMORANDUM FOR: CIA Records Administration Officer
SUBJECT : Néme Change and Transfer of Clerical Assignment
Branch, PD/OP
REFERENCE : Records Control Schedule 40-6L

Effective 20 April 1966 the Clerical Assignment Branch was
transferred to the Recruitment Division and was redesignated the
Clerical Staffing Branch. It is requested that this change be

reflected on Records Control Schedule 40-6k.

AU/ UT

Distribution:
Orig & 1 - Addressee

N
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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8 May 196k

MEMORANDUM FOR: CIA Records Administration Officer
THROUGH : Chief, Personnel Operations Division/OP

SURJECT :  Records Control Schedule 40-64 for OP/POD/Statistical
Reporting Branch

RESCINDG :  Records Control Schedule 4060, pages 112-117

1. Attached hereto is Records Control Schedule L0-64 for
OP/POD/Statistical Reporting Branch.

2. This schedule was rewriiiten to reflect the current cate-
gories of records maintained by the branch. Disnosition instructions
on certain items have been changed where deemed appropriate. Since
the Svatistical Reporting Branch is the office of record of all
Agency statistical material, permanent retention has been made of
certain items.

3. It will be necessary to recall two of the jobs presently
stored at Records Center for review and resvbmission where neces-
sary upon approval of this schedule since categories with different
disposition instructions are presently stored under the same job
umber. In order to accomplish this, your approval of this schedule
would be appreciated as soon as possible.

RAO/OP
Attachment:
RC3 40-64 for OP/POD/3RB

e
1 e “m{l

| 6R0Lr 1
"Exeluded 13 .!wnxh*”
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b 2l oFFice. Division, Branch AN ;D--f.[” =" gt A
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Office of Personnel, Remsonnel-Reeruitment—Dbiviscien—
Y . S ; . 2 MY 65
o creiidmunt Dar. S Paq (3066, Chief, PRD/OP L2 MAY itg
ITEM FILES IDENTIF ICATION VOLUME CTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRU

1. | DIVISION SUBJECT FILES

a. Consists of inter-office memoranda, 11.7 Temporary. Screen periodically. Retain in
monthly statistical reports as well as special current files area as long as needed.
. reports and studies, Agency recruitment advertise-

ments and current working papers pertaining to the
over-all operation of recruitment including the
JOT and one-hundred universities programs.

(1960 -

b. Consists of requests for administrative 2.0 Temporary. Destroy when two years old.

services, budgetary estimates, chrono files and
other routine administrative material.

2. | APPLICANT SUSPENSE FILE

a. Consists of case files on applicants 3.0 Temporary. Upon receipt of all information
that have been referred to recruiters for further from recruiter, return file to interested
information. Filed alphabetically by recruiter. component.

(Curreat)
. b. Consists of 5x8 cards which contain a e Temporary. Destroy upon cancellation or
record of receipt and dispatch of applicant files entrance on duty.

charged to the division.

¢. Consists of 3x5 abstract slips which .2 Temporary. Destroy when one year old.
serve as cross reference to 2b. These abstracts
are filed by office of interest.

d. Consists of 3x5 abstract slips which .1 Temporary. Destroy when two years old.
serve ag 4 hese abstracts
1 are filg
APPROVED T E
- Bxclnecd from automaticd
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Approved For Release 2005/1 1121§§§A +RPP78-00487A000100230003-5
3. REPORT OF INTERVIEW FILE 11.8

a. Consists of Form 1667a, Report of Temporary. Cut off each year. Destroy
Interview, prepared by recruiter on each candi- vhen two years old.
date that has completed application forms. This
file provides a record of all recommended candi-
dates. Filed alphabetically by applicant's name.

b. Consists of Form 1667b, VITA, used by Temporary. Destroy upon receipt of applica-
Washington Recruitment Office in interviewing all] tion forms. Otherwise, destroy after
applicants. Filed alphabetically by applicant's eighteen months.
name.

b, RECRUITMENT REQUISITION FILE

Consists of Form 1078, Recruitment Requisi- .2 Temporary. Destroy when request is filled
tion. This form is used in furnishing recruiters or cancelled.
guides for recruiting. Filed by office.

5. UNIVERSITIES PROGRAM FILE

a. Consists of case files on university 1.5 Temporary. Upon termination of associate,
associates. Files contain justification for forward file to OP/File Room for disposition.
assoclate, personal service contract, request for
personnel action, travel vouchers, travel expense
records, and related correspondence. Filed
alphabetically.

b. One hundred universities reports consist 1.8 Temporary. Retain one master copy of every
of requrements, background information as well report in current files area. Destroy extra
as final report prepared by associates and senior copies upon issuance of new report.

Agency officials evaluating various colleges and
universities. Filed by geographic location.
6. RECRUITER FILES

a. Consists of correspondence, memoranda, 5 Temporary. Screen upon reassignment or
and other papers pertaining to field activities termination of recruiter. Destroy material
of individuel recruiter. Filed alphabetically. no longer needed. Transfer remainder of

material to appropriate file.
Approv CIA- DP78-00&;7A000100230003-5
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(41)




N

DISPOSITION INSTRUCT IONS

} >~ {TEM NO.| FILES IDENTIFICATION . VOLUME
By Approved For Release 2005/11/23&28% [DP78-00487A000100230003-5
< b. Consists of travel case files on re=" =1 .8 Temporary. Destroy material more than two
o cruiters. Included are travel orders, vouchers, years old.

statement of accounts, requests for advance of
’ funds and related papers. Filed alphabetically.

c. Consists of logistical files for each .2 Temporary. Screen upon reassigmment or
recruiter. Included in this file is all equip- termination of recruiter. Destroy material
ment and supplies charged to each individual. no longer needed. Transfer remainder of

material to appropriate file.

d. Consists of Form 548, Recruitment Cost .2 Temporary. Destroy one year after termination
Activity Record, on each recruiter. This form of indiwidual.
. reflects the productivity and expense record of
each recruiter. Monthly reports are furnished

to Chief, PRD from this information.

T. LEAD/SOURCE FILE

Consists of case files on colleges and 2.6 Temporary. Screen periodically. Destroy
universities, technical, secretarial and high material no longer needed.
schools. Contain correspondence, reports of
contact and other papers pertaining to the
utilization of specific leads and sources.

8. SPECIAL INTEREST FILE
Consists of 3x5 cards on individuals who are .2 Temporary. Hold in current files area.

- referred to the Agency by Congressmen, the White
House, and other high echelon requiring special

. attention.

9. STANDBY RESERVE FILE

(1961 - )

Consists of 3x5 card file with pertinent .1 Temporary. Hold in immediate work area.
data on former Agency employees with a speciality
vho may be contacted in case of national emer-
gency. Filed by recruiter and alphabdtically
thereunder.

10. MACHINE LISTING - Job 157

Consists of information with regard to aypiiu-i‘;.7 Temporary. Retain for six months and destroy.
cants _in proceApp et 4/21 - CIA-RDR78-00487 A000100230003.5.
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N 'q L4 Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
f“;_ 11. TEMPORARY FIELD SECRETARIES FILE N2l .
. Consists of case files on individuals eing .5 Temporary. Upon cancellation or termination
1 - processed for employment ir | of individual, forward file to CPD for its
offices as well as files o resently disposition.
employed.
(Current)

12. HANDICAP MATERIAL

This file consists of brochures and pamphlet .5 Temporary. Screen periodically. Destroy
and other material dealing with the President's material which has been superseded, obsolete,
' Committee on the Handicapped. This material is or no longer needed.
maintained by this office as a member of the

division is on the Presidential Committee.

13. REFERENCE MATERIAL

Consists of certain Agency regulatory 7.2 Temporary. Return library books to OCR
issuances as well as Office of Personnel issuances, Library when no longer needed. Destroy other
brochures, guides, library books and other pub- material when superseded, obsolete, or no
lished material used as reference material. longer needed. .

46,5

~
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ITEM NO. _FILES [DENTIFICAT!{ON VOLUME l DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA_-RW&RE“WAOOM00230003-5
2 3. OFFICIAL PEFSONNEL FOLDER FILE (Continued)

b. File folders alphabetically by name
in an inactive file.

c. Cut off inactive file at end of each
year and transfer to Records Center 1 year
thereafter. (Portion of file documenting
prior Federal service will be transferred
to Federal Records Center 30 days after
separation of the employee.)*

"‘, d. Destroy at the Records Center T5 years
after birth of employee or 60 years after
date of earliest document in the folder if
date of birth cannot be ascertained, pro-
vided emplpoyee has been separated or retired
for at least 5 years; or destroy 5 years
g - after death of employee whichever is sooner

"; 2. Upon true separation when employee trans-
-~ ) fers to another Federal Agency.
%/ - a. Remove portion of file documenting
. [4 Agency service and prepare a transcript
W Lo o2t of service with CIA. The CIA file will
be placed in inactive file pending trans-
é{ A . ) “;/ fer to Records Center.
AL AL et v f( # [N
~ o/ . b. File covering prior Federal service
d&,é&:,f;g_ L. and._transcript covering CIA service will

be held 30 days pending request from
gaining Agency. If no request is received
the file will be sent to Federal Records
Center,*

*¥NOTE: Underlined portion is procedure
now being followed by OP, however, this
is still under advisement by the Records

Manggement Staff.

7A000100230003-5
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FILES IDENTIFICATION
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DISPOSITION INSTRUCT IONS

OFFICIAL FERSONNHGvSOTRRAREELSE(2006{1ha): CIA-REE
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File folders alphabetically by name
in an inactive file.

Transfer to the Agency's Records
Center 30 days after separation.

Destroy at the Records Center 75 years
after birth of employee or 60 years after
date of earliest document in the folder

/1 if date of birth camnot be ascertained, pro-

vided employee has been separated or
retired for at least 5 years; or destroy
5 years after death of employee which-
ever 1s sooner.

Upon true separation when employee trans-
fers to another Federal Agency.

a. Remove portion of file documenting
Agency service and prepare a transcript
of service with CIA. The CIA file will
be placed in inactive file pending
transfer to Records Center.

b. File covering prior Federal service
and transcript covering CIA service

will be held 30 days pending request from
gaining Agency. If no request is
received the file will be sent to

CIA Records Center.

ZA0004100220002..5.

EDITIONS.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/1 1/21 CIA-WWA 87A000100230003-5

PERSONNEL FOLDER LOAN REQUEST FILE

Consists of copigs of Form 198, Certified . Temporary. Destroy upon return of

Request For Loan,\and Form 198a, Certified folder to which card relates.

Report of Transfer\ These 3" x 5" cards

are used in the charge out and control

system for Official Pe agnnel Folders.

Arranged alphabetically by name.
(Current) \,

NATIVE EMPLOYEES FOLDER FILE "

Consists of official folders containing Temporary. Upon termination of individuals

papers which document the employement of employment, place folder in inactive Native

native personnel by 00/FBID. Folder\“ Employee file and dispose of as prescribed

includes application for employment, for Official Personnel Files.

employee agreement, anti-strike affidavis, (Item 355, RCS 40-57)

and personnel actions. Filed by Bureau

and alphabetically by name thereunder. AN
(Current) )

APPLICANT FOLDER FILE

Consists of case files on individuals who . .| Temporary. Screen annually and destroy
have applied for employment with the Agency. -those indicating a period of 2 years since
Folders include application for employment, date of last interest, except those whose
report of interview, personal history state- quallflcations have been coded or those
ment, and request for security clearance. with'a suspense notation for retention due
Documents from these folders become a part to security, medical or congressional
of the (fficial Personnel Folder upon en- interest factors, which will be destroyed
trance cn duty of individual. File also 5 years after date of last contact unless
contains cases on selected "Fulbright" otherwise noted.
students. Filed alphabetically by nanme. (Item 356, RCS 40-57)

(Current)
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14 May 1968

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Records Control Schedule 40-68 for Placement
Division, Office of Personnel

RESCINDS : Records Control Schedule 40-64 for 0C/POD/OP
Records Control Schedule 40-64 for PB/POD/OP .
N Records Control Schedule 40-64 for TRB/CD/OP,
Items 4 and 6 only

1. Attached hereto is revised Records Control Schedule for
Placement Division, Office of Personnel.

2. The Placement Division schedule was rewritten to reflect
the up-to-date functions of the branch, including the recent trans-
fer of the applicant files, and to combine schedules formerly main-
tained at the branch level. At present the division is comprised
of the following offices:

Applicant Selection Branch

Correspondence and Applicant Files Branch
CTP Selection Branch

Employee Assignment PBranch

3. Early approval of this schedule will be appreciated.

25X

RAO/OP
Attachment:
RCS 40-68 for
Placement Division/OP

25X

, g 165
APPROVED2 Date

icer

CIA ReCOTUS Frwmmrm=w
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.
g
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SCHEDULE NO. ﬂ*‘] M I
< RECOBPISo GO TRLREGHEMIRB05/11/21 : CTA-RDP78-00487 =
- Wi e d CONCHRRENCF
T 2
OFFICE. DIVISION, BRANCH B he) b Ty P
~ Office of Personnel/S=tz ’
@«W% Chief, SWD/OP T16 Mak 1568/
7 7 Y
1 TEM FILES (DENTIFIGATION v E
NO. (TITLE, DESCRIPTION, ARIRAN':?EMENT, AND INCLUSIVE DATES) (c\zllg';gMFT-) DISPOSITION INSTRUCTIONS
1. DIVISION SUBJECT FILES

a. Consists of policy planning documents, 10.3 Temporary. Screen periodically. Retain
reports, staff studies, aqis?the apers used in material of continuing need in immediate
the administration of the ’iﬁiyzzﬁf g@gﬁivision. work area until no longer needed for current
Included in this file is correspondence, copies reference. Retire to Records Center and hold
of directives and laws involving supergrade for five years. Then return to originator for
positions, wage administration and the Agency's review and resubmission if necessary.
program of pcsition evaluation.

b. Consists of weekly activity reports 3.5 Temporary. Cut off annuslly. Destroy one
prepared by branches containing statistics on year thereafter.
position audits, T/O changes, etc. as well as -
chrono files, requests for administrative support
and services and other routine matters.

(1963 - )
2. POSITION DESCRIPTION FILE

a. Consists of Forms 387 and 2139, Position | 32.5 Temporary. When position is abolished or
Description forms, on all positions, including description becomes obsolete, destroy extra
supergrade. Filed organizationally and by grade copies. Place obsolete job description in
thereunder. inactive file and hold for five years. Destroj

{Current) at the end of this time.

b. Job Information File consists of corres- 13.3 Temporary. Cut off anmnually. Retire to
pondence relating to position descriptions, in- Records Center when five years old and hold
cluding requests for upgrading, transfers, etc. for five additional years. At the end of this
as well as background informetion such as job time material will be returned to originator
comparisons and statistics. Filed organizationally for review and resubmission if necessary.
and chronologically.

S QAT
Approved For Release 2005/11/21 : 61AIIEDP78-0048{7A000¢0’0’=2~50€)%J3-5
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~ Classification Titles and Codes." Handbook was

ITEM NO.| - FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

A
D POSITION AND QUAI&%ICATION STANDARDS FILE
a. Consists of "Occupational Handbook of

developed to serve as a working media for assign-
ment of stancard titles and codes to Agency posi-
tions for the occupational coding of employee
qualifications and as a reference to position
statistics. Arranged by occupation code number.
Also included are reproduction negatives for the
occupational handbook.

b. Consists of copies of Agency position
and qualification standards. These standards
were developed to serve as working guides for
determination of title, occupational code, grade
of Agency position and for determination of
appropriate qualifications of individuals assigned
to positions. Arranged by occupational code
number.

k. MACHINE LISTINGS

a. Consists of information on Agency grade
utilization and number of incumbents in each
grade. Listing is used for comparison of grade
structure in this Agency with that of other
agencies and for preparation of statistics on
grade average by position.

b. Consists of occupational categories of
Agency positions. Listing reflects standard
Agency titles, code numbers, and grade range.
Used as working media in comparing Agency titles
and codes with those of Civil Service Commission
for possible Agency conformance. Published
quarterly.

roved For Release 2005/11/21 : QJA; §QR§78-004

87A000100230003-5

3.0 Temporary. Retain one copy for historical
burposes. Destroy remaining copies when
reissued.

1.5 Temporary. Hold in current files area in-
definitely.

1.0 Temporary. ~Destroy upon receipt of new
listing.

.5 Temporary. Destroy upon receipt of new
listing.
RDP78-00 87A000100230003-5
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ITEM NO.

FILES IDENTIFICATION

NOLUME |

DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 :'CIA-H
¢. Contains information which identifies
the position number, organizational location,
and classification of each position on the Agency
T/O. Maintained to facilitate reference to Agency
positions and for assigning numbers to new
positions.

d. Consists of Agency Position Control
Register which contain rosters of approved Agency
positions and names of incumbents. Published
monthly. Distributed quarterly.

e. Listing of supergrade positions used in
furnishing inforiation to Deputy Directors and
Director of Personnel on utilization and status
of each position. Filed organizationally and
chronologically.

STAFFING COMFLEMENT CHANGE AUTHORIZATION, FORM . 261

Consists of signed copies of Form 261
Filed by

a.
along with suthorizing docuient.
office chronologically.

(1961 - )

b. Consists of a loose-leaf binder contain-
ing a record of the receipt and dispatch of Form
251. Filed chronologically.

SURVEY REPCRTS FILE

Survey reports file consists of working
papers, functional statements; analysis of posi-
tion grade structures and position titles, brief
statements of duties and responsibilities as well
as SWD recommendations. Actual report is used as
reference and serves as a basis for preparation
of position descriptions. Filed alphabetically
by office.

.2

3.3

L5

5.0

1 JAN 58

FORM NO. ‘39a USE PREVIOUS

EDITIONS,

RDP78-00487A000100230003-5

Temporary. Destroy upon receipt of new

listing.
Temporary. Retain six months and destroy.
Temporary. Disposal not authorized. Hold

in immediate work area indefinitely.

Permanent. Place in file of completed re-
guests upon final authorization. Upon ac-
cumulation of one foot of completed requests
two years or older, retire to Records Center.

Teuporary. Destroy when one year old.
Temporsry. Screen upon completion of survey

and destroy working papers. Reports will he
held in jmmediate work area until. complete
report is replaced by current wmaterial et
which time superseded report will be
destroyed.

Approved For Release 2005/11/21 : ClA;ﬂibb7s-oo4ks7Aooo100230003-5

RECORDS CONJROL SCHEDULE - CONTINUATION SHEET




T

{TEM NO.

FILES IDENTIFICATION

VOLUME

~ 7.

4

. position classification standards, material re-

Approved For Release 2005/11/21 : CIA-R
WAGE ADMINISTRATION FILE

Consists of copies of wase schedules, copies
of notifications of epproval of 3 s, lists
of pay rates forwarded t&::%:ff:ffffffij and. re-
lated correspondence. Information includes
locelity wage rates for specific occupations such
as trade or craft, consultants, indigenous labor,
etc. Wage schedules are reviewed and approved
for Agency use. Filed organizationally.

(195h - )
REFERENCE MATERIAL

Consists of library books, Agency regulatory
issuances as well as OP memorenda, the FPM, C3C

lating to supergrade structure in other Governuaent,
agencies as well as other guides used as backgroun
and reference.

Approved For Reléase 2005/11/21 : CIA-F}HDP78-004187A000100230003-5

DP78-00

3.0

45.8

128.7

DISPOSITION INSTRUCT IONS

7A000100230003-5

Temporary. Destroy extra copies when super-
seded or obsolste. Retain one copy for
reference purposes of all sshedules which
will be retired to Records Center when at least
six years old. Hold at Records Center for
twenty vears and return to originator for re-
view and disposition.

Temporary. Library books should be returned
to OCR vhen no longer needed. Destroy other
material when obsolete, superseded or no longeq
needed.
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SCHEDULE NO.

RECORDDVEONFROIRSEASEURR05/11/21 : CIA-RDP78-00487A000100230003-5 1,5 1
H

asuaunarunc

N

OFFICE, DIVISION, BRANCH .
Personnel, Salary and Wage Division, Intelligence and Support

Branch Tm% C /IS/S T 7///{&

ITEM FILES IDENTIFICATION VOLUME : DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)

- ~ [SECRET

1 BRANCH SUBJECT FILE

Consists of correspondence, reports, 1.5 Temporary. Destroy when 2 years old.
. studies, wage board reference material, (Cut off at end of each year; destroy
and other papers accumulated in the 2 years thereafter except current policies

general administration of a program of and procedures vwhich will be placed in
position evaluation and wage administration current files.)
for the DDS & DDI Area. Filed alphabetically [
by subject.
(1958-1960)

2 CONVENIENCE FILE (reading)

Consists of extra copies of outgoing corres- .3 Temporary. Destroy when 1 year old.
pondence maintained for convenience of (Cut off at end of each year; destroy
reference. Filed chronologically. 1 year thereafter.)
(1958-1960) »
3 TABLE OF ORGANIZATION FILES
“ ' Consists of extra copies of the Agency 2.0 Temporary. Destroy upon verification of
T/0 Position Evaluation Officers wsed as revised T/0.

working copies. The T/0's are used for
reference to official position titles,
position numbers, unit strength, etc.
Authorized changes to the T/0's are
noted on these copies for use in
verifying the revised T/O.

(current)

Approved For Release 2005/11/21 : CIA- 2§§ 87A000100230003-5
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- INSTRUCT | ONS
) ITEM NO. FILES IDENTIF ICATION VOLUME DISPOSITION

Approved For Release 2005/11/21 : CIA- ‘SE@RW 87A000100230003-5

L POSITION DESCRIPTION FILES

» Consists of Form 387, Position Description,
with related correspondence and reports.
The files contain the record copy of the

a0 description and other information on each
position in the DD/S and DD/I area.

a. Current Files. Consists of the current 4.0 Temporary. When position is abolishgd or
‘ position descriptions and related papers description becomes obsolete, place in
' maintained by the individuwal position Obsolete File and destroy related papers.

evaluation officer. Filed orgenization-
ally and by position number thereunder.

(1952-1960)

b. Obsolete Files. Consists of the position .5 Temporary. Disposal not authorized. Retain
descriptions removed from the above file. 1 copy of all superseded descriptions and
Filed organizationally and by position descriptions of positions abolished after
number thereunder. September 1, 1950. Retire to Records Center

(1958-1960) vhen 1 year old. (Item 257b and 270b RCS
40.57)

5 POSITION NUMBER REGISTER

Consists of machine listings containing .1 Temporary. Destroy upon receipt of current
‘Anformation which identifies the position listings.

. number, organizational location, and class-
ification of each position on the Agency T/0.

Files are maintained to facilitate reference
to Agency positions and for assigning numbers
S to new positions.

Annroved For Balease.-2005/144/24 - ClA m 00487ZA000400238003-5
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" ITEM NO. FILES IDENTIF ICATION VOLUME | DISPOSITION INSTRUCT IONS
. ‘ Approved For Release 2005/11/21 : CIA-F{S?WB7AOOO100230003-5

-t

6 POSITION EVALUATION SURVEY FILES

Consists of correspondence, survey reports, 3.0 Permanent. Disposals not authorized. Cut
= functional statements, drafts, ete., accumu- off file at end of each year. Retire to
, lated by the Position Evaluation Officers Records Center 2 years thereafter.
while conducting surveys. Information
- includes analysis of position grade structurds
» position titles, statements of duties and

responsibilities, etc. Files serve as refer-
. ence and as a basis for preparation of Form
' 387, Position Description. Filing arrange-
ment varies with each file.
(1958-1960)

T | POSITION EVALUATION OFFICER'S WORKING FILES

Consists primarily of copies of correspondende 6.5 Temporary. Destroy when superseded or

on special projects, office notices, pamphletis obsolete.

etec., not contained in the survey files.

Thése files are maintained by the Position

Evaluation Officers for reference purposes.

Filing arrangement varies with each file.
(Current)

8 WAGE ADMINISTRATION FILE (WK Type)

Consists of copies of wage schedules, copies 2.5 Temporary. Destroy when superseded or
. of notifications of approval of schedules, obsolete.
lists of pay rates forwarded to field officeq,
and related correspondence. Information in-
cludes locality wage rates for specific
s occupations such as trade or craft, consult-
ants, indigenous labor, etc. Wage Schedules
are reviewed and approved, for Agency use.
Filed by geographic area.

(1953-1960)

ApRrov: elease 2005/11/21 : CIA *§0487A000100230003-5
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT [ONS
Approved For Release 2005/11/21 : CIA-R m37A000100230003-5

REFERENCE PUBLICATION FILE

Consists of published material such as . Temporary. Destroy when no longer needed
CIA Regulations and Notices, OP Memorandums , for reference purposes.

Position Classification Standards, and
similar reference material.

L
Appreved-horReloase-200544/21 . ClIA A000100230003-5
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3 SCHEDULE NO.

RE AR ok FROIRSleassy2@05/11/21 - CIA-RDP78-00487A000100230003-5 40-60

. AAuALIDOCUNE

N

OFFICE. DIVISION, BRANCH SIGNA

Personnel, Salary and Wage Division, Clandestine Services

TITLE

Branch
XU 5] /76 D
' |NT0E M (TITLE, DESCI.’IPTi(lll'V.,E SARII\’%%E;JTC.AUV?)NMCLUSNE DATES) (c\(ljgtr-thEr. ) ‘ DISPOSITION INSTRUCTIONS
1 BRANCH SUBJECT FILE
‘ Consists of correspondence, reports, and 4.0 Temporary. Destroy when 2 years old. (Cut
other papers accumulated in the general off at end of each year; destroy 2 years
administration of the activities of the thereafter except current policies and
Branch. Filed alphabetically by subject. procedures which will be placed in current
file.

2. | CONVENIENCE FIIE (Reading)
Consists of extra copies of outgoing .3 Temporary. Destroy when 1 year old. (Cut
correspondence maintained for convenience off at end of each year; destroy 1 year
of reference. Filed chronologically by thereafter.)
fiscal year.

(1958-1960)

3 TABLE OF ORGANIZATION FILES

Consists of extra copies of the Agency T/0 2.0 Temporary. Destroy upon verification of
‘ used as working copies. The T/0's are revised T/O.
used for reference to official position
titles, position numbers, unit strength,
etc. Authorized changes to the T/O are
noted on these copies for use in verifying
the revised T/O. Arranged organizationally.
(Current)
Approved For Release 2005/11/21 : CIA- SEGH-EI 87A000100230003-5
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ITEM NO.| FILES IDENTIFICATION

VOLUME DISPOS [TION INSTRUCT IONS

T/0 CHANGE FILE

Consists of retained copies of Form 261,
Staffing Complement Change Authorizgtion,
and copies of requests for changes; con-
currences, etc. Files are maintained by
the Branch for reference purposes, the
record copies of Form 261, concurrences,
etc., are maintained in the Office of the
Chief. Files are arranged organizationally
or by Project as appropriate and chronologi-
cally by date of approval thereunder.
(1958-1960)

STATUS FILE OF PENDING REQUESTS

Consists of 3 x 5 card file containing
notations of action required, office, and
status of each request. Used by Branch
Chief %o evaluate workload, prepare accom-
plishment reports etc.

(1959-1960)
POSITION DESCRIPTION FILES

Consists of Form 387, Position Description,
with related correspondence and reports. The
files contain the record copy of the descript-
ion and other information on each covert
position in the Agency.

a. Current Files. Consists of the current
position description and related papers
maintained by each Position Evaluation
Officer for his area of responsibility.
File organizationally and by position
number thereunder.

(1954-1960)

R o, 1392 [0 1oLt RECORDS CONTROL SCHEDULE - conT

Approved For Release 2005/11/21 : cm-;ﬁgﬂﬂl 87A000100230003-5

Temporary. Destroy when 2 years old.

Temporary. Destroy 6 months after action
completed.

Temporary. When position is abolished or
description becomes obsolete, place in
Obsolete file and destroy related papers.

%MM—%H—MW AO00TO0230003-5
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- 1TEM NO. FILES IDENTIF ICAT [ON | voLUME DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : cm-ﬂstﬂA 87A000100230003-5
j

6 | POSITION DESCRIPTION FIIES (Con't)

.5 Temporary. Disposal not authorized. Retain
1 copy of all superseded descriptions and
descriptions of positions abolished after
September 1, 1950. Retire to Records Center

b. Obsolete File. Consists of the obsolete
position descriptions removed from the

) above file. Filed orgenizationally and

by position number thereunder.

&

=
- (1958-1960) when 1 year old. (Item 288 RCS 40-57)
T POSITION EVALUATION SURVEY FILES
"' Consists of case files containing correspond-| 1.6 Temporary. Destroy when no longer needed
ence, survey reports, functional statements, for reference purposes.

etc., accumulated by the Position Evaluation
Officers while conducting surveys. Informa-
tion includes analysis of positions, grade
structures, position titles, statements of
duties and responsibilities, etc. Files
serve as reference and as a basis for prepa-
ration of Form 387, Position Description.
Each file is arranged organizationally by
division.

(Current)

8 POSITION EVALUATION OFFICER'S WORKING FIIES

Consists primarily of correspondence on 7.0 Temporary. Destroy when no longer needed for
. special projects, wage schedules, office reference purposes.

notices, pamphlets, etc., not contained
in the survey files. These files are
maintained by the Position Evaluation
s Officers for reference. Filing arrangement
: varies with each file. .

(1958-1960)

AHWMMMH‘ +A600406230063~5
: Bo48+A000486230063-5
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DISPOSITION INSTRUCT IONS

Regulations and Notices, QP Memorandums,
CSC Position Classification Standards,
and similar reference material.

oo, 1392 00 1000 RECORDS CONTROL SCHED

WMQ&-R&HE—BH: ARO001T00230003-5

ITEM No.| FILES IDENTIFICATION . voLum: |
Approved For Release 2005/11/21 : CIA-R SE 7A000100230003-5
9 REFERENCE PUBLICATIONS FIILE
Consists of published material such as CIA 7.0 Temporary. Destroy when no longer needed for

reference purposes.
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7 SCHEDULE NO.

‘ RECRRDS, SO TRIRERUERY S 05/11/21 : cia-SEGRETdazae 40-60

OFFICE, DIVISION, BRANCH A
Personnel, Salary and Wage Division, Office of the Chief e ATE / /
S | b/ S0 p 7/1/69
o VOLUME

2 ll:lr(ffﬂ (TITLE, DESCRIPT;t;)t",ES;RIR[;EI'%H;JT(‘:,ALIVDNINCLUSIVE DATES) (CUBIC~FT. ) DISPOSITION INSTRUCTIONS

1 ¥| DIVISION SUBJECT FILE
Consists of correspondence, reports, staff 2.5 Temporary. Destroy when 3 years old. (Cut
studies, and other papers pertaining to the off at end of each year; transfer to the

- operation and administration of an Agency Records Center 1 year thereafter except

program of position evaluation, wage admin- pepers pertaining to policies and procedures
istration, and the development of position _ vhich will be retained in current files
standards. Filed alphabetically by subject. area indefinitely.) (Item 240 RSD 40-57)

) (1958-1960)
21| ACTIVITY REPORTS FILE

Consists of wéekly activity reports covering 1.7 Temporary. Destroy when 1 year old. (Cut
the activities of the individual position off at end of each year; destroy 1 year
Evaluation Officers and Branch activities. ‘thereafter. )

These reports contain statistics on the
number of position audits, number of position
descriptions allocated, number of table of
organization changes authorized, supergrade
positions prepared for review, etc. Filed

~ chronologically.

3 BACKGROUND & PRECEDENT FILE
Policy Planning documents, correspondence, 6.0 Temporary. Destroy upon completion of
E directives, etc. used by C/SWD in admin- required action except papers pertaining
. istration of the Salary and Wage activity to policies and procedures of permanent
for the Agency. interest will be transferred to the
i (Current) Division Subject File.

187A000100230003-5

FORM NO. ‘39 USE PREVIOUS . . (41)
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a record of the receipt and dispatch of
Form 261, Staffing Complement Change Author-
ization, received by the Division, Filed
Chronologically.

(1959-1960)

* RSD is Office oghgg‘g‘or& feﬁ ER'sm‘ﬁAﬂ Y
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ITEM NO.| FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA- RE7487A000100230003—5
) CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing corre- T Temporary. Destroy when 1 year old. (cut

spondence maintained for convenience of off at end of each year; destroy 1 year

reference. Filed chronologically. thereafter. )
(1958-1960)
5' TABLE OF CRGANIZATION FILES

Consists of copies of Agency Position

Control Registers; signed copies of

Form 261, Staffing Complement Change

Authorization; and concurrences, justi-

fications, and comments pertaining to

the changes. These files are used by

the Division in coordinating all actions

affecting the T/0 and in maintaining a

current Agency T/O as required by Regulation.

Lo . .

a. Offds Sidse 'Bcopies of Position 2.0 Temporary. Destroy when 1 year old. (Cut
Control Registers contain rosters of off at end of each year; destroy 1 year
approved agency positions and names thereafter.)
of incumbents. Filed chronologically.¥*

(1958-1960) .

b. Signed copies of Form 261, Staffing 1.0 Permanent. Disposal not authorized. (Place
Complement Change Authorization, and in a file of completed cases upon final au-
concurrences, justifications, and thorization; cut off completed case file at
comments pertain to the changes. end of each year and transfer to the Records
Filed by project or organizationally Center 2 years thereafter.)
and by position number thereafter.

(1958-1960)
6 | T/0 CHANGE LOG
Consists of a loose~leaf binder containing .1 Temporary. Destroy when 1 year old.

S7/A000100230003.5

RECORDS CONTROL SCHEDULE - cONTINUATION SHEET

(41)



ITEM NO. FILES IDENTIF{CATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : mmﬁmlsmoomoozsooos-s

T SUPER-GRADE FILE

Consists of correspondence, laws and

e directives, reports and background
material on super-grade allocation;
activities of the Super-Grade Review

-~ Board, etec., accumulated in sdministration
of the Agencies super-grade personnel.

a. Consists of agenda of meetings, 3.0 Permanent. Disposal not authorized. (Cut
“ listings of super-grade positions, off at end of each year; retire to Records
and activities of the Super-Grade Center 2 years thereafter.
Review Board, Board recommendations (Item 247 RCS-40-57)

on review cases; super-grade structure
in other agencies, etc., and are used
in furnishing information to the Area
Deputy Directors and the Director of
Personnel on the utilizations and
status of each position. Filed
alphabetically by subject.

(1951-1960)
b. Consists of Form 387, Position Description] 3.0 Permanent. Disposal not authorized. When
on super-grade positions with related position is abolished or description becomes -
correspondence and reports. The files obsolete, remove from active file and retire
contain the record copy of descriptions to Records Center 2 years thereafter.
and other information on each super-grade .
. position. Filed organizationally.
(Current)

AppmeEnMM&;MMWMM
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DISPOSITION INSTRUCT IONS

10

Approved For Release 2005/11/21 : CIA

POSITION STANDARDS WORKING FILE

Consists of copies of correspondence, reports,
staff studies, pay schedules, and related
papers accumulated in the development of
position standards.

8. Consists of special organization and
grade classification structural surveys,
manpower control systems, competitive
pay levels, point plans, etc., used in
development and administration of posi-
tion standards.

b. Consists of special classification
surveys, directives, correspondence,
and Civil Service rules and regulations
used &s & basis for revising position
standards published in Occupational Hand-
Book for guidance of personnel officers.

CAREER SERVICE STAFFING AUTHORIZATION FILE

Consists of policy directives, special reports
and background papers used in developing and
administering Agency ceiling and position
authorization under the Flexible T/O Concept
in accordance with provisions of R 20-250;
includes copies of Form 1723, Career Service
Staffing Authorization Plans. Filed by
subject or organization as appropriate.

PERSONNEL REQUIREMENTS PLANNING REPORTS

Consists of Form 1724, Summary of Planned

Changes prepered by the Career Service Boards

which are used to compile annual personnel

requirements and to compute average grade.

Filed organizationally by Career Service.
(Current)

3.5

1.0

2,0

2.0

#mﬁﬂd87A0001 00230003-5

Temporary. Destroy when no longer needed
for reference purposes.

Temporary. Destroy when no longer needed
for reference purposes.

Permanent. Disposal not authorized. (Cut
off file at end of two years; transfer to
Records Center 1 year thereafter.

Temporary. Destroy at end of 10 years.
(Ccut off at end of each year; transfer to
Records Center 2 years thereafter.)

1w
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Approved For Release 2005/11/21 : CIA-mRET187AOOO100230003-5

11 | STAFFING AUTHORIZATION WORKING PAPERS

Consists of Agency regulations, General 2.5 Temporary. Destroy when obsolete or super -
Schedule Pay Plans, preliminary work sheets, seded.

computations, etc., used by technician in
connection with CSSA activity. Filed by
subject.

*

(Current)

-
lQVW OCCUPATIONAL HANDBOOK FILE

. Consists of copies of the "Occupational
Handbook of Classification Titles and
Codes" and the reproduction negatives for
the handbook. This handbook was developed
to serve as a working media for the assign-
ment of stendard titles and codes to Agency
positions, for the occupational coding of
employee qualifications, and as a reference
to position statistics, etc.

a. Occupational Handbook of Classification 1.2 Temporary. Destroy when superseded or
Titles and Codes. Arranged by occupation obsolete.
code numbers.

b. Reproduction negatives for the occupation- A Temporary. Destroy when superseded or
al handbook. obsolete.

~ 134 POSITION AND QUALFICATION STANDARDS FIIE

Consists of copies of Agency Position and
Qualification Standards. These standards

: were developed by the Division and serve

as working guides for the determination

of title, occupational code, and grade of
Agency positions and for the determination
of appropriate qualifications of individusls
assigned to positions.

" ' eraelme-aew—-aﬁmﬂowmnm 5
pproveaT 3
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Approved For Release 2005/11/21 : CIA-WRE!187AOOO100230003—5

13 POSITION AND QUALFICATION STANDARDS FILE (Con't)

a. Background and policy material. 6.0 Temporary. Destroy when six months old.

- When material becomes obsoleted or superseded
transfer to inactive file. Cut off inactive
file at end of six months and destroy.

b. Position and Qualification Standards, 2.7 Temporary. Destroy when superseded or

arranged by occupational code number. obsolete.
i c. Reproduction negatives for Position and S Temporary. Destroy when superseded or

. Qualification Standards, obsolete.
Ditto copies of Position Standards for 2.0 Temporary. Destroy when superseded or

distribution upon request. obsolete.

L OCCUPATIONAL CODE CLASSIFICATION FILE

Consists of duplicate copies of approved 8.0 Temporary. Destroy when superseded or
Job Descriptions, Form 387, filed by declared obsolete.

occupational code and by GS grade there-

under .

15 GRADE UTILIZATION TABULATING FILE

Consists of a machine listing;contains .1 Temporary. Destroy upon receipt of revised
information on Agency grade utilization listing.
~ and the number of incumbents in each

grade. Listing is used in developing

position standards, for comparison of

grade structure in this Agency with that

R of other Agencies, and for the preparation

of statistics on grade average by position.
(Current)

D :
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Approved For Release 2005/11/21 : CIA- WAWAOOM 00230003-5

16 OCCUPATION SERIES FILE

Consists of a machine listing of .3 Temporary. Destroy upon receipt of revised
» occupational categories of Agency listing.
positions. Information contained

: on listing reflects standard Agency
- titles, code numbers, and grade range.
Listing is used as & working media
in comparing Agency titles and codes
with those of the Civil Service Com-

mission for possible Agency conformance.

. (Current)

17 DIVISION PERSONNEL FILES

Consists of copies of Form 1150, .2 Temporary. Destroy when 1 year old. (Cut
Notification of Personnel Actions, off at end of each year; destroy 1 year
training requests, etc.; also Time thereafter or when employee is transferred
and Attendance records maintained or separated, whichever is sooner.

on sick, annual, and overtime worked;
and other related papers accumulated
in the administration of Division
Personnel. Filing arrangement is
alphabetical or chronological as
gppropriate.

(1959-1960)
~ 18 | REPRODUCED COPIES OF AGENCY ADMINISTRATION DATA

Consists of reproduced copies of selected 1.0 Temporary. Destroy when superseded or
articles and publications by USCSC and obsolete.

. other government agencies concerning

. position and qualification standards,

position evaluation, etc. This file is
used for orientation of new employees.

Approved For Release 2005/11/21 : CIA-¥ | D487A000100230003-5
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- Approved For Release 2005/11/21 : cm-%ﬂhsmoom00230003-5

19 LIBRARY MATERIAL

Consists of bound library books, diction- 1.5 Temporary. Return to Library when no
aries, gulides, manuals, etc., maintained longer needed for reference purposes.
for reference purposes.

20 REFERENCE PUELICATIONS FILE

Consists of published material such as 8.0 Temporary. Destroy when no longer needed
CIA Regulations and Notices, OP Memorandums, for reference purposes.
Position Classification Standards, and

. similar reference material.

ADDFOVMMWAM 87A000100230003-5
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25X1

Consists of historical papers, T/O's,
documents, etc., covering OPC and 0SO

predecessor of DDP; including Special
Report kated 1952,

and OPC Regulations Manual and Organization

Material.

2.0

Temporary.

SECRET

ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : %{m -00487A000100230003-5
21 HISTORICAL BACKGROUND MATERIAL

Transfer to DDP Historical

Section for screening and inclusion
as reference material 1s appropriate.

NOTE: This disposition recommended by
Records Management Staff and
approved by SWD.

(,

f

\

i
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RN - SCHEDULE NO.
o R E GOS0 \COR FROOLRSIHNERURE05/11/21 :CIA-%PFITS-OO 87A000100230003-5 40-60
I3 o , CONCURRENCE
OFFICE, DIVISION, BRANCG) 1p(\}_ S1GNATURE 25
Personnel, Reecude--and—S = whaton Y (-’ N
S’catlstlcal Reporting Branch 2 9}/' éd)/ ?5 TiTLE — -
{ 6’ Chief, Statistical Reporting Br. 1 JUL 108p
.~ ’ N
IJ(?‘ (TITLE, DESCI!IPT;(Illl\;.ESAR‘R%"(‘;;A‘!;A:I?,A.I;IIV%NINCLUSIVE DATES) (c‘{,g'}gMpEr.) DISPOSITION INSTRUCTIONS
T4 1. BRANCH SUBJECT FILE SEBR
Consists of correspondence, reports and 1.5 Temporary. Destroy when 2 years eld.
other papers accumulated in the general (Cut off at the end of each year; destroy
. administration of the activities of the 2 years thereafter.)
Branch. ¥iled by subject.
(1958-1960)
2, |CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 5 Temporary. Destroy when 2 years eld.
correspondence maintained for convenience (Cu‘b off at end of each year; destroy
of reference. TFiled Chronologically. 2 years thereafter.)
(1958-1960)
3. |PERSONNEL REPCRTS FILE
Consists of periodic and special reports
required on the various phases of personnel
administration. Filed by type of report
‘ and chronologically thereunder.
a. Annual Personnel Statistical Review. 2.0 Permanent. Disposal not autherized.
(1953-1960) (Maintain a 10 year level; thereafter
transfer oldest year to the Records
” Center after filing current year.)
be Monthly Personnel Statistical 10,0 Permanent. Disposal not authorized.
Review and supplements thereto. (Maintain & 10 year level; thereafter
(1953-1960) transfer oldest year to the Records
Center after filing current year.)
Approved For Release 2005/11/21 : CIA- -00487A000100230003-5

FORM NO. 139 USE PREVIOUS (an
t_JAN 56 EDITIONS.




ITEM NO.|,

FILES IDENTIFICATION

VOLUME _|{

DISPOSITION INSTRUCTIONS

CONTINUED

c. Quarterly Consultant Reporte
Contains names and amount and rate of
pay of all consultants utilized by the
Agency. (1958-1960)

de "Eyes Only" Strength Report.

Contains statistical information sub-

stantially duplicated in the Monthly

Personnel Statistical Review.
(1947-1960)

e, Monthly Report of Separations. Con-

tains statistical. information on personnel

separations by separation factor and in-

cludes copies of Form 971, Report of Separation

prepared by the Employee Relations Branch.
(1957-1960)

MACHINE LISTINGS (STATISTICAL TABULATIONS)

a. Consists of listings containing
statistical information on personnel
activities which are prepared from
Machine Record cards. These tabulations
are used primarily in the preparation
of summary recurring strength reports.
Most of the tabulations are issued on
a monthly basis. Filed chronologically
by type of report.

(1953-1960)

b. Comptroller's Report - Monthly tabulation
showing personnel strength by type in T/0
Sequence. One page summary is prepared and
forwarded to Office of Comptroller for Budget
Control Purposes.

(1947-1960)

AY

FORM NO. '393 USE PREVIOUS

1 JAN se

Approved For Release 2005/11/21 : CIA-%EEmOA[E
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5.0

13.0

2.0

X\

7A000100230003-5

Permenent., Disposal not authorized.
(Cut off every other year; transfer
to the Records Center 2 years there-
after,

Permanent. Disposal not authorized.
(Retain in current files area
indefinitely.)

Temporary. Disposal not authorized.
by this schedule. Cut off file at
end of five years; transfer oldest
year to Records Center after filing
current year.

(Ttem 388 a, b, ¢, d, e, RCS 40-5T)

Temporary. Destroy when 10 years old.
Note: Some of these tabulations may
be destroyed upon receipt of current
issue depending on the use, content,
and availability of info from another
source.

(Ttem 339 RCS 40-57)

Permanent.
as reference document,
(Ttem 339 RCS L40-5T)

HI57R 004AR7ZA000100230003.5

Maintain in immediate work area

Annraved Far Belease 2008/14/21 - CIA
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Approved For Release 2005/11/21 : CIA{RDP78-004§7A000100230003-5
MACHINE LISTINGS (ROSTERS) B R

Consists of rosters of positions and versomnel
which are prepared by ADPD. Frequency of publica-
tions vary according to contents, use, recurring
and special reporting requirements.

a. Position Control Register (iMonthly report Permanent. Quarterly reports one year or
(ADPD Job 1k0) older will be forwarded to Records Center
(1957 - ) upon accumulatia of one foot. Destroy extra
copies in imnediate work area after two years.||

Combined Alphabetical Listings covering . Permanent. Quarterly reports one year or

Agency strength. Also included are older will be forwarded to Records Center upon|

serial number listings. accurmilation of one foot. Destroy exira

(ADPD Job 105) covies in imnediate work area after.three
(1953 - ) years.

f’ﬁ»&f‘/@ &

N

Recurring Listings consist of DOG, or- Telporary. Listings one year er older will
ganizational code, longevity, computation be forwarded to Records Centver upon accumula-
dates, occ. series, career service desig- tion of one foot. Hold at Records Center for
nation, consultants, applicants, super- additional nine years and return te erizinator
grades, staff agents, contract, and for review. estroy extra evpies in immediate
military persomnel published periodically work area vhen two years old.
TFiled chrono by type of report.

(ADPD Jobs 106, 107, 109, 120, 121, 122,

143, 157, 170, 171, 172, ond 185)

(957 - )

N
R
CQ
RN

Swmmary Annval Listings consist of name Temporsry. Desbroy upcon receipt of new

changes and separations. listing.

(ADPD Jobs 115 and 101)
(Current)

Monthly rosters involving IODs, langiage, Tenporary. Screen annually. Destroy rosvers
separations, personnel locator, fitness no longer needed for current referenee.

reports, LWOP, name changes, etc.

(ADPD Jobs 101, 102, 111, 11k, 115, 121,
123, 151, 184, 189, and 960. Also
special requests, 700 series.)

(1953 - ) - -

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003.5,
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i Approved For Release 2005/11/21 : CIA-H 7A000100230003-5
g — et
c. Age and Grade Distribution - Tabulation 1.5 Temporary. Disposal not suthorized by
by age groups by organization issued semi=- this schedule. Retain in immediate work
annually as basis for special report. area as long as required and then transfer
(1952-1960) to Records Center.
5. |MACHINE LISTINGS (ROSTERS)
Consists of listings containing rosters of
positions and personnel vwhich were prepared
from machine record cards. Frequency of
publications varies according to contents,
use and recurring and special reporting
requirenments.
a. Position Control Register - Quarterly 8.0 Permanent. Disposal not authorized.
(1957-1960) Cut off file at end of each year;
retain June and December issues in
immediate work area for five years;
March and September copies will be
retired to Records Center when 2
years old.
b« Monthly - combined alphabetical listings 6.0 Terporary. Destroy when 10 years old.
covering Agency strength. Retain quarterly issues in immediate
(1958-1960) work area for three years then retire %o
Records Center., The other copies will
be destroyed in work area when one year
old.
c. BSpecial Listings ~ Consisting of Date 1k.5 Temporary. Destroy when 10 years old.
of Grade, Longevity Computation Dates, Career Retain selgcted reference copies in work
Service Designation;:Consultants, Staff Agents, area for- years; retire to Records
and Contract Personnel published on a recurring Center at end of £ive years.
staggered quarterly intervals. ¥Filed chronolog- Lo g
ically by type or report. PIVE T N AP Sy g 2
(1957-1960) ' Flplas
Anpraved For Release 2005(11/21. - ClA- RZA000100230003-5
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Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
3

TECRET

L ITEM NO.

5e CONTINUED

d. Summary Annual Listizgs 2.0 Permanent. Disposal not authorized.
These listings consist of name changes, sep- (Cut off files at end of five years;
] arations, accessions eic., and are a summaxry transfer oddest year to Records Center
.d of the monthly or quarterly issuvances. after filing current year issue.
(1955-1960) (Item 340 4 RCS-40-57

. 6. JORK PAPERS
Consists of work sheets created in the 2.0 Temporary. Destroy upon preparation
course of compiling statistics and pre- of related reports.

, paring reports., The information contained

in these work papers is reflected in the
final reports,

(1959-1960)
T. [ODING SHEET FILE (Military Personnel)

Consists of documents containing coded 2.0 Temporary. Destroy at end of one year
information created to facilitate the or upon preparation and verification
preparation of the machine record cards of the related machine record cards as
which are used as a basis for the personnel appropriate.

strength reports; also includes Form 1556,
Military Personnel Code Sheet.
(1959-1960)

5, 8. PERSONNEL CEILING AND AUTHORIZATION CONTROL FILE

Consists of memoranda, approved ceiling changes,| 5.0 Temporary. Disposal not authorized by this
Staffing Complement Change Authorizations, and Schedule. Retain in immediate work area 10
background material on Agency personnel ceilings)e years and then retire oldest year to Records
Maintained for documentation of published stat- Center.

N . istical reports and for furnishing request for (Ttem 344, RCS 40-5T)

’ . ‘_\ information from operating officials. Arranged

izationally.
(1952-1960)

ZA000100230003-5
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9.

10,

12,

Approved For Release 2005/11/21 : CIA-R
PERSONNEL ACTION FILE

Consists of copies of SF 1150 and SF 1152
received by the Branch and used to prepare
the Daily Strength Report. The Daily Strength
is also reflected in the PSR. Arranged chron-
ologically.

(1960)

GRAPHIC CHART FILE

Consists of large statistical charts prepared
for use in briefings and training courses.
Includes charts on civilian and military
combined strength, staff personnel gains and
loses, promotion, rate, and departmental and
field on duty strength.

COURIER RECEIPT FILE

Consists of the Branch copy of Form 240,

Couries's Classified Mail Receipt, whlch

was signed by the courier at the time the

material was picked up for delivery to

addresses. Filed chronologically.
(1959-1960)

TRANSMITTAL FILES

Consists of transmittals received from
initiating offices which forward personnel
actions and miscellaneous personnel status
changes to the Branch for coding or other
action; information covering conversions to
and from SA Status. Filed chronologically
by type of action covered.

(1958-1560)

%PEfRﬁT7AOOO1 00230003-5

Temporary. Destroy when 2 months old.

2.0 Temporary. Destroy when superseded or

obsolete.

1 Temporary. Destroy when 3 months old.

2.5

Temporary. Destroy at end of each year
or upon change in status as appropriate.

FORM NO.
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] ‘ Approved For Release 2005/11/21 : CIA-RDP78- ﬂ87A000100230003-5
13. ATLY STRENGTH REPORT WORKING FILE BE
Consists of posted copies of Form 1345, Daily «5 Temporary. Destroy when 3 months old.
Strength Report and supporting background paper
accumilated in preparation of the report. This
report is used as a Strength Control record and
to provide information for OD/Pers upon request.
14, REFERENCE PUBLICATIONS FILE
Consists of published material such as regula- 1.5 Temporary. Destroy when no longer needed
tions, notices, handbooks, etc., maintained for for reference purposes.
reference purposes.
15, (LIBRARY MATERIAL
Consists of bound library books, dictionaries, 2¢5 Temporary. Return to Library when no
guides, manuals, etc., maintained for reference longer needed for reference purposes.
purposes.
il
Approved For Release 2005/11/21 : CIA-H = 7A000100230003-5
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SCHEDULE NO.

R EQBRDP SO 0ON TROLRS ey 2005/11/21 : CIA-RDP78-00487A000100230003-5 L0-60
CONCURRENCE

OFFICE. DIVISION, BRANCH 51 2b

Office of Personnel, Contract Personnel Division ||
Staff Support Branch T

C/Staff~Support Br/CFD T July 1960

% I TEM FILES IDENTIFICATION VOLUME .
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION IVNSTRUCTIONS

SECRET

Consists of correspondence, reports, studies,| 2.0 Temporary. Destroy when 2 years old.
':, charts, current and projected personnel (Cut off at end of each year; destroy
strengths, CSSA grade averages and similar 2 years thereafter.)

materials used as a basis for evaluation of
DDP personnel requirements and for preparatia
of special and repetitive reports for Deputy
Director, Plans. This file also contains T/0O
authorization and organization files on the
DDP area divisions. Files are arranged by
subject or division as appropriate.

]
1 (1958-1960)

1 BRANCH SUBJECT FILE

2 POLICY AND PRECEDENT FILE

Consists of policy directives, precedent 2.0 Permanent. Cut off files at end of

papers, regulations, laws, and decisions year; transfer to Center 1 year thereafter.

which effect or control personnel strength

and grade administration. Also contains

‘ special surveys, studies, etc. prepared for
policy guidance of DD/P, SPA-DD/S and SSA-DDA

3 PERSONNEL RECORDS FILE

Consists of IBM rosters, strength reports, 2.0
special studies, staffing authorization plans,
etc. covering staff employees, staff agents,
detailed military personnel, consultants, and
contract personnel.

Approved For Release 2005/11/21 : CIA:,&EREI; 7A000100230003-5
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A
L Approved For Release 2005/11/21 : CIA-F‘SEGR 87A000100230003-5
a. Copies of registers and rosters such
as:
Quarterly PCR's, Staffing for DDP, 2.0 Temporary. Destroy when superseded or
- Language and other qualification when 1 year old as appropriate. Destroy
T registers, alphabetical and organ- or place in inactive file upon receipt
izational name listings, Time in of current roster; if retained, destiroy
. Grade, and special and one-time when one year old.
T rosters or listings as required. 1
b. Monthly Status Reports on Personnel 1.0 Permanent. Cut off files at end of year,
; Strength, CSSA average grades and destroy duplicate copies, retain one copy
.’ projections; personnel change reports, of each report for two years and then
etc., prepared on a recurring basis; retire to Records Center.
and special and one-time reports or
studies prepared upon direction from
DDP or DDS. Filed by subject by
« Fiscal Year.
iﬂ L | WORKING FILES

{ ‘

R Consists of directives, laws, regulations, k.0 Temporary. Destroy when 2 years old.
correspondence, organizational functions and Cut off file at end of each year; remove
charts, classification standards, grade pertinent papers to current file or to
studies, etc., accumulated for guidance and Policy and Precedent file; destroy residue
support of Branch activities. Filing of file one year thereafter unless sooner
arrangement varies with each file. accomplished.

. 5 CSPD DISPATCH FILES
Consists of information of copies of dis- 2.0 Temporary. Destroy when 2 years old.
patches received or initiated by CSPD in Cut off files at end of year; destroy one
personne’ administration of field personnel. year thereafter.
Apprnwwm;mmwnm 5.
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v

7 PERSONNEL ACTION LOG FILE AND ACCOUNTABILITY

FILE
: Consists of worksheet records on daily w5 Temporary. Destroy when 1 year old.
changes in personnel actions d b '
1 . type personnel; Headquarters,
., and. Foreign Field; and by area division.

This information is used as basis for
daily strength report for plenning purposes
and for reporting to Deputy Director (Plans)

‘ as required.

8 MAIL LOG

Record of the receipt and dispatch of mail .2 Temporary. Destroy when one year old.
CSPD and Reports Branch except Top Secret.
File is arranged chronologically.

'-9 (1959-1960)

aﬂ 9 FLEX-O-LINE PERSONNEL AND POSITION INVENTORY
Consists of two stands of T5 pages each. 2.0 Temporary. Destroy strips when superseded
Contains flex-o-line strip entry of the or deleted. Inventory is maintained on a
current I)D/P Staffing and Development current basis (old strips are destroyed
Complements, including organization, when new ones are prepared to reflect
position, and incumbent data. . current information),

Apnproy 1424 - CIA :JlSlEﬁ"g! ZA000400230003-6
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”{;“ 3. Disggproved cavses.‘sL Fi®ed alphaLa; %D .0 Temporary. One year after closé ef the case,
! . retire to Records Center. Destroy two years
thereafter.
b. Consists of agendae and minutes of 1.5 Temporary. Retain in current files area
meetings, Panel files and miseellaneous corres- indefinitely.
pondence dealing with the Suggestion Awards
program.
c. Consists of that portiom of Employee 1.5 Temporary. Disposal not authorized. Retain
Suggestion form that is detachable and utilized in current files area indefinitely.
to control and reflect the status of the sugges-
~aibta tion during its processing cycle. Filed alpha-
. betically by suggester's name.
d. Consists of a register of control .1 Temporary. Disposal not authorized. Retain
numbers assigned to each suggestion. This log in current files area indefinitely.

includes name of suggestor, office, division,
grade, date of receipt, etc.

e. Consists of 3x5 card file giving pertinept .2 Temporary. Destroy when two years old.
information regarding subject of suggestion
utilized solely for checking for duplicate
suggestions.

b, HONOR AND MERIT AWARDS PROGRAM FILES

a. Consists of the following type case

files:
' 1. Pending cases consist of recommenda-| 1.0 Temporary. Upon completion of Honor and
tion as well as correspondence and biographifp Merit Awards Board action, transfer pertinent
data supporting the recommendation. papers to case file.

2, Case files consist of recommendationl, 2.0 Temporary. Disposal not authorized. Hold in
notice of award presentation, and miscella- office area for two years after close of case.
neous correspondence dealing with completed Retire to Records Center and hold for five
caaes. years. At the end of this period, return to

originator for disposition.

S“”[‘ﬁrﬁ"
KU o
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kY I
Approved For Release 2005/1 2P HARDP78-00

b. Oonsists of Honor and Merit Awards
Board meeting file. Consists of agendae,
minutes, reports, and background material on the
Honor and Merit Awards program.

c. Oonsists of a register used to assign
control numbers to recommendations for honor
awards received by office.

BRIEFING MATERIAL

Consists of outline of Suggestion Awards
program as well as forms relating thereto and
miscellaneous material used as handouts for
briefing of Agency personnel.

REFERENCE FILE

This file consists of posters, film,
bulletins, circulars and other material and
publications concerning the Suggestion Awards
and Honor and Merit Awards Board programs. Also
included are Agency regulatory issuances main-
tained for reference purposes.

FORM NO.
1 JAN 56

USE PREVIOUS
‘39a EDITIONS.
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Temporary. Retain in curren'b flles area.

Destroy material no longer needed.

Temporary. Disposal not authorized. Retain

in current files area indefinitely.

Temporary. Destroy vhen obsolete, superseded
or no longer needed.

Temporary. Destroy when obsolete, superseded
or no longer needed.
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VOLUME

D1SPOSITION INSTRUCTIONS

IDEEH;ICATION AR
Approv oIz ClA
Disapproved cases. Filed alpha.

Consists of agendse and minutes of
meetings, Panel files and miscellaneous corres-
pondence dealing with the Suggestion Avards

Consists of that portion of Employee

Suggestion form that 1is detacheble and utilized
to control and reflect the stetus of the sugges-
Filed alpha-

Coneists of & register of control
This log
ineludes nsme of suggestor, office, division,

Consists of 3x5 card file giving pertinent
information regarding subject of suggestion
utilized solely for checking for duplicate

a. Consists of the following type case

1. Pending cases consist of recommenda-
tion as well as jorrespondence and biographic
data supporting the recommendation.

Case files consist of recommendationm,
potice of award presentation, and miscella-
neous correspondence dealing with completed

ITEM NO. FILES
3.
.bl
program.
c.
tion during its processing cycle.
betically by suggester's name.
d.
numbers assigned to each suggestion.
grade, date of receipt, etc.
. e.
suggestions.
4. | HONOR AND MERIT AWARDS PROGRAM FILES
files:
2.
cases.

b

ADDFOVWREL‘" 80487

1 JAN 56

FORM NO. '393 USE PREVIOUS

EDITIONS.
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4.0

105

1.5

.1

1.0

2.0

Temporary. One year after close of case,

retire to Records Center. Destroy two years

thereafter.

Temporary. Retain in current files area

indefinitely.

Temporary. Retain
M_tLL

in current files area ]
R iy
RE-140 ]
Temporsry. Disposal not authorized. Retain
in current files area indefinitely.

Temporary. Destroy when two years old.

Temporary. Upon completion of Homor and
Merit Awards Board action, transfer pertinent

papers to case file.

Permenent. Hold in office area for two years
after close of case. Then retire to Records
Center.

A
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SCHEDULE NO.
87A000100230003-5 L40-60

1 CONCHDOCNOE

RE CURDIS 0B TrOR SIS AsRUR005/11/21 : CIA-ROEGRE

DIVISION, BRANCH

Persomnel,
Clandestine Services Personnel Division

OFF ICE,

VOLUME

FILES IDENTIFICATION
(cuBiC FT.)

DISPOSITION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

DIVISION SUBJECT FILE (014 185)

Temporary. Destroy when 3 years old.
(Cut off at end of each year; destroy 3
years thereafter.)

Consists of correspondence, reports, policy
directives and decisions, pertinent laws,
regulations and other papers accumulated in
administration of activities of the Division|
(1958-1960)

SUPERGRADE AND SPECTIAL ACTIVITY FILE

Contains policy decisions, recommendations
and actions taken in administration of
Supergrade personnel, Special placement
committee activity, Special retirement and
termination cases including Selection Out
Program. This file contains "Eyes Only"
material mintained for use by C/CSPD.

ADMINISTRATION FILE

Consists of miscellaneous papers accumulated
in the internal administration of the Divisid
such as:

Personnel Files on Pers assigned to CSPD
Requests for services, spaces allocation
budget estimates, CSPD memoranda procedwu
and instructions.

Temporary. Destroy when 10 years old or
when of no further reference value which-
ever is sooner., Files will be screened
selectively and papers of continuing
interest will be placed in current files
before destruction of the material.

Temporary. Miscellaneous correspondence P
directives, forms, ete. will be destroyed
at end ef a year. The personnel files
will be destroyed upon reassignment

from CSPD or separation of the employee.

Approved For Release 2005/11/21 : CIA-
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Approved For Release 2005/1 1121C:,—C+A-RDP78-00¢ 87A000100230003-5
CLANIESTINE SERVICES CAREER SERVICE BOARD C-.l.o)..

AND PANEL FILES

Consists of agenda, minutes, reports,
recommendations and supporting papers documenting
the activities of the CS Career Service Board and
Panels. This file also includes supergrade
personnel. Tiled chronologically by Board or
Panel.

CS PERSONNEL FILES (Soft Files)

Consists of case files maintained on "D"
designees. These files contain copies of per-
sonnel documents which reflect the assignment,
trensfer, promotion and separation of CS em-
ployees. Also included in these files are bio-
graphic profiles, fitness reports and miscellaneoy
information.

REPORT OF SEPARATION FILE

5.5

Consists of copies of Form 971, Report of
Separation, on CS persomnel (civilian and mili-
tary) containing pertinent information obtained
during exit interview. Filed chronologically.

&

O
Approved For Release 2005/11/21 : CIA-RI
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EDITIONS.

Temporary. Hold in office area two years.
Retire to Records Center upon accumulation
of one foot of material two years or older.
Retain at Records Center for additional three
years. Then return to originator for review
and resubmission if necessary.

Temporary. Destroy three months after separa-
tion of employee or transfer from Clandestine
Services except certain informetion which may
be forwarded to gaining office.

Temporary. Hold in cunent files area
indefinitely.

Temporary. Upon change from Staff Agent
status or separation from the Agency,
sterilize file and return to sppropriate
Career Service Board for disposition.

Temporary. Destroy when one year old.

ZA000100230003.5
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L CLANDESTINE SERVICE CAREER SERVICE BOARD AND
PANEL FILE

Consists of the Official minutes, agenda, Permanent. Disposal not authorized.

reports, recommendations, and supporting (Cut off at end of each year; transfer

papers documenting the activities of the to Records Center 2 years thereafter.)

CS Career Service Board and Panels.

Filed chronologically by Board or Panel.
(1957-1960)

REPORT OF SEPARATION FILE

Consists of copies of Form 971, Report of Temporary. Destroy when one year old.

Separation on CS personnel containing pert-

inent information obtained during the exit

interview. TFiled chronologically.
(Current)

COMPETITIVE PROMOTION FILE

Consists of competitive promotion rosters, Temporary. Destroy when 10 years old.

recommendations by operating officials, Upon dissolution of the Panel and com-

biographical and other supporting papers pletion of recommended action, the

on personnel being considered for promotion. original copy of the file will be retained

This ba.ckground material is prepared for use for reference; the additional copies will

by the panel members. Filing arrangement pe destroyed when no longer needed. One

chrontilogically by Panels. copy of each promotion panel file will
(Current) be retained in immediate work area for 5

' years then retired to Records Center.

CS PERSONNEL FILES (Soft Files)

Consists of case files maintained on personng . Temporary. Forward appropriate material
with CS8 career designation. These files con- 4o RSD for incorporation in Official Person-
tain copies of personnel documents which nel Folder, destroy zll other material
reflect the assignment, transfer, promotion after transfer from CS Career Service or
and separation of CS employees; also inelddes separation of the employee.

travel order, statements of accounts, fitness
reports, biographic profiles, and other infox
mation used in administering the activities
of CS personnel. TFiled by panel and alphabet
ically therein.

Approved For B e 200
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. Approved For Release 2005/11/21 : CIA-R 87A000100230003-5
. 8 CS OFFICER'S WORKING FILE
Consists of copies of correspondence, direc- k.0 Temporary. Destroy when superseded or
tives, policy statemenss, overseas vacancy no longer needed for reference purposes.

reports, language registers, and other rapers
collected and maintained by individual CS
Officers. Filing arrangement varies with
. each file.

. (Current)

9 | CONVENIENCE FILE (Reading)

Consists of the extra copies of outgoing 5 Temporary. Destroy when 2 years old.
‘ correspondence maintaned for convenience of (Cut off at end of each year; destroy
reference. TFiled chronologically by Board 1 year thereafter.)
and.Panels.
(1958-1960)
’ 10 IBM ROSTERS AND REGISTERS
~
) Consists of Personnel Control Registers, 2.0 Temporary. Destroy when superseded or
- Language Rosters, Development Complement obsolete.

Registers, and special rosters. These
rosters and registers are used by the
panels in the day-to-day activity of the

Division.
(Current)
11 RECORD OF CURRENT ASSIGNMENT (Strip File)
‘ Alphabetical strip file arranged by Panel .3 Temporary. Destroy name strip upon
by grade showing current assignment of CS transfer from DDP or separation.

Personnel administered by Panel A, B, and
C. Strip contains name, position number,
organization, grade, etec.

(Current)

87A000100230003-5
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12 | paNEL "D" SErRvIOPREVSES PLfFIea5e,20091131 : ClA- H-th\B7A000100230003-5

Consists of SF-T7, Service Record Card, main-
tained on each CS Clerical employee; pending
vacancies, and language abilities.

v a. Service Record Card, SF-T provides a 1.9 Temporzry. Upon transfer or separation
sumarized record of employees gervice the SF-7 on the individual will be placed
. including current assignment. (38 panels in the CS Personnel File for appropriate
“ Filed alphabetically. disposal.
(Current)
b. Development Complement, Ianguage abilities, .5 Temporary. Destroy when superseded or
' organizational requirements, vacancies, and obsolete.

special qualifications for potential
placement of qualified personnel.
(Current)

, 13 FOLLOW-UP CONTROL FILE

Consists of 3" x 5" cards. Suspense cards .2 Temporary. Destroy six months after
for control purposes in scheduling Follow-up completion of action.

\ interviews, reassignments, overseas returnees)
security and medical appointments, etc. TFiled
alphabetically or by suspense date as appro-
priate.

\»_""?.

(2 boxas)
1k REFERENCE PUBLICATIONS FILE

‘ Consists of published material such as 2.0 Temporary. Destroy when no longer
regulations, notices, handbooks, guides, needed for reference purposes.
(including CSI's and CSN's), OPM's, etc.
maintained for reference purposes.

_| ZA000100230003-5
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Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5 .

15. STAFF AGENT CAREER SERVICE FILE

Consists of SA Career Service Panel activity
. minutes of the meetings, recormmendations and
. action taken.

a. Policyy background and procedures files 2 Temporary. Destroy at end of 10 years.
. and papers mantained by the Secretary of : Cut off at end of each year, place in
.. the Panel. Filed chronologically by meeting. inactive file; retire to Records Center

2 years thereafter.,

b. SS - Personnel Soft Files maintained on 2,0 Temporary. Upon change from Staff Agent

’ employees in Staff Agent Status; contains Status or separation from the Agency,
. board actions, recommendations, etc. cone sterilize file and return to appropriate
cerning the employee. Maintained in Career Board for disposition,
pseudonym; filed alphabetically by grade,
: current.

Item transferred from Contract Personnel Div
.. formerly item 24.
A

/-/€- 63

Qs
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6 November 1964

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revised Records Control Schedule 40-64 for
Special Activities Staff, Office of Personnel

RESCINDS : Records Control Schedule 40-60, pages 11-13
Records Control Schedule 40-60, pages 86-89

1. Attached hereto is Records Control Schedule 40-64 for
the Special Activities Staff, Office of Personnel.

2. This schedule reflects the name change from Special
Assistant to Director of Personnel and also includes certain
files which belonged to the Special Assistant for Career Flanning,
POD/OP, a position which wes dissolved in September 1962, In
addition, other items have been updated and modifications made
where necessary.

3. It is requested that your approval be given this schedule
and that it be substituted for the one presently in effect as soon
as possible.

RAO/OP
Attachment:
RCS 40-64 for
SAS/OP
/3 Xov €P
APPROV [ Date

fa's]
CIA Records Administratioll flicer

R TR '1W§

et NEEE
Approved For Release 2005/11/21 :&IA‘-BQB78-004?}3?#;0’0’61@@2?6%)03-5
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24

OFFICE, DIVISION, BRANCH',
\%J,-

)

“D"“

iR 1/‘/6'%5,@)

Personnel, Speci‘é.l Assistant to Director'of Personnel

SIGN

TITL

~Sk/B/Pers oo Jhf JSA S, 1 July 1960
U 7
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OLUME
INTOEM (TITLE, DESCRIPT’;OII'\;.ESAR;&IEVZE;A:I(‘:,A%%NINCLUSIVE DATES ) (C\lI!BIgMFT.) DISPOSITION INSTRUCTIONS
1 SUBJECT FILES 5A/D/PERS
Consists of correspondence » memorands., 1.0 Permanent. Disposal not authorized. (Cut
staff studies and policy directives off at end of ewery other year and transfer
concerning Agency administration of to the Records Center 2 years thereafter;
disciplinary and suitability cases, except policy and precedent material which
including cases involving adverse effect on will be retained in the immediate work area
employee's status or pay, such as separations, indefinitely.)
reduction in grade and suspensions 3 and
materials accumulated in participation on
the Medical-Security-Personnel Review Panel
and the Overseas Evaluation Panel and the
Agency Disposition Board.
(1957-1960)
2 AGENCY DISPOSITION BOARD, AND EVALUATION AND
REVIEW PANEL FILES
Consists of the official minutes, agendas,
background data, reports and supporting
rapers documenting the activities and
recommended action for each individual
case considered. e
a. Agency Disposition Board. Arranged .5 Permanent. Disposal not authorized. (Cut
numerically by meeting number. off at end of each year; transfer to Records
(1957-1960) Center 10 years thereafter.)
b. Medical-Security-Personnel Review Panel. 2 Permanent. Disposal not authorized. (cut
Arranged numerically by meeting number. off at end of each year; transfer to Records
(1957-1960) Center 5 years thereafter.)
c. Overseas Evaluation Panel. Arranged .2 Permanent. Disposal not authorized. (Cut
numericall, lggemigggl)ng number., off at end of each year; transfer to Records




VOLUME DISPOSITION INSTRUCTIONS

]
. ’ Approved For Release@908/41/21 Wpyw-ooumoom00230003-5 M4
. Personnel, Special Aoea.ms% ) %ﬁ b f?

Revised: 24 September 1962

1 ITEM NO. FILES IDENTIFICATION

. 3 CONTROL AND REFERENCE FILE
‘ Consists of 3 x 5 cards listing name of .2 Disposition. Destroy 3 years after com=-
. employee, type of problem involved, pletion of reccmmended action. (Cut off file
o recomrend solution; and final action at end of year; transfer to inactive file.
taken. This file summarized action Destroy 3 years thereafter.)

pending or recommended in each case and
is uded for quick reference.

9 (1959-1962)
b EMPLOYEE CASE FILES
Consists of case files on the more serious 32.0 Temporary. Retain at Record Center 10 years
problem cases containing extra copies of then returned for review and appropriate
correspondence, reports, and other papers disposal.
pertaining to the handling of each case.
Copies of pertinent actions or memoranda a. Upon completion of the case, screen file
are placed in the individual's official and forward appropriste material to RSD for
Personnel Folder. Filed alphabetically inclusion in Official Personnel Folder.
by name. Sensdtive (personal) material gathered during
(1960-1962) the processing of the case will be retained
in immediate work area as long as required
1 for frequent reference.
’ y - b. ¥when file is no longer required for
L PPROT d frequent reference (upon accumulation of
: atg 1 cubic foot) it will be sent to the Records
~ Chief, Records Managelrem otes in a Sealed Envelope and will be retained
. : at the Center for 10 years unless sooner
" recalled.

. ¢. At the end of 10 years the deposit will be
i returned for review and appropriate disposal
by designated official in OB/Pers.

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100230003-5
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Employment Review Board are convened to
review, consider and make recommendations
on employee problem cases. Files consist

of the following:

a. Official record copies of
minutes, transcripts and

proceedings.

b. Case files for employees whose
cases are being considered,

(1/9;2-1962)

APP}

Chief, Records Management S
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Consists of regulations, notices, OPM's, 1.0 Temporary. Destroy when no longer neede
0GC Opinions, manuals, etc., maintained for reference purposes. .
for reference
6 REVIEW BOARD FILES
The Employment Review Board and the Special 1.8

Permanent. Disposal not authorized by
this schedule. Retain in current files
area indefinitely

Temporary. Case files will be transferred
to Employee Case Files (Item 4 above) as
appropriate.

P7Z8-00487A000100230003-5
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7 7 Approved For Release 2005/11/21 : CIAQf 00 W/a-sé SN
3 CONTROL AND REFERENCE FILE Syt L—k -
Consists of 3 x 5 cards listing name of .2 Disposition. Destroy 3 years after com-
employee, type of problem involved, recommenf pletion of recommended action. (Cut off
solution; and final action taken. This file file at end of year; transfer to inactive
. ) summarized action pending or recommended in file. Destroy 3 years thereafter.)
each csse and is used for quick reference.
(1957-1960)
Y EMPLOYEE CASE FILES
Consists of case files on the more serious 32.0 Temporary. Disposal not authorized by this :
problem cases containing extra copies of schedule. Upon completion of case, screen
corresprondence, reports, and other papers file and forward appropriate material to ‘
‘ pertaining to the handling of each case. i Records and Services Division for inclusion
Copies of pertinent actions or memoranda in Official Personnel Folder. Sensative
" are placed in the individual's Official (personal) material gathered during the pro-
- Personnel Folder. Filed alphabetically cessing of the case will be retained in
by mame. immediate work area 5 years. These files
P (1957-1960) ‘ will be semt to the Records Center in sealed
envelopes five years after last action on
the case.

5 REFERENCE PUBLICATIONS FILE
Consists of regulations, notices, OPM's » 1.0 Temporary. Destroy when no longer needed for
OGC Opinions, menuals, ete., minbained reference purposes.

for reference purposes.

6 REVIEW BOARD FILES

Consists of the official record copies of thd 1.6 Permanent. Disposal not authorized.
minutes, transcripts and proceedings of the Retain in current files area indefinitely.
Employment Review Board and the Special

4 Employment Review Board. These Boards are

convened to review, consider, and make re-
commendations on employee problem cases.
s File also contains case files on those cases
considered by the Boards. Cases are arranged
alphabetically by case and minutes are filed
chronologically.
(1952-1960)
Annros . N ZA000100230003-5
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Personnel, Personnel Operations Division, }’, x’sf"N‘T‘;N ‘

Special Assistant for Career Planning 'Y\/‘;;}”Sif Wy
el

7 U700 b S
FILES IDENTIFICATION VOLUME : / /

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

CAREER STAFF SUBJECT FILE

Consists of correspondence, reports, listingd, 1.0 Temporary. Destroy when 3 years old. (Cut
transcripts, and other papers pertaining to off at end of each year; transfer to Records
the implementation of Agency policy for Center 1 year thereafter except current
acquiring and retalning membership in the policies and procedures which will be retaine,h
Career Staff; the development of criteria fox in current file.) (TItem 66, RCS L0-57)
the selection of personnel into the Career
Staff; and the administrative support to the
CIA Selection Board. Arranged by subject.
(1957-1960)

EXAMINING PANEL FILES

Consists of case files ma.in'ba.ineq,\ga.ch Temporary. Disposal not authorized by this
Examining Panel meeting. Files contain schedule. (Cut off file at end of each year;
Panel actions, recommendations, and other transfer to Records Center 1 year thereafter
material prepared and collected which is except temporary materiasl, such as routing
used by the Panel in the evaluation and sheets and miscellaneous correspondence which
initial selection of personnel for membershiy wlll be destroyed prior to transfer.)

in the Career Staff. Filed numerically by (Item 67, RCS 40-57).

Panel number.

(1957-1960)
EMPLOYEE CASE FILES

Consists of case files on employees whose
applications for membership in the Career
Staff have been deferred or rejected and
employees who have declined membership. These
files contain information pertinent to the

case which is used by the Examining Panel and]
the Selection Board in making a final dispo-
sition of the case. Filed alphabetically by

rame. Appfovsd FoBelease 2005/11/21 : CIA-RRPZ8-00487A000100230003-5
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a. B Type BEIQYeRhEQL Relegse 2005111721 : CIA-RIGERRPYS7A0091002300035. o1 1ot authorized by
this schedule.

1. Upon acceptance forward membership
application to Records and Services
: Division. (Place all other material
b in an inactive file; cut off inactive
) file at end of each year and retire
o . to Records Center.) (Item 68a, RCSLO-pY

T 57)
2. Upon final rejection of deferred case
. place folder in C Type Case File.
b. C Type Cases (rejections) Temporary. Disposal not authorized by this

schedule. Retain in current. files area

until employee terminates. {Upon separation
of employee place in inmactive file; cut off
inactive file at end of each year and transfern
to Records Center.) (Item 68 b, RCS 40-57)

3 EXAMINING PANEL FINDINGS FILE

Bonsists of the record copies of the findings 5 Temporary. Disposal not authorized by this

and recommendations of the Examining Panel. schedule. (Cut off file at end of each year;
These records are created as the Panel's transfer to Records Center 2 years thereafter)
official reports of findings and recommen- {Item 70, RCS L0O-5T)

dations on Career Staff membership applications
received. File also contains memorandums

.., from the Selection Board on special cases.
Filed chronologically.
(1958-19¢60)
5 CIA SELECTION BOARD FILE

Y Consists of the official minutes, reports, anfi 1.0 Temporary. Disposal not autherized by this

other correspondence related to the meetings schedule. (Cut off at end of each year;

of the CIA Selection Board. File contains transfer to Records Center 1 year thereafter.)

information on board recommendatiens, criterig (Item 71, RCS 40-5T7)

for membership in the Career Staff, and policfes

and working cedure for the Board. Arrangefl
numerically by Board meeting number.

Annr&%ﬁfiﬁmmmmumw 7A000100230003-5
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ITEM NO.

FILES IDENTIFICATION

VOLUME |

DISPOS ITION INSTRUCTIONS

6

C AREER SERVICE ﬁwved For Release 2005/11/21 : CIA-R

Consists of IBM cards prepared for personnel
who are members of the Career Staff, personn
processing for membership, personnel denied
membership, and those who have declined
membership. Panel and Board actions are
recorded on these cards which serve as a
source of reference to present membership and|
provide statistical data for the Staff.
Arranged by status and alphabetically there-
under.

(1954-1960)
APPLICATION TRANSMITTAL FILE

Consists of memorandums which were used to

transmit Career Staff membership applications

to the Staff from the Career Service and the

Selection Board. Arranged by career service

designation and chronologically thereunder.
(1958-1960)

MEMBERSHIP APPLICATIONS LISTINGS

Consists ef listings containing the names of
employees whose applications for Career Staff]
membership have been received by the Examinin
Panel and serves as a reference to the Panel
meeting at which they were reviewed. Filed
numerically by list number.

(1958-1960)
EXAMINING PANEL MEMBERSHIP FILE

Consists of 3 x 5 cards which contain the
names of members of the Examining Panel.
Cards are used as a reference when selecting
members to participate in Panel meetings.
Filed alphabetically by name.

(Current)

2.0

1.5

Approved For Release 20058/11/21 . CIALR

FORM NO. |39a USE PREVIOUY
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Temporary. Destroy 1 year after separatien
of employee. (Screen annually and place
cards ef allltrue separations in inactive
file. Cut off inactive file at end of each
year; destroy 1 year thereafter.)

Temporary. Destroy when 2 years old. (Cut
off at end of each year; destroy 2 years
thereafter.)

Temporary. Destroy when 1 year old.
Temporary. Destroy when superseded or
obsolete.

0035
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FILES IDENTIFICATION ' VOLUME DISPOSITION INSTRUCT IONS

. Approved For Release 2005/11/21 : CIA- B7A000100230003-5
MACHINE LISTINGSpp F#m

* ITEM NO.|

. 10

11

12

13

COURIER RECEIPT FILE

MANAGEMENT DEVELOPMENT COMMITTEE FILE

REFERENCE MATERIAL

Consists of machine listings containing
rosters of personnel separations by Career
Service, rosters of SE's and SA's eligible
for Career Staff membership, rosters of
personnel whose membership applications have’
been rejected, etc., maintained for reference
purposes. Filed chronologically.
(1958-1960)

Consists of the Staff copy of Form 240,
Courier's Classified Mail Receipt, signed by
the courier at the time the material was
picked up for delivery to addressee. Filed
chronologically.

(1958-1960)

Consists of miscellaneous personnel policy
and background papers accumilated by the
Secretary to the Management Development
Committee (D/Pers is Chairman)

a. Copies of minutes of the Management
Development Committee, agendas, recom-
mendations and action taken on employees
considered.

(1959-1960)

b. Control file consisting of 3x5 card
prepared on each employee considered by
the Committee; this card contains record
of proposed action and status of the
development plan.- This file is used for
quick reference in answering inquiries.

1.0

1.0

Consists of published material such as Agency 1.0

Regulations, Notices, Handbooks, etec., main-

tained forAﬁ?‘fiyen ses . ]
T oA s 1392 (07 1oeyrove RECORDS CONTROL SCHEDULE - S;Eﬁjﬁ{gi
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Temporary. Destroy upon receipt of current
listings.

Temporary. Destroy when 3 months old.

Temporary. Destroy upon termination or
resignation of employee; pertinent reference
material is placed in employee's OFF is
appropriate.

Temporary. Desti‘oy vpon terminatien
or resignation of the employee.

Temporary. Destroy when no longer needed for
reference purposes.

TION SHEET

(41)
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13 May 19564

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT :  Revised 3chedule 40-64 for Office of Personnel,
Personnel Recruitment Division

RESCIND3 : Records Control Schedule 40-60, pages 14k-151

1. Attached hereto is Records Control Schedule L40-64 for
Office of Personnel, Personnel Recruitment Division.

2. This schedule was completely rewrititen to reflect the
name change and current functions of this office, previously a
part of the Personnel Operations Division. Upon approval of
this schedule the three jobs btelonging to this division that
have been retired to Records Center will be withdrawn permanently.

3. It is requested that your approval be given this schedule
and that it be substituted for the one presently in effect as soon
as possible.

RAO/CP

Attachment:
RCS 40-6k4 for OP/PRD

PRI

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5




s SCHEDULE NO. - "z
e “
. <& RECABBFo6RY A REFUEAYEB05/11/21 : GIA-RDPTB-00 87/t808400230003.5
i 45
OFFICE, DIVISION, BRANCH MQMM%N (’M(ﬁ('(a =
Office of Personnel, iksgegge&—Q@era%+0ﬁs—Btv¢sten/otat1btlcal 1
Reporting Branch TITLE TRTE
- e Chief, OP/POD/3RB 7%(14, P (764
FILES IDE VOLUME
IJ(;?.!\A (TITLE, DESCRIPTIOIN, AR:MN"(‘?;A";NIT(‘:.AEIIV(;NINCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
1. BRANCH AIMIN SUBJECT FILE
Consists of work orders, requisitions, 3.5 Temporary. Cut off annually. Destroy when
weekly activity reports, chrono files as well as two years old.
general correspondence accumulated in the ad-
ministration of branch activities.
(1957 - )
2. PERSONNEL STUDIES
Consists of personnel studies along with 5.0 Temporary. Retain in current files area
working papers and other related material ac- indefinitely. estroy studies when obsolete.
cumulated in their preparation. These studies
deal with various personnel matters and are
prepared at the request of various senior Agency
officials.
(1952 - ) 25
3. | PERSONNEL REPORTS FILE APPRO(A /-
Consists of periodic and special reports fiicer Date -
required on various phases of personnel. administrg-
tion. Also included are work sheets created in
the course of compiling statistics and preparing
reports. Filed by type of report and chronolegi-
cally thereunder.
a. Anmual Bersonnel Statistical Review 1.3 Temporary. Disposal not authorized. Main-
(Revort no longer done ) tain in current files area indefinitely for
(1953 - ) reference purvoses.
b. Personnel Statistical Review and Supple- 7.3 Permanent. Reports five years or older will
ments thereto - moathly, quarterly and Pe forwarded LO Records Center.
semi.-~ annually L Vowlacci o o
ey aoloted o
Bofd923 For Reledse 2005/11/21 - CIA-RDP74.00487 ZAQ Wm-q
FORM NO. """"‘“’“‘“*‘ “"""“‘
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+ "|iTeEm no. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

- S Approved For Release 2005/11/21 : - -
N c, Fiscal Yepaef Consulgant Revor con‘balns? 1A RDP?.% 00 1871&@2%91‘!71%%2\:3.00?%?6. in current files area
. name, amount, and rate of pay of all indefinitely.
- ) consultants.
. ‘ (1957 - )
d. "Byes Only" Strength Report L Teuporary. Disposal not authorized of

meterial dating 1947 - 1054, This material
will be held in current files aree for in-
definite period of time. Material dating
1255 end thereafter will be destreyed when
tvo years old.

e. Monthly Report of 3eperation contains 1.5 Termanant. Retain in current files area
'./ statistical information on pervonnel two years and retire to Records Center.
separation by separation factor and
incluades sopies of Fern 971b, Report of
Separation, prenared by ADPD.

(962 - )
£, Ace and grade distribution report nre- 1.3 Perananent. Retain in current files area
pared semi-annually. This revort is indefinitely.

sent to appropriate carcer service,
DD/3, ete.

(1952 - )

g. Daily Strength Report is used as a .8 Terporary. Destroy when three rmonths old,
strength control record and provides except 3F 1150 which will be destroyed when
information to OD/Personnel upon request. two months old.

_ Also included are copies of UGF 1150 used
‘ to prenare report.
) (Current)

h. Career Service Grade Authorization re- 1.5 Temporary. Hold in current files area.
vort showing macancies by carser service Destroy when ten years old.
and grade thereunder, Distributed
quarterly.

(158 - )

i, TFiscal. Year Cumulative Prececssed Changes. .5 Temporary. Hold in current files areca.
Consists of sains and losses dealing with Destroy when ten years old.
promotions, separavions, reassignments,

- accessions, ete. Published querterly. .

~ .
. Approl&dFor Reledse 2005/11/21 : CIA-RDP78-00487A000100230003-5
FORM NO. I393 USE PREVIOUS
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“[iTem no.

FILES IDENTIFIiCATION

VOLUME

DISPOSITION INSTRUCT IONS

WKACHINE LI3TINGS (STATI3

=8

Approved For Release 2005/11/21 : ClA-
Consists of miscellaneous statistical —-
tables prepared at request of operating
offices and other material accumilated
in meeting future Agency requxrenento

(195h4 -
TICAT, TARULATTONS)

Consists of statistical tabulations on
personnel activities which are nrepared
by ADPD. These machine listings are
Primarily used in preparation of summary
recurring strength reports. Most tabula-]
tions are issued monthly. Filed chrono
by type of report.
(ADPD Jobs 103, 108, 110, 113, 14, 1Ls,
175, and 188)
(1953 - )

Monthly machine tabulations showing
Pbersonnel strength by type in T/O
sequence. Attached to this job are two
reports - summary by Deputy Director as
well as report of part-time employees by
office. This report is forvarded 4o the
Office of Budget. Also each budget
officer receives a copy of his own area
of interest. This report is for budget
control purposes.
(ADPD Job 117)

(97 - )

Age and Grade Distribution - Tabulation
by age groups by organization issued
semi-annually as basis for special report
(ADPD Job 175)

(1962 - )

e

%
Approved For Release 2005/11/21 ; CIARDE?
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EDITIONS.
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87A000100230003-5
Temporary. J3creen periodically.
currenc files area ‘ndefinitely.

Hold in

Permanent. Retain in current files area two
years and retire to Records Center.

Permanent. Maintain in current files
indefinitely.

area

Permanent. Retain in current files area for
two years and retire to Records Center.

187A000100230003-5

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET
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DISPOSITION INSTRUCT IONS ‘.

tions, personnel locator, fitness reports,
LWOP, name changes, etc.

(ocs Jobs 101, 102, 111, 11k, 115, 121,
Also

123, 151,

184, 189, and 960.
aquashs,, 700

serd005/11/21 : CIA-R)P78-00481

ITEM NO. FILES IDENTIFICATION X VOLUME
< 5. MACHTNE LISTB\IGépﬂwgfﬂRE?r Release 2005/11/21 : CIA-R[DP78-00487A000100230003-5 . ‘1\.‘
consists of rosters of positions and personnel
which are prepared by OCS. Frequency of publica-
tions vary according to contents, use, recurring
and special reporting requirements.

a. Position Control Register (Monthly report 11.5 | Permanent. Quarterly reports one year or

0CS Job 140) older will be forwarded to Records Center
‘ (1957 - ) upon accumulation of one foot. Destroy extra
copies in immediate work area after two years.

b. Combined Alphabetical Listings covering 7.0 | Permanent. Quarterly reports one year
Agency strength. Also included are older will be forwarded to Records Cent pon
seriasl number listings. accumulation of one foot. Destroy extra
(ocs Job 105) ) coples in immediate work area after three

(1953 - ) years.

c. Recurring Listings consist of DOG, or- 8.0 | Temporary. Listings one year or older will
ganizational code, longevity, computation be forwarded to Records Center upon accumule-
dates, occ. series, career service desig- tion of one foot. Hold at Records Center for
nation, consultants, applicants, super- additional nine years and return to originator
grades, staff agents, contract, and for review. Destroy extra copies in immediate
military personnel published periodically. work area when two years old.

Filed chrono by type of report.

(ocs Jobs 106, 107, 109, 120, 121, 122,

143, 157, 170, 171, 172, and 185)
(1957 - )

d. Summary Ammuel Listings consist of name 2.0 | Temporary. Destroy upon recept of new ‘

changes and separations. listing.
(oCs Jobs 115 and 101)
(Current)
e. Rosters involving EODs, language, separa- 33.5 | Temporary. Screen ammually. Destroy rosters

no longer needed for current reference except
Reports 960A (personnel locator - alphabetical
listing of Headquarters and domestic figédd
personnel) which will be ferwarded to Records
Center at the end of each calendar year and
/destroyed five years thereafter.

b -

A000100230003-5
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ITEM NO. FILES IDENTIFICATION VOLUME | DiSPOSITION INSTRUCT IONS
< Approved For Release 2005/11I§IP HA-RDP78-00487A000100230003-5
6. | GRAPHIC CHART FILE B
a. Annual illustrated graphics publication 1.5 Permanent. Hold in current work area for
showing over-all Agency statistical two years. Then retire to Records Center.
information. This report is prepared
for DD/S and OD/Personnel.
b. Consists of statistical charts prepared 1.0 Temporary. Destroy when superseded or
for use in briefings and training obsolete.
courses. Includes charts on civilian
and military combined strength, staff
personnel gains and losses, promotion,
and departmental and field on duty
strength.
7. COURIER RECEIPT FILE
Consists of Form 240, Courier Classified .1 Temporary. Destroy when six months old.
Mail Receipt, which is signed by courier at time
of pick-up. Filed chronologically.
8. PERSONNEL CEILING AND AUTHORIZATION CONTROL FILE
Consists of memoranda, approved ceiling 1.5 Temporary. Screen periodically. Hold in
changes, staffing complement change authorization current files area as long as needed for
(form 261), and background material on Agency reference purposes.
personnel ceilings. Maintained for documentation
of published sfatistical reports and used when
furnishing information to operating offices.
Arranged organizationally.
9. | HISTORICAL FILE
a. Consists of various personnel statistics 4,0 Permanent. Retain in current files area.
and other papers which reflect the
development of the Agency and which are
maintained for historical purposes.
(1947 -
b. Computer rosters which were compiled k.o Temporary. Disposal not authorized. Retain
when information maintained on IBM cards in current files area.
was transferred to magnetic tape. -
Approyaddor-Releas 2005/11/21 §CIA-RQEM 7A000100230003-5
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ITEM NO. FILES IDENTIF ICATION VOLUME DISPOS ITION INSTRUCT |ONS
- Approved For Release 2005/11/21 : @E;EKDP?‘8-004B7A000100230003-5
10. | REFERENCE MATERIAL B
Consists of regulatory issuances, Civil 5.5 Temnporary. Return library books to OCR
Service material, numerical code books, library wvhen no longer needed. Destroy other
books, guides and manuals maintained for maverial when superseded, obsolete, er no
reference purposes. longer needed.
121.9
N :@ﬁ%
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30 September 1965

MEMORANDUM FOR: CIA Records Administration Officer

SUBJECT : Revision of Two Pages of Records Control
Schedule 40-63 for MMPD/OP

RESCINDS : Pages 4 and 6 of Records Control Schedule
40-63 for MMPD/OP

1. Attached hereto are revised pages 4 and 6 of Records
Control Schedule 40-63 for MMPD/OP.

2. These two pages were revised in order to change the
disposition instructions for items 8a and 12. Item 8a is being
revised in order to be consistent with the disposition instruc-
tions recently established for other Agency applicant files.

Item 12 was yewritten in order to follow disposition instructions
as set forth in your memorandum dated 12 August 1964, Disposal
Authorization for Certain Communication Control Records.

3. It is requested that these pages be substituted for
those dated 5 November 1963.

RAO/OP
Attachment:
Revised pages
RCS 40-63 for
MMPD/OP

SBA1TES

Date

CIA Rcocords Aciminisiration orneer

— AN
/ ZJ' X (r/ o

e

¢ i Ey:lv:«'"‘:“"'“‘; orerd
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4 RE&QSP&VGOPFEROReWMSIHIZﬂ/: CIA-RSE% 87A000100230003-5 ff?:f&
OFFICE., DIVISION, BRANCH SIGNATU <
Personnel, Personnel Operations Division, F
Qualifications Analysis Branch TITLE ¢ /
7 ECIFUD 5724 leo
lNTg- " (TITLE, DESCRIPT};(;I‘V-,E SARIR?JIEV"(‘?}AI!EA;T(':,AEI!V%NINCLUSIVE DATES y:". (C\(/Jzo;lz-gMIET. ) DISPOSITION INSTRUCTIONS
1 | QUALIFICATIONS REGISTERS \O(
Consists of machine listings of applicants, -
employees, and consultants whose qualifi- 90
cations have been coded for future reference. 1
The listings are used in furnishing requesting
offices names of individuals
given type of position.
a. 1.0 Temporary. Destroy upon receipt of
revised listing.
3
(%
1
number is maintained as\ a crogs-reference|.
(Current)
b. Employee listings. Consists of infer- 2.0 Temporary. Destroy upon receipt ef
mtion on Agency employees coded and revised listing.
arranged by area specialby, language
~ skills, college major, current position,
and Agency work experience. In addition,
a master listing by serial number is
maintained as a cross reference.
(Current)
c. Consultant Listings. Consists of infor- 2 Temporary. Destroy upon receipt ef
mation on consultants whose qualifications revised listing.
have been coded for future reference.
Arranged by specilalization and alpha-
betically by name thereunder.
(Current)
Approved Eor Release 2005/11/21 - CIA-H '8-00487A000100230003-5
FORM NO. 39 USE PREVIOUS %%bﬁt tan)
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. ITEM NO.| FILES IDENTIFICATION . A QLUME | DISPOSITION INSTRUCT IONS
" 2 QUALIFICATION RA®RIPrEIRRFRejeager4005/11/21 :CIA-RM&B&*?AOOMOONOOO&S
Consists of Form 537, Request for Qualifi- .5 Temporary. Destroy when 6 months old.

cations Register Analysis. This form is
received from Offices requesting the Branch
to review the registers for individuwals with
certain qualifications. After filling the
request a copy of the form with the names of
qualified candidates, is placed in this file
and used for reporting purposes and answering
similar requests. Filed organizationally and|
chronologically thereunder.

(1960)
~ 3 | CODE BOOKS

Consists of loose leaf binders containing the| 1.0 Temporary. Destrey when superseded or
numerical code used in coding the qualificatiens obsolete.

of applicants, consultants, and employees.
* The coded qualifications are recorded on the
. Employee Qualification Code Sheet, which is
[} forwarded to Machine Records Division to be
included in the Qualifications Registers.

(Current)

L BIOGRAPHIC PROFILE RECORDS

Consists of copies of Form 1200, Biographic
Profile, and related feeder cards. The

Biographic Profile serves as an authenticated
) . current source of information on Agency

personnel to be used in lieu of the Official
Personnel Folder when possible for the
following: Assignment of personnel; selection
for special duby; career planning; long-term
training; etc. Cards are used to acquire and
control informetion received and used in the
preparation of the profile.

Approyv, . = ZA000100230003-5
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e ITEM No.’ FILES IDENTIFICATION ,. VOLUME l DISPOSITION INSTRUCT IONS
% a. Torm 1ARPEAVSHLSRelgase,2005/11/21 : CIA- {mﬁﬁfmoomoozsooos-s

Consists of the copies received and
initialed by the employee and the original
master copies prepared therefrom which are
used for reproduction purposes.

(1) Initialed copies. Arranged 2.0 Temporary. Destroy 6 months after information
alphabetically thereunder. | is typed on the original master reproduction
(1958-1960) , | copy.

" (2) Original Master Reproductions ecpies} 30i | Temporary. Destroy only when all information

Arranged by service designation and H is typed on new master or upon separation of
~ alphabetically thereunder. [ ; employee, provided most current copy of
(1957-1960) .| Profile has been placed in the Official

Personnel Folder.

b. Control Card, used to control the receipt| 1.0 Temporary. Destroy upon preparation of

s and dispatch of information used in current card or separation of employee.
¥ preparation of the Biographic Profile.
A g c¢. Form 1200b, Biographic Profile Test Record, 1.0 Temporary. Destroy 6 months after
containing information supplied by the information has been entered on Profile.

Office of Training such as type of tests
given and the dates.

(1959-19¢60)

d. 5" x 8" card received from the Office of 1.0 Temporary. Destroy 6 months after informawion|

Training containing lists of training has been entered on Profile.
. courses attended by the empleyee.
(1959-19¢€0)
5 REFERENCE PUBLICATIONS FILE
Consists of published material such as regu- 1.0 Temporary. Destroy when no longer nebéded
lations, notices, occupational handbooks, and for reference purposes.

similar reference material.

6 LIBRARY MATERTAL

Consists of bound library books, dictionaries| 6.0 Temporary. Return to Library when no
guides, manuals, etc. maintained for reference lenger needed for reference purposes.
purposes .

Approv - CIA- ) 7A000100230003-5
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a7 RE GBS0l FRAHLRSfettfI805/11/21 %@E@FM-OOJ& #08%6220003-5
OFFICE, DIVISION, BRANCH M MW m CMI?(L
Personnel-Operations—Bivision/

Office of Personnel,

[

-1

lifications sis Branch

Qua. Analy. Chief, OP/POD/QAB 2 3 SEP 1965
ITEM FILES IDENTIFICATION VOLUME

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) ccuBIC FT.) DISPOSITION INSTRUCTIONS

1. | BRANCH SUBJECT FILES

a. Consists of correspondence regarding 2.8 Temporary. Secreen periodically. Destroy
coding, conversions, etc. as well as studies deal- material no longer needed. Retain remsinder
. ing with educational background of Agency employees, in current files area.

National War College graduates and other matters.
Also included in this file is briefing material,
procedures, ‘building emergency plans and other
meterial pertaining to the over-all function of

the branch.
(1956 - )
b. Consists of budget estimates, T&A infor- 5 Temporary. Cut off annually. Destroy when
mation, training requests and other matiers of a three years old.
routine nature.
(1957 - )

2. | QUALIFICATION REGISTERS

Consists of qualification registers on appli- 2.0 Temporary. Destroy when superseded, obsolete,
cants and employees used in furnishing requesting or no longer needed.
. offices names of individuals qualified for a given

type of position. Arranged by area speciality,
college mejor, language skills, work experience,
ete. Job 160.

3. | QUALIFICATION REGISTER REQUESTS

Consists of Form 537, Personnel Services .5 Temporary. Destroy when two years old.
Request, used by Agency components desiring QAB
to review registers and other sources of informa-
tion and make computer runs on individuals with
certain qualifications. Filed chronologically. .
. . (1962 - Pl ML e

[ Approved For Release 2005/11/21 : éMﬁPﬂS-OOMEﬁ'@D 0440003-5
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FILES [DENTIFICATION

| voLume

DISPOSITION INSTRUCT1ONS

hn

50

Approved For Release 2005/11/21 :
CODmG MATERIAL

ﬂ?

a. Consists of copies of Form 1962, Master
Qualifications Coding Record, end Form 1962a, .
Qualifications Record Change, which are used in
coding quelifications and changes in information
already coded. These sheets are forwarded to

" OP/POD/TRB in order to prepare computer input
which is forwarded to OCS for inclusion in
Q,ualifications Registers.

(1962 - )

b. Consists of code books outlining clas-
sification coding and record system containing
the numerical code used in coding the qualifica-
tions of applicants and employees.

(Current)

BIOGRAPHIC PROFILES

a. Consists of the original master copies
of Form 1200, Biographic Profile, prepared by
QAB which are used for reproduction purposes.

The biographic profile serves as an authenticated
current source of information on Agency personnel
to be used in lieu of the Official Personnel
Folder when possible for assignment, selection,
career planning, and long-term training. Fied
alphabetically.

b. Consists of master copies of the bio-
graphic profiles for deposit in VMR.

CARD FILE

a. Consists of 5x8 cards containing coded
biogrephic and qualification information on
employees.

b. Ccméists of 3x5 cards listing sample
qualification requirements used in briefings.

uf ke

k.0

7.0

2.0

7A000100230003-5

Temporary. Upon return of Forms 1962 and
1962a from OP/POD/TRB retain in immediate
office area indefinitely. (Final determinatiol
as to the disposition of this item has not as
yet been reached.)

Temporary. Destroy when new system is
installed. :
Temporary. Destroy only when all information

is typed on new master or when employee is
separated from the Agency. ’

See VMS 3232, Item 17.

Temporsry. Destroy upon receipt of new card |

or when employee separates from the Agency. \
!
\

Temporsry. Destroy when superseded, obsolete,
or no longer needed.

'A000100230003-5° v . \

FORM NO.
AN

'39a USE PREVIOUS

DITIONS.



ITEM NO.

) DISPOSITION INSTRUCTIONS -
A000100230003-5 : .

Te PERSONNEL FOLDERS - OFFICIAL AND APPLICANT

Consists of Official Personnel Folders as - 30.8 Temporary. Return to OP/File Room when no
well as Official Applicent Files on loan from i longer needed.
OP/File Room which are being used to work up
coding information and in the cases of employees,
biographic profiles, also.

(Curreat) ‘
8. REFERENCE MATERIAL ‘
‘ Consists of certain machine listings such as 11.5 Temporary. Destroy when superseded, obsolete,
. combined alpha., occupational code, military or no longer needed except Job 105 which will
reservists, true accessions, separations, neme be returned to SRB/POD/OP. :

changes, and training rosters as well as occupa-

tional handbooks, regulatory issuances, OPMs,

OTR and Support Bulletins and other material used
as background and reference. Jobs 105, 106, 139,
161, and 185.

11k.3
1
pa— EY Xea’la
Date
CIA Records Administration Oilicer
. Approved For Release 2005/11/21 : CTA-R #;8-0048' 'A000100230003-5
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SECHE

oM g

17 December 1963

MEMORANDUM FOR: CIA Records Administration Officer
THROUGH : Chief, Benefit & Services Division/OP

SUBJECT : Revised Schedule 40-63 for Suggestion Awards
Branch, BSD/OP

RESCINDS : Records Control Schedule 40-60, pages L1-4k

1. Attached hereto is Records Control Schedule 40-63 for
the Suggestion Awards Branch, BSD/OP. Items have been updated
and modifications made where necessary.

2. It is reqguested that this schedule be substituted for
the one presently in effect as soon as possible.

RAO/OP
ttachment:
RCS 40-63, SAB/BSD/OP

A&naaégg I 6;‘?5§z£2152;(5/

Date

CIIT Records Adminisiration Officer

. i BT U
W i )k tamatic
Approved For Release 2005/11/21 : CIA- RDP78 00487A000100230(§03-5
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S ‘ SCHEDULE NO. Rr\%
P I I ’ REGORSD il FRALRE[HEIR605/11/21 : CIA=RDP78-00487A006300230003-5 E—

OFFICE, DIVISION, BRANCH

Office of Personnel, Benefits and Services Division/Sugsestion
S il Qumsrdo funrds—Branch 7 Yo/ (& Chief, SAB/BSD/OP 7 DECT903

ITEM FILES IDENTIFICATION VOLUME
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

DISPOSITION INSTRUCTIONS

BRANCH ADMINISTRATIVE SUBJECT FILE

a. This file documents background and .8 Temporary. Screen periodienlly. Retain in
activities off the Suggestion Awards Program, current files ares.
monthly reports, policies, procedures, publicity,
" rosters of award winners plus other material

describing the activities of the Suggestion Awards
Branch.

b. These files are maintained to reflect 2.7 Temporary. Cut off at end of each year.
the administrative activities of the Branch. In- Destroy when three years old.

cluded in this file are requisitions, budget
estimates, etc.

LONGEVITY PROGRAM

Consisting of machine runs of these individ- 1.0 Temporary. Disposal not authorized. Retain
uals with ten and fifteen years Agency service as in current files area indefinitely.

well as material relating to the history, policiesg
and procedures, certificates, and ceremonies for
the program.

SUGGESTION AWARD CASE FILES

a. Conegists of the following types of case
files:

1. Pending cases. Filed numerically. 1.0 Temporary. Place in appropriate file (ap-
proved and disapproved) when ease is closed.

2. Approved cases. Filed alphabeticallJ. 2.0 Temporary. Disposal not authorized. Hold in
office area for two years after close of the
case. Retire to Records Center and hold for
Pire—y g At the end of this period, return

35
Appraved Eaor Release 2005/11/21 '(‘I§-R _004aP R ARIBAIIp for disposition.
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_RECORDS CONTROL SCHEDULE | SE{}HET 5

;\ policy filas, ‘rosters of award vimners,

| sists of requisitions, purchase orders and report

wmw“uﬂuataﬁm!mw«
reports -
tom,m/s,mm' Mapageoent Staff. Filed in

nmti\m activities of the Staff. Fils. com-
files to the Civil Service Coumissios Pureau of

bymbaommtcmm
- (1953 - 1960)
mmmm&

N  This f1le consists of folders utilized to

centrally waintain all pertinent documents of an
employse suggestiqn. Inclules origimls emd oop-
108 of correspondence and forws on all ¢ases such

~ TS

;“

mmmmmwmmaa-x

the Bulget, buigst estimates and ropu'h Amnpﬂ
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ITEM NOJ - FILES 1DENYIF ICATION “VOLUME - __DISPOSITION INSTRUCT IONS -

c. Mcmmved erses. Filed Alphabetm'r 8. Mponry.' '‘At.end of one year transfer ﬁ
(1952 - 1961) Lo Roeor&l comr - Dastroy 2 years thpmt?}

RS- 2 e =

a5

m-fn-m«mtmamoru-
- 1én Pore that is dstachable and
L mnuwmummmmorm
Suggestion dwring its processing aycle. Piled |
| alphabetioally dy suggestor's newe and serves as
o “ummwmn case files.
R (1952 “1961)

46 smmmmwu

ml ﬁh muu of s ngutar of comtrol
nmbers assigned 40 esch Suggestion. Includes
nane, Offfee, Division, Branch and grede.of Sug-
gester, date of receipt of document, log to and - : K _
froa evalmtors and final disposition. i % .

- (1952 - 1961) v S

b7 - 'mmxm

m. nupoul not autbor&
|18 ourrent files area indefinitely. .-

Ot:mim ot 3:5 oard fnu giving pertinent o2
information regarding the sudject of suggestion, FACTEE
utilized solely for comvenience of operstions to
check for awnuh ngntioas. Filed alphabet-
muy by nb

(1958 - 1961)

“*muuotmnm«apyareu

v nw £1les ‘area for onojné und
, mrtoth !hgcm Center. - -

roru wO. ‘39. veE Pagviows
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ence prposes.
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A

Botices, Handbooks, m., waintained for refer-

FORN NO.
1 JAN u

130a 150"

Approve

Ocnsists of pidlished Agensy Regulations ; Tewporery. mnuwm_m
” x i B . (Destray individoal. issusnce ouly whet cbso-

r:1"‘“"l""l”1'091l'30¢1!7c\wz-miinmuu.)
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OFFICE, DIVISION,

BRANCH  Mobilization and

Personnel, Military Personnel Division, Office ef the Chief

T
SCHEDULE NO

87A000100230003-5

L V4 A 4

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

e

DISPOSITION INSTRUCT!IONS

SUBJECT FILE

Consists of copies of correspondence, reports
studies, machine listings, and similar
material pertaining to the procurement, |,
assignment, administration, and dispositig
of Military Personnelnand operatin
cedures and policy MMPD a
Filed alphabetically by subject:

(1958-x9g0) L/

ACTIVITY REPCRIS

Consists of activity reports received

from the Branches. These reports con-

tain information on the status of pro-

Jects, the Agency Reserve program,

personnel in process, terminations,

etc. Filed chronologically.
(1959-1960)

a.

1%

Consists of annual reports prepared for
the Director of Personnel. These reports
contain summarized informiation of the
activities of the Division and outline
progress, program plans, and objectives.
- Filed chronologically by year.
(1958-1960)

ROSTER OF OVERSEAS PERSONNEL
(Book file) consisting of everseas persomnel

roster arranged by country -- Maintained for
information only.

Aopd ST B Release 2005111121 : ClaE

FORM NO.
1 JAN 56

USE PREVIOUS
l39 EDITIONS.

D

Temporary. Destroy when 3 years eld.
(Cut off at end of each year; destroy
3 years thereafter.)

Temporary. Destroy when 1 year old.

emporary. Transfer to Historical Reference
file Admin Unit when 1 year old.

Temporary - Destroy when obsolete er
superceded.

ZA000100230003-5

(a1)




& . |rTEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
8

- Approved For Release 2005/11/21 : CIA-RSPREd487A000100230003-5
* 4"~ TOP SECRET IOG
Record of the receipts and dispatch of 2 Disposal not authorized. Retain in current
material classified Top Secret, maintained files area indefinitely.

for security purposes. Consists of the
Office copy of Form 38-16 and Control Sheet
Form 311. Filed chronologically.

\ (1952-1960)

&

5 REFERENCE PUBLICATIONS FILE

Consists of published material such as .5 Temporary. Destroy when no longer needed
regulations, handbooks, registers, etc. for reference purposes.
maintained for reference purposes.

.
A ARBLASAOI O =
O RAUUUTUVZOUUUISY

O o 1392 (2010000 RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

(4a1)
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SCHEDULE NO .

187A000100230003-5

OFFICE. DIVISION, BRANCH MObi]ization and

Administrative Services Unit

Personnel- Military Personnel Division,

CnIeg, JPD (  _~—

ITEM

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

D1SPOSITION INSTRUCTIONS

SUBJECT FILE

Filed by subject.
(1958-1960)

FUNDS FILES (All Branches)

Consists of vouchers, cancelled checks,
bank deposit slips, bank statements, council
books, minutes of council meetings, and

similar types of material used to account
for monies received for and expended from the,
Unit Funds.

(1957-1960)
INDEX

a true name card and s pseudonym card.
Both cards contain a code number which

binder. The index is used for reference
purposes in the receipt and dispatch of
correspoandence and cables. Filed alpha=-
betically by name.

(Current)

FORM NO.

USE PREVIOUS
1 JAN 56 139

EDITIONS.

Consists of correspondence, survey reports
duty rosters, Special Service Reports and
similar material pertaining to the

administrative support activities of the
Division.

Filed organizationally by units.

Consists of two sets of 1 5/8" x 4" cards,

serves as a cross-reference to a loose-leaf

1.0

0.k

g

Temporary. Destroy when 2 years old.
(Cut off at end of year; destroy 2 years
thereafter.)

Temporary. Destroy 3 years after audit
and clearance. (Cut off at end of each
year; destroy 3 years after audit.)

Temporary .
cancelled.

Destroy both cards when

87A000100230003-5




ITEM NO.| FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCTIONS

R : 2005/11/21 : CIA-R 87A000100230003-5
>y LIATSON conract Rpyed For Release SEGHHF
Consists of copies of Form 123, Request For 2 Temporary. Destroy when 1 year old.
Approval of Liaison, prepared by the Branch (Cut off at end of each year; destroy
as requests to have non-CIA employees 1 year thereafter.)

security cleared for liaison contact. These
forms are forwarded to the Office of Security
- for action and returned to the Branch as
" notifications of approval or disapproval.
Filed chronologically.

(1958-1960)

&

5 DOCUMENT RECEIPT FILES

Consists of Registered Mail Receipts , DA p'Le
Form 1204, and DD Form 646, Document Receipts,
which were signed by the recipient at the
time the material was received.

a. Registered Mail Receipts. Filed 1 Temporary. Destroy when 1 year old.
chronologically.
(1959-1960)
b. Document Receipts. Forms 1204 and 6U46. A Destroy when 2 years old.
Filed chronologically.
(1959-1960)
6 MAILING ADDRESS FILE
‘ Consists of 1 5/8" x 4" cards maintained on .2 Temporary. Destroy when superseded or
g all military personnel assigned to Agency obsolete.

units. Cards contain individuals name,
unit to which assigned, mailing address,
and are used primarily to route and dispatel
. personal mail to the individual. Filed
alphabetically by name.

(Current)

187 100041400230003..5.

P
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ITEM NO.

FILES IDENTIFICATION

DISPOSITION INSTRUCT IONS

7

e

MPD MEMORANDUM FILE

Consists of administrative issuances

(Military Personnel Division Memorandum)

prepared and issued by the Division to

supplement the MDW Memorandums and the

Office of Persomnel Memorandums. Filed

numerically by memorandum number.
(Current)

REFERENCE FILE - ON MILITARY PERSONNEL

Consists of 1 set of (Wheeldex) 1 5/8" x L
control reference card on all military
personnel assigned to the Agency or con-
sidered for assignmment (active, separated,
retired and applicants) cross references
Official 201 files maintained in Military
Personnel Branch or transferred to Records
Center--(Established 1959).

HISTORICAL REFERENCE AND ORIENTATION FILE
(New 1959)

Consiste of copies of semi-annual reports
prepared for the Director of Personnel and
other official reports, survey studies, etc
These files contain summerized information
of the activities of the Division and
outline progress, program, plans, and
objectives., This file is mainbained for
reference and orientation of officer per-
sonnel assigned to MMPD.

(1953-1960)

* NOTE: Project Case File, Item 456, RCS 40-57
has been transferred to Central Cover
Division.

la -
Approved For Release 2005/11/21 : CIA-MY“%%5487A000100230003-5

Temporary. Destroy when superseded or
obsolete.

.2 Temporary. Card to be destroyed upon
destruction of the Official 201 File.

Temporary. To be retained in work for
orientation purposes as long as required
then destroyed.

1.0

Approved For Release 2005/11/21 : CIA-

FORM NO.
1 JAN 56
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EDITIONS.
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OFFICE. DIVISION, BRANCH
Personnel, Mobilization and Military Personnel Division,

TITLE

Manning Branch Chie £, MB/MMPD 21 Jun 4g

I TEM FILES IDENTIFICATION VOLUME P
_NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

T 1 BRANCH SUBJECT FILE

Consists of Congressional correspondence, 2.0 Temporary - Destroy when 2 years old.
correspondence with the Secretary of Defense, (Cut off at end of each year; destroy at
! and other papers pertaining to the operation end of 2 years.)
‘ and administration of a program of procuring
qualified military personnel; management of
the JOT Program, compilation of military
personnel statistics; and the coordination
of activities on matters pertaining to
military personnel. Filed alphabetically by
subject.

(1958-1960)

2 MONTHLY STATISTICAL REPORTS FILES

Consiste of copies of reports prepared on a
monthly basis containing statistical infor-
mtion on reimbursable and non-reimbursable
personnel, unit strength and personnel assign
ments.

. a. Reimbursable and Non-Reimbursable Reportsi T Temporary. Destroyed when 6 months old or
Consisting of rosters and worksheets used when superseded whichever is sooner.

to prepare monthly compilations which are
5 forwarded to the Office of the Comptroller.
: (Current)

b. Report of Assigned Personnel. Consists 1 Temporary. Destroy when 1 year old.
of & report submitted to the Division
Chief monthly reflecting current assign-

- ment, changes in assignment, etc., of

division personnel, Filed chronologically|.

(1959-1960

Approv,

ﬁﬁj\nﬁ ZA000400220002-5.
Laaa-a ) oY

GRE (an

FORM NO. USE PREVIOUS
1 JAN 56 ‘39 EDITIONS.




ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

3. | MANNING TABLE FIIAgproved For Release 2005/11/21 : CIA-

PERSONNEL REQUIREMENTS FILE

PERSONNEL DATA CARD FILE

Consists of the official record copies of
Agency Manning Tables showing authorized
military strength, manpower ubilization,

and fubture requirements. Tables are prepared
anmually, one copy is submitted to the
appropriate parent service, Filed chronologi-

cally.
(1959-1960)

Contains fisecal year requirements submitted
by Operating Offices, correspondence to and
from the Department of Defense on authori-
zations, justifications, approvels and disa-
prrovals of the requirements, explanations
for recommended increases, ete. Filed
chronologically.

(1958-1960)

Consists of 5x8 card file prepared on military
Personnel vho have been assigned to the Agency
recommended for Agency assignment » or contacte
for possible Agency assignment. Cards contain
name, rank, qualifications, availability,
initiation of processing, date returned to
parent service ete. These cards are used to
check against initiation processing on
previously disqualified personnel, and for
follow-up purposes for control of expiring
assignments, and reporting purposes.

FORM NO. ‘393 USE PREVIOUS

1 JAN 56

Approved-For Refease2005/44/24—Ch

EDITIONS.

SECREY

1.5

[87A000100230003-5

Permanent. Disposal not authorized.
Cut off at end of 2 years. Transfer to
Record Center for permanent retention.
(Item 470, RCSLO-57.)

Cut off file at end of fiscal year,

destroy non reference material and file
pertinent material with related Manning Table
for retirement as specified.

Temporary. Retain cards on assigned
personnel in immediate work area for
reference; cards on individuals not
assigned to Agency to be destroyed
vhen 2 years old.

27 A0004002230002.5
e
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OFFICE. DIVISION,

BRANCH

Office of Personnel/Mobilization and Military Personnel

CHEDULE NO.

A

Division Chief, MMPD/OP ¥ — =5 NV 1983
'J(E)EM (TITLE, DESCL’IPZ;(;I‘V_,EZR:?%T?EQS,AE}V%NINCLUSIVE DATES ) (C‘lllloi‘l-gMIET-) DISPOSITION INSTRUCTIONS
e 0oD1Y¥vD "D SINOT
1. MMPD SUBJECT FILES r——t——— ‘AgA0YddV
\

a. Consists of correspondence and memorands | 12.7 Temporary. Cut off file annually. Destroy
used in administering the daily activities of idion thoos canld B
MMPD, Subjects deal with the procurement, as- sz P
signment, administration and disposition of APPR(]
military personnel and included are such files I Date
as activity reports, pay and allowances, personnell fcer

X . €Ccor
requirement requests .and chrono files.

(1961-1963)

b. Consists of policy and procedures in- 9.9 Temporary. Disposal not authorized. Retire
cluding directives and other documents which to Records Center when no longer needed in
establish precedence for continuing action. In- current files area and hold for five years.
cluded in this file are Congressional corres- At.the end of this period return to originator
pondence, correspondence with the Office of for review and possible resubmission if neces-
Secretary of Defense, Office of Defense Mobiliza- sary.
tion and other government agencies as well as
reports and studies pertaining to the present,
future and emergency manpower requirements of the
Agency, including mobilization personnel require-
ments. These files are used in developing plans
and recommendations concerning Agency policy and
procedures and in conducting liaison with OIM
and DOD in support of the Agency's long-range
mission. 4

(1958-1963)
2.
.2 Temporary. Destroy after liaison is no longer
desired.
63 an!
FORM NO. dzslassitication (a1)

t JAN 56

USE PREVIOUS
|39 EDITIONS.




ITEM NO.

FILES IDENTIFICATION

3.

' ’ Approved For Release 2005/1 4 -R
SELECTIVE SERVICE FILE - R

a. Consists of correspondence dealing with
2A deferments and 4A and UF categories for Agency
employees eligible for deferment from the military
service and those with reserve obligations to the
military who have been granted permission to leave
the country on official business. File contains
Selective Service Action Requests, approvals and
disapprovals of requests, correspondence with the
Director of Selective Service and Office of
Security. Appropriate papers are placed in
Official Personnel Folder. :

b. Selective Service Record Control File -
Form 575a provides a basic reference, index and
action record of selective service deferment
actions taken relative to Agency employees.
contains pertinent data on employee. Filed
alphabetically.

Form

WAR PLANS FILE

Consists of estimates on country and area
war plans used as a basis for preparing estimates
on personnel requirements. File contains sum-
maries of the mobilization plans including the
mission, cover, types of personnel required,
operation plans, and similar material which be-
come annexxes to the Master Plen held by the DD/P.

(1954-1963)

FUNDS FILE

a. Agency Imprest Fund File - Consists of
retained copies of Form 282, Accounting by
Individual for Advance, loan, registers, listings
and related material reflecting accountability for
monies loaned from ﬁgglrepaid to the fund on a
monthly basis.

(Current)

VOLUME DISPOSITION INSTRUCT IONS
DP78-00437A000100230003-5
2.5 Temporary. Screen periodically. Destroy
materials no longer needed.

.1 Temporary. Screen periodically. Destrey
cards on individuals who are no longer
associated with the Agency.

2.0 Temporary. Retain in current files area
indefinitely.

.1 Temporary. Destroy two years after audit.

?DP78-00487A000100230003-5

FORM NO. ‘39a USE PREVIOUS

1 JAN 56
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ITEM NO. FILES IDENTIFICATION < A B VOLUME DISPOSITION INSTRUCT!IONS
’ Approved For Release 2005/1 11213 b P78-004 F7A000100230003-5
b. Army Unit Fund File - Consists of . Temporary. Destroy three years after audit.
vouchers, cancelled checks, bank deposit slips, except bound books which will be destroyed
bank statements, council books, minutes of council three years after date of last entry therein.
meetings, and similar material used to account for
monies received for and expended from Unit Funds.
Filed organizationally by unit.
(1961-1963)
6. | ADMINISTRATIVE ORDERS FILE

a., Consists of administrative orders such 6.3 Permanent. Disposal not authorized. Cut
as General Orders, Special Orders, TAG orders. off at end of each year. Transfer to Records
These orders serve as documentation for official Center one year thereafter.
travel of both civilian and military personnel,
assignments to active duty, shipment of household
effects, promotion, special assignments, etc.
Copies of these orders are submitted to appropriatq
branch of service. Arranged organizationally and
numerically.

b. Special Orders Log - Consists of Control .3 Temporary. Destroy when one year old.
Numbers to Special Orders and General Orders. Log
contains order number, date, purpose and personnel
covered by order. Arranged chronologically.

(Current)
7. | RESERVE FILES

a. Consists of case files on Agency re- 10.5 Temporary. ~ Dispose of in the following menner
servists containing papers pertaining to reserve 1. Files on personnel assigned to Field
status and participation in the Agency's reserve stations retained pending return; then
program. Filed alphabetically by name. reactivated.

(Current) 2. TFiles on personnel discharged from the
program will ‘e filed in an inactive
file. Inactive files will be cut off
end of each year and destroyed one year
thereafter.

b. Consists of correspondence, rosters and k.0 Temporary. Retain in current files area until
reports pertaining to the Agency's activity in no longer needed.
developing a Standby Reserve Program.
(Current) da
Approved For Release 2005/1 1/2%{1@%% P78-00487A000100230003-5
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. P [TEmno] FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

\.-J)‘; o7 ) : Approved For Release 2005/11/21 : CIA-RDP78-004&7A000100230003-5
‘ c¢. Consists of Reserve attendance rosters 2.0 Permenent as required by AR 345-215. Cut
prepared in conformence with Army regulations. off at end of each calendar year. Hold one
(1964 - ) year; then transfer to U. S. Army Records
Center.

d. 201 and Qualification Record main- 24,0 Temporary. Upon termination of assignment
tained on each Army Reserve Officer in accord- with the Agency Army Reserve Unit, records
ance with AR 140-138, AR 611-103, and AR 640-10 : will be forwarded to CG XXI U. S. Army Corps
plus approx. 300 enlisted folders. . (RES O IGMR, Pa.) for disposition.

(Current)
i i e, Consists of copies of DA Form 201 and 1.0 Temporary. Cut off at end of each year.
.— 20le Pay Roll and Mileage Voucher Reserve Hold one year in current files area. Trans-
Officers on Active Duty for Training. fer to U. S. Army Records Center, AR 345-215.
(Current)

f." Consists of informetion on courses for 20.0 Temporary. Destroy when superseded or no

the training of Agency reservists. Back-up longer needed.

materisl for these courses for imstructionsal
purposes 1s made up in kits for the students.

8. PERSONNEL PROCESSING FILES

a. Consists of military personnel case 1 168.0 Temporary. Dispose of in the following
files on individuals being security cleared manners .
and processed for possible assignment to the l. Upon entrance oan duty, incorporate_
Agency. Filed alphabetically. : in officisl file. ) )
(Current) 2. Upon cancellation of processing,
._ * place in inactive file. Upon
; accumulation of one foot retire to

Records Center. Hold for two years;
then destroy.

b. Consists of copies of Form 639, Can- o7 Temporary. Cut off at end of each year.
cellation of Applicant Processing, used in Destroy one year thereafter.
compiling information for statistical reports.
Filed chronologically. ’
(1963 - )

Annrovwmp78-004 7A000100230003-5
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9. MILITARY PRRSONNEL FOLDER FILES g E
Consists of the official personnel folders
for military personnel assigned to the Agency.
Files contain both the folders prepared and
maintained by the Agency as well as those for-
warded from the parent service. 7
a. Official field file for military per- 20.0 Temporary. Screen for sensitive material
sonnel assigned to the Agency. Files mntain and return to parent service upon termina-
current case histories of the individuals and tion of assignment of individual.
papers which document their military service.
(Current)
b. Agency military personnel folders com- 22.0 Temporary. Dispose of in following manner:
prising of papers which document the affiliation 1. Upon termination of assignment of
of personnel with the Agency. Files include individual not converted to staff
correspondence and related records pertaining to employee status place in inactive file.
the assigment, memorandum of understanding, Transfer to Records Center one year
security clearance, personnel actions, etec. later. Destroy at Records Center T5
Filed alphabetically by name. years after birth of employee or 60
(Current) years after date of earliest document
in the folder if date of birth cannot be
ascertained.
2, If converted to staff employee status,
forward to OP File Room.
10. CARD FILES
~a. Consists of two sets of cards which .1 Temporary. Retain one year after separation
serve as a cross reference to a strip file. The of employee and destroy.
index consists of true name and pseudonym cards
used for dispatch of correspondence and cables.
Filed alphabetically.
(Current)
b. Consists of cards maintained on all .1 Temporary. Destroy one year after departure
military personnel assigned to Agency units. of individual.
Cards contain individual's name, unit, and mail-
ing address.
(Current)
Approved For Release 2005/1 1IZ1§’E;$EEEP78-OO4 7A000100230003-5
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Approved For Release 2005/11/21 : CAE ]f-OOM 7A000100230003-5

c. Consists of cards showing name, rank,‘ﬁ L 4,5 Temporary. Retain one year after resignatioq
serial number, reserve points earned, courses of employee; then destroy.
taken, promotion date, last physical. (Used in
lieu of file when file is forwarded to XXI Corps
for action.)

(Current)

d. Consists of personnel datas cards pre- L Temporary. Disposal not authorized. Retain
pared on military personnel who have been as- indefinitely in office area for reference
signed to the Agency. Cerds contain name, rank, purposes.
serial numter, dates of assignment, etc.

(1947 - 1965)

e. Consists of pay record cards on enlisted .1 Temporary. Destroy upon reassignment of
personnel. Cards used to maintain up-to-date individual.
pay authorizations and contain such information
as base pay, longevity, ellotments, withholding
tax, social security deductions, etc.

(Current)

f. Consists of IBM cards showing pertinent 1.8 Temporary. Retain until individual is trans-
data on Air Force personnel such as "shot" in- ferred back to parent service. Card accom-
formation, overseas tours, promotions, etc. panies individual.

(Current) ’
11. DOCUMENT RECEIPT FILES

Consists of registered mail receipts - DA a1 Temporary. Destroy when two years old.
Form 1204, DOD Form 646, and AF Form 310. Filed
chronologically.

12. | TOP SECRET LOG

Records receipt and dispatch of top secret .2 Temporary. Destroy ten years after document

material. Filed by top secret number. is downgraded, destroyed or sent outside
control point. i
Approved For Release 2005/11/21 : 6iA'-‘Rip’P"/'8-0048 A000100230003-5
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13.

1k,

15.

{TEM NO.|

) Approved For Release 2005/1 1121sm ?P78-004
MORNING REPORT FILES

a. Consists of DA Form 1 which serves as
daily accountings for all military personnel in
each unit. Copies of this form forwarded to
parent organizations as required by regulations.
Filed chronologically.

(1961-1963)

b. Consists of data records, Agency form
1072 and Air Force forms 1123 and 1124, used in
preparation of and as a supplement to the morning
report. Arranged by rank and alphabetically by
name thereunder.

(Current)

MACHINE LISTINGS AND RECURRING REPORTS

Consists of rosters of civilian and reserve
personnel and statistical information on reserve
categories, membership in training units,
authorized Agency positions, and various personnel
activities. Also a roster of overseas persomnel
arranged by country is maintained for information
purposes as well as machine listings received
monthly from the Pentagon of Army personnel as-
signed to the Agency and rosters used to prepare
monthly compilations which are forwarded to
Office of Comptroller.

(Current)

REFERENCE MATERTAL

Consists of published materials such as
Army regulations, circulars, pamphlets, manuals
and handbooks as well as tables of distribution
and job descriptions used for reference purposes.

Approved For Release 2005/11/21 : CIA-R
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Temporary. Destroy when one year old or upen
discontinuance whichever is sooner.

Temporary, Disposal not authorized. Retain

for reference in current files area.

Temporary. Retain in current files area.
Destroy selectively upon receipt of new
listing.

Temporary. Destroy when superseded, obsolete
or no longer needed.
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1 JAN 56

FORM NO. ‘393 USE PREVIOUS

RECORDS CONTROL SCHEDULE

EDITIONS.

- CONT

(a1




FILES IDENTIFICATION

QFARETY  VOLUME

l

DISPOSITION INSTRUCTIONS

1TEM NO.

Approved For Release 2005/1 1/9FM:EDEDP78-00

c. Consists of Reserve attendance rosters
prepared in conformance with Army regulations.
(1961-1963)

d. 201 and Qualification Record maintained
on each Army Reserve Officer in accordance with
AR 140-138, AR 611-103, and AR 640-10 plus approx.
300 enlisted folders.

(Current )

e. Consists of copies of DA Form 201 and
201s Pay Roll and Mileage Voucher Reserve Officers
on Active Duty for Training.

(Current)

f. Consists of information on courses for
the training of Agency reservists. Back-up
material for these courses for instructional
purposes is made up in kits for the students.

PERSONNEL PROCESSING FILES

a. Consists of military personmel case files
on individuals being security cleared and pro-
cessed for possible assignment to the Agency.
Filed alphabetically.

(Current)

b. Consists of copies of Form 639, Cancella-
tion of Applicant Processing used in compiling
information for statistical reports. Filed
chronologically.

(1961-1963)

Approved For Release 2005/1
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Permanent as required by AR 345-215. Cut off
at end of each calendar year. Hold one year;
then transfer to U. S. Army Records Center.

Temporary. Upon termination of assignment
with the Agency Army Reserve Unit, records
will be forwarded to CG XXI U. 5. Army Corps
(RES 0 IGMR, Pa.) for disposition.

Temporary. Cut off at end of each year.
Hold one year in current files area. Transfer
to U. 8. Army Records Center, AR 345-215.

Temporary. Destroy when superseded or no
longer needed.

Temporary. Dispose of in the following menner
1. Upon entrance on duty, incorporate in

official file.

Upon cancellation of processing, place

in inactive file. Upon accumulation of

one foot retire to Records Center.

Destroy when fifteen years old.

2.

Temporary. Cut off at end of each year.
Destroy one year thereafter.

ZA000100230003.5
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12,
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c. Consists of cards showing neme, rank Ltk
serial number, reserve points earned, courses
taken, promotion date, last physical. (Used in
lieu of file when file is forwarded to XXI Corps
for action.)

(Current)

d. Consists of personnel data cards pre-
pared on military personnel who have been as-
signed to the Agemcy. Cards contain neme, rank,
serial number, dates of assignment, etc.

(1947 - 1965)

e. Consists of pay record cards on enlisted
personnel. Cards used to maintain up-to-date
pay euthorizations and contain such information
as base pay, longevity, allotments, withholding
tax, social security deductions, etc.
(Current)

f. Consists of IBM cards showing pertinent
data on Air Force personnel such as "shot" in-
formation, overseas tours, promotions, etc.

(Current)
DOCUMENT RECEIPT FILES

Consists of registered mail receipts - DA
Form 1204, DOD Form 646, and AF Form 310. Filed
chronologically.

TOP SECRET LOG

Records receipt and dispatch of top secret
material, Filed by top secret number.

i

i.5

.1

1.8

00487A000100230003-5

Temporsry. Retain one year after resignation
of employee; then destroy.

Temporary. Disposal not authorized. Retain
indefinitely in office erea for reference
purposes.

Temporary. Destroy upon reassignment of
individual.

Temporary. Retain until individuel 1s trans-
ferred back to parent service. Card accom-
panies individual.

Temporary. Destroy when two years old.

Temporery. Destroy ten years after document
is downgraded, destroyed or sent outside
control point.
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Approved For Release 2005/11/21 : CIA-R] F
PERCONNEL REGMIHE&ENI‘S REQUEST FILE ‘ m

Contains memorandums and Form 1152a, Request
for Personnel Actions from operating offices
for immediate action. These memorandums are
submitted to the Manning Branch on an as
Needed-Basis and usually specify desired rank,
qualifications etc. Filed numerically by
requisition number.
(Current)

PERCONNEL REQUISITION NUMBER REGISTER

Consists of a record of the control numbers
assigned to persomnel requisitions. Infor-
mation includes requisition number, requesti
Division, date of request, desired rank, ete.
A new register is prepared each quarter.
Arranged chronologically.

(1958-19¢60)

PERSONNEL PROCESSING AND CONTROL FILES
a. PROCESSING FOLDER FILES

Consists of case files on military
peroonnel cases who are being securlty
cleared and processed for possible assign
ment to the Agency. Folders include the
personal history statement, profile,
request for personnel action, request for
security clearance, report of interview,
and similar material. Documents from
these folders become a part of the Ofﬁcil

Agency Military Personnel Folder upon
entrance on duty of the individuwal. Fil
alphabetically by name.

{Current)

87A000100230003-5

Temporary. Destroy or transfer to
appropriate file upon completion of action.'

Temporary. Destroy when 1 year old.

Temporaxry. Dispose of in the following
manner:

1. Upon completion of processing and
entrance on dubty of individual incorporate
in appropriate Agency Military Personnel

Folder File.

2. Upon cancellation of processing

a. Place in inactive file.

b. Screen annually and destroy those
indicating a period of 1 year since
date of last interest except those
with a suspense notation fer retention
due to security or medical interest
factors which will be retired to Record
Center and destreyed when 15 years old.
(Item 482, RCS 40-57.)
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: b. SECURITY INITIATION SUSPENSE FILE

Consists of 3"x5" cards which serve as .1 Temporary. Destroy when follow-up
a tickler for follow-up purposes on actions are completed.

processing cases for which Form 377,

= Request for Security Clearance, has been
. prepared. Filed chronologically by

T follow-up date.

e (Current)

c. PROCESSING CANCELLATION FILE

Consists of a loose-leaf binder contain- T Temporary. Destroy when 1 year old.
ing retained copies of Form 639, Can- (Cut off at end of each year; destroy
cellation of Applicant Processing used 1 year thereafter.) -

in compiling information for statistical
reports. File may also contain corres-
pondence from the Office of Security
concerning cancellation. Filed

chronologically.
(1958-1960)
9 AGENCY MILITARY PERSONNEL FOLDER FILE (Navy,
Marine Corps)
Consists of the official Agency military 1.5 Temporary. Dispose of in the following
personnel folders containing papers which manner:
document the affiliation of Navy and Marine 1. Upon termination of assignment for
Corps personnel with the Agency. Files individuals not converted to staff
‘ include correspondence and related records employee status - -
pertaining to the assignments of the a. File folders alphabetically by name
individual, secrecy agreements and memo- in an inactive file.
randums of understanding, security clear&ncesJ » b. Cut off inactive file at end of
o personnel actions, etc. Filed alphabetically each year and transfer to Records
by nane. Center, 2 years thereafter.

(Current) c. Destroy at the Records Center, 75
years after birth of employee or 60
years after date of earliest docu-
ment in the folder, if date of birth
- cannot be ascertained, provided
employee has been separated for

at least 5 years.

’ Approved-EorRolease-2006/4-H24-+-GH 67A000400200ES0 483 - RCSkO-57.)
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. 10 TABLES OF ORGANIZATION

Consists of copies of the Division T/0 used . Temporary. Destroy each T/O and related
for reference to authorized positions, correspondence upon receipt of current ‘I‘/O.
position numbers, incumbencies, unit
gtrength, etc. File also contains retained
dopies of Form 261, Authorization, copies
of requests for changes, and concurrences.
Record copies of the T/O's are maintained
by SRB/RSD.

ASSIGNMENT EXPIRATION AND EXTENSION FILE

Consists of a loose-leaf binder containing Temporary. Destroy 1 year after termination
information on expiration assignments, and of assignment.
assignments for which extensions have been
requested. TFile contains copies of the
Notification of Tour of Duty Expiration
that were submitted to the operating offices,
and correspondence to and from the parent
services regarding requests for extensions
and the approvals or disapprovals of the
requests. Filed alphabetically by name.
(1952-19¢60)

CLASSIFIED DOCUMENT RECEIFT FILE

Consists of DD Form 646, Classified Document . Temporary. Destroy when 2 years eld.
Receipt, which was signed by the recipient
at the time the material was received. Filed

chronologically.
(1958-1960)

REFERENCE FUBLICATIONS FILE

Consists of published material such as . Temporary. Destroy when no longer needed
regulations, notices, Navy Bulletins, for reference purposes.

correspondence manuals, Army Registers,
and similar reference material.

- —Approved-her-Release-2006/4+424-CHA-RBPT8-0048 TA000TO0230003-5
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SCHEDULE NO.
87A000100230003-5

40-60

CONCURRFNCE

OFFICE, DIVISION,

BRANCH

Mobilization and Military Personnel Division,
Mobilization and Reserve Affairs Branch

SIGNATI 2

TITLE

FORM NO.
1 JAN 56

USE PREVIOUS
‘39 EDITIONS. \

SECRET

Cha 77RB 0 Qe 200
VOLUME
lNT()EM (TITLE, DESCE!IPT;(;I';,ESAR;?ZIEVI;HET(‘:,AEIIV%NINCLUSIVE DATES ) (CUBIéJ FT.) DISPOSITION INSTRUCTIONS
1 STAFF SUBJECT FILE
Consists of correspondence with the Office 4.0 Permanent. Disposal not authorized.
of Defense Mobilization, the Secretary of {Cut off file every other year;
Defense, the Director of Central Intelli- transfer to Records Center 1 year
gence, and related reports and studies per- thereafter.) (Item 51, RCS LO-57)
taining to the present, future, and
emergency menpower requirements of the
Agency. File is used in developing plans
and recommendations concerning Agency
policies and procedures on these require-
ments and in conducting liaison with ODM
and the Department of Defense in support
of the Agency's long-range mission. Arranged
by subject.
(1958-1960)
2 STAFF WORKING FILE
Consists of correspondence, special reports, 1.0 Temporary. Destroy when 3 years old.
tabulations, organization code manuals, and (Cut off file at end of year;
similar material used in administering the destroy 2 years thereafter.)
daily activities of the Staff; and project
files. No arrangement.
(1956-19¢60)
3 CONVENIENCE FILE (Reading)
Consists of extra coples of outgoing .8 Temporary. Destroy when 2 years old.
correspondence maintained for convenience (Cut off at end of each year;
of reference. TFiled chronologically. destroy 2 years thereafter.)
(1958-1960)
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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Approved For Release 2005/11/21 : CIA-K§PREd487A000100230003-5

4 WAR PLANS FIIE

Consists of estimates on country and area 2.0 Permanent. Disposal not authorized.
war plans. Basic plans are received by the Retain in current files area indefinitely.
Branch and used as a basis for preparing
estimates on personnel requirements for
those plans. File contains summaries of the
mobilization plans including the mission,
cover, and types of personnel required,
operations plans, Emergency Series T/0's,
and similar types of material vwhich become
annexes to the Master Plan held by the DD/P.
(1954-1960)

CLANDESTINE SERVICES OPERATIONS PLANNING FILE

Consists of preliminary estimtes, comments, Permanent. Disposal not authorized.

operational programs, cover requirements, Retain in current files area indefinitely.

personnel requirements, etc., used by the

Branch in preparing estimtes of personnel

requirements, in support of clandestine

planning. Arranged by subject.
(1954-1960)

MOBILIZATION PERSONNEL REQUIREMENTS FILE

Consists of personnel requirements initiated . Permanent. Disposal not authorized.
by operating offices, Base Status Reports, (Cut off file every other year;
preliminary organization charts, memorandums transfer to Records Center 1 year
and related material used in estimating the thereafter.)
Agency's mobilization personnel requirements
These requirements are compiled and submitte
to the Department of Defense on a fiscal
year basis. Arranged organizationally.
(1957-1960)

2068/4-H-241mCHA Z24.000400230003.5
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2005/11/21 : CIA-
RESERVE PREFERENBE"SYCSUYy Rejease

Consiste of statements of preference for duty
)

assignments (in case of a National Emergency
prepared by reserve personnel of the Agency.
These statements indicate the desire of
reservists to either remain with the Agency
or be assigned to active military duty and
are used for planning purposes in -
establishing requirements which may be
placed on the Department of Defense.
Arranged organizationally and by reserve
category thereunder.

(Current)

MACHINE LISTINGS

Consists of machine listings containing
rosters of civilian and reserve personnel
and statistical information on reserve
categories, membership in training units,

authorized Agency positions, etc., maintained

for reference purpeses.

(1954-1960)
TOP SECRET LOG

Record of the receipt and dispatch of
material classified Top Secret, maintained
for security purposes.

(1955-1960)
SPECIALIST AND STANDBY RESERVE

Consists of correspondence, policy papers,
background material etc pertaining to
Agency's activity in developing Specialist
and Standby Reserve Units; security processis
records, strength reports, rosters etc;
also vital statistics and status information
on Reservists.
(Current)

1.5

2.8

0.1

Filed chronologically.

2.0

he

FORM NO. ‘393 USE PREVIOUS

1 JAN 56

RECORDS CONTROL SCHEDULE -

EDITIONS.

Apprn\lemwmm;ﬁw

mm487A0001 00230003-5

Temporary. Destroy when superseded or

obsolete.

Temporary. Destroy selectively upon
receipt of new listings.

Temporary. Retain in current files area;
destroy when no longer required for control

purposes.

Temporary. Destroy when obsolete or
superseded; active file is maintained
in immediate work area.

R74000100230003-5
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12

13

7A000100230003-5

nATTONAL, TEFENAPRIEHATERE RElSE8FE2005/1 1121 : Cla-ROR

Consists of correspondence, policy papers,

manpovwer and qualification requirements

for Executive Reserve; also selected

candidates and scheduled assignment. Filed

by organization and alphabetical thereunder,
(Current)

Permanent. Retain in immediaste work area.

INDEX CONTROL CARD FILES

1.0 Temporary. Destroy when relieved from

reserve assignment.

Contains 3x5 and 5x8 Cross Index file on
Specialist Reserves. Cards contain name,
military organization, current assignment,
etc. Filed alphabetically by Office of
assignment.

REFERENCE MATERIAL

Consists of published material such as 3.4
regulations, notices, handbooks, Army
Bulletins, Congressional Records, ete.,
ma.intained for reference purposes.

Temporary. Destroy when no longer needed
for reference purposes.

FORM NO. USE PREVIOUS
s dan s 1392

Apprn\uwwwwnm 5
RECORDS CONTROL SCHEDULE - cl JON SHEET

EDITIONS. {a1)




2y

PO . R E Cqrpid \00k FROL RSIeERU2005/11/21 : CIA-RDP78-00487A000100230003-5

OFFICE, DIVISION, BRANCH 9

Personnel, Mobilizatien and Military Personnel Division,
’ Mobilization & Reserve Affairs Branch, Reserve Affairs Unit

=

IJOE M . (TITLE, nsscmpritl)llv'Fsaxltzafvg;»lfg:\ll;.AT,qzlvgszVCLusrVE DATES) (c\{lglngpgr. ) DTSPOSTTTON TNSTRUCTTONS
& 1 RESERVE AFFAIRS SUBJECT FILES

Consists of correspondence, reports, briefs, 1.0 Temporary. Destroy when 2 years old.
and similar material maintained for adminis« (Cut off at end of each year; destroy
tration of Reserve Affairs Branch. &t end of 2 years.

@ (1957-1960)

2 PRECEDENCE FILE - RESERVE AFFAIRS

Correspondence, directives, and other docu- .1 Temporary. Destroy when 3 years old.
ments which establish policy and precedence (Cut-off at end of each year, screen
for continuing action. selectively and transfer pertinent papers

to file (immediately below). Place other
material in inactive file and destroy vwhen

3 years old.
3 ORGANIZATION AND HISTORICAL FILE

Consists of documents pertaining to origin ahd 1.2 Permenent. Cut off every two years;

development of the reserve program within the Transfer to Records Center one year
Agency. Also Tables of Distribution and thereafter.

. related organization of each Reserve Program

' (Army, Navy, Air Force, and Marine). Filed

by Organization.
(1949-1960)

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100230003-5
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L RESERVE PERSONNEL FOLDER FILE
Consists of case files containing papers per- 10.5 Temporary. Dispose of in the following
taining to the reserve status of employees manner:
and their participation in the Agency's 1. Files on pers assigned to field station
reserve program and documents of a sensitivd retained pending return of individual.
nature. (Folders are used in the adminis- 2. Files on personnel discharged from the
tration of the activities of the reservists reserve program--
Documents and other actions affecting reservye a. File folder alphabetically by name
status are retained by the parent services. in an inactive file.
Filed alphabetically by name. b. Cut off inactive file at end of
{Current) each year and destroy 1 year
thereafter.
5 MACHINE LISTINGS
Consists of machine listings contalning .3 Temporaxry. Destroy upon receipt of new
rosters of reserve personnel and statistical listings.
informetion on reserve categories, civilian
occupetions, ete., mintained for reference
purposes.
6 RESERVE ATTENDANCE ROSTERS
Consists of record copies of DA Form 1379 0.7 Permanent. (Required by AR 345-292) Cut off
and DA Form 1380 prepared in conformance to at end of each calendar year, hold 1 year
instructions contained in AR 1L40-185 , and in current file area., Transfer to Records
24 Army Memo 140-3. Holding Area (XXI US Army Corps, IGMR, Pa.)
T RESERVE UNIT PAY AND ALLOWANCE FILES (Army)
Retained copies of DA Form 201 and 20la Pay .5 Temporary. Cut off at end of each year
Roll and Mileage Voucher Reserve Officers on hold one year in current files area,
Active Duty for Training. transfer to DA Records Holding Area
(Current) Para 14%c(6) and Para 9, Appendix IV,
AR 345-292,
8 RESERVE 201 FILE AND QUALIFICATION RECORD
File maintained on each Army Reserve Officey 10.5 Temporary. Upon termination of assignment
in accordance with AR 140-138, AR 611-103, with the Agency Army Reserve Unit, records
and AR 6L0-10 will be forwarded to CG XXI U.S. Army
Corps (ResO. IGMR, Pa.) for disposition.
o 1sea Lt APRIRUGRSCERRARGES AR CHNRRETP 9048 A0p0100230003-5
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9 REFERENCE PUBLICATIONS FILE

Consists of copies of printed or processed 1k.0 Temporary. Destroy when superseded,
publications maintained for reference obsolete or no longer needed for reference
purposes issued by DA, and elements of Army purposes.

Field Establishments and other agencies.
Arranged organizationally by Headquarters
level.
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Personnel, Mobilization and Military Personnel Division, | | ||
Personnel Branch i
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o (TITLE, DESCE:IPT;AII;?SARIR[,){EIEEEEIJ‘I(‘:.AEI'V%NINCLUSIVE DATES) (C\IIJBIgMFET.) DISPOSITION INSTRUCTIONS
v 1 | BRANCH SUBJECT FILES

Consiste of files maintained by the Army and
Air Force Sections of the Branch. Files
contain correspondence, reports, and related
material accumulated in the general adminis-
tration of the activities of the Sections.

a. Army Section. Consists of correspon- 2.2 Temporary. Destroy when 2 years old.
dence on the 6 months military training (Cut off at end of each yea , destroy-
program, lists of personnel backstopped
by the various units, processing of new “d’\i\/‘/l WA%M—
employees, and similar material. Filed

alphabetically by subject.

(1958-1960) ~
b. Air Force Section. Consists of copies 1.0 Temperary. Destroy when 2 years old.
of Airmen's Linguist Reports, corres- (Cut off at end of each year; destroy
pondence on flying status, promotion
and demotion, assignment, etc. Filed ~t—€_ |
numerically by the Air Force filing 2%
‘ systen.
(1958-1960
2 | MORNING REPORT FIIES (ARMY & AIR FORCE) X (-{?‘M’

. V=77 3/63
' Consists of DA Form 1, and AF Form 183, W / / J W

vhich serve as daily accountings for all
military personnel of each unit. These
reports provide continuous certified

strength and status statistics which are
' forwarded to the parent organizations as

required by regulation.
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MORNING REPORT DATA RECORDS (ARMY & AIR FORCE)
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Morning Reports prepared by reporting
field units, used in preparing the
conbined report for all units. Filed
chronologically.

(1958-1960)

Retained coples of reports submitted
to the parent organizations. Filed
chronologically.

(1958-1960)

Consists of AF Form 1123, and AF Form 1124,
used in the preparation of and as a supple-
ment to the morning report. Forms contain
informstion such as service number, current
rank, present assignment, location, allot-
ment number, and similar information

needed in the daily accounting of personnel.
Arranged by rank and alphabetically by name
‘thereunder.

(1959-1960)
ACTIVITY REPORTS FILE

Consists of bi-weekly reports covering the
activities of the Army & Air Force Sections
and summary reports covering the activities
of the Branch. Reports include statistics
on personnel returned from overseas, per-
somnnel reporting for duty, special projects,
ete. TFiled chronologically.
(1959-1960)
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Temporary. Destroy when 3 years old.
(Cut off at end of each year; destroy
2 years thereafter.) (AFR 185-5)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy 6 months after
separation of the individual.

Temporary. Destroy when 1 year old.
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5 MONTHLY REPORTS FILES (AIR FORCE)
Consists of reports prepared at prescribed L Temporary. Destroy when 6 months old.

intervals (usually monthly) containing
statistlics on various personnel activities
. such as Report of Airmen Currently in
' L Flying Status, Report of Military Personnel
- Stationed in the Washington, D. C. Area,
' Ground Accident Summary, General/Colonel
Status Report, ete. Original copies of
these reports are forwarded to the Commander,
Headquarters Command, USAF. Filed
. chronologically.
(1959-1960)

6 ADMINISTRATIVE ORDERS FILE

Consists of administrative orders such as -
General Orders, Special Orders, TAG Orders,
and a 3"x5" index. These orders serve as
the documentation for official travel of
both civilian and military personnel,
assignwents to active duty, shipment of
household effects, promotion, special
agsignments, etc. Copies of these orders
are submitted to the appropriate services.

a. Administrative Orders. Arranged 6.3 Permanent. Disposal not authorized.
. organizationally and numerically (Cut off at end of each year; transfer
thereunder. to Records Center 1 year thereafter.)
(1958-1960) {Ttem 493a, RCS 40-57)
b. 3"x5" card index. Used as a reference .5 Temporary. Destroy upon completion of
P to the order effecting travel of each travel.
individual. Filed alphabetically by

name.
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SPECIAL ORDERS LOG (ARMY AND AIR FORCE)

Congists of a loose-leaf binder used to

assign control numbers to Special Orders

and General Orders prepared by the Branch.

Log contains the order number, date, per-

sonnel covered by the order, and purpose of

the order, Arranged chronologically.
(1958-1960)

PROCEDURES FILE

Consists of the operating procedures
established for the various Agency military
units. Procedures include information on
the mission and functions of the units,
activation and deactivation of units, type
of travel orders necessary for persomnel in
the units, cover, necessary documentation,
ete. Arranged numerically by unit number.
(Current)

MILITARY PERSONNEL FOLDER FIIES (Army, Air Force)

Consists of the official personnel folders
for military personnel assigned to the
Agency. TFiles contain both the folders
prepared and maintained by the Agency
(Agency Military Personnel Folders) and
those forwarded from the parent services.
(Field Personnel Records or 201 Files.)

Official field 201 file for military
personnel assigned to the Agency.
Files contain current case histories of
the individual and papers which document
thedr military service.

(Current)

a.

A1
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Temporary. Upon completion of action file
with related Special or General Order
(Ttem 6 a)“for disposition as specified.

Permanent. Disposal not authorized.
Retire procedures for each unit to
Records Center 1 year after procedures
are superseded or become obsolete.
(Ttem k95, RCS 40-57)

Temporsry. Screen for sensitive
material and return to parent service
upon termination of assignment of
individual.
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N Approved For Release 2005/11/21 : CIA-&GBBLIS7A000100230003-5
b. Agency Military Personnel Folders 24 .6 Temporary. Dispose of in the following
5 comprising papers which document the manner;

affiliation of Army and Air Force 1. Upon termination of asgignment for
personnel with the Agency. Files individuals not converted to staff employee

& include correspondence and related status - -
records pertaining to the assignments a. File folders alphabetically by name
of the individwal, secrecy agreements in an inactive file.
and memorandums of understanding, b. Cut off inactive file at the end of
security clearances, personnel actions,] 6 months and transfer to Records
etc. TFiled alphabetically by name. Center 6 months thereafter.

c. Destroy, at the Records Center,
T5 years after birth of employee or
60 years after date of earliest
document in the folder if date of
birth cannot be ascertained, provided
employee has been separated for at
least 5 years.

2. Upon termination of Agency assignment
and conversion to staff employee status
sterilize documents in folder and forward
to Records and Services Division to be
included in the Official Personnel Folder
File. (Item 496 - RCS L0-57)

10 BRANCH SUSPENSE FILE (Army)

Consists of suspense memorands sheets .8 Temporary. Destroy upon completion of actiox.

mintained on all recurring reports, such
‘ as Annual Plans and Progress Report, Weekly
Activity Report, Hospital Report, Per-Diem
Report, Personnel Assigned Roster, etec.
Also mintained on pending correspondence
g vhat requires a personnel action or follow
up.

(Current)

’ A . 27 A000400230003.5.
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R Consists of retained copies of Form 282, 4 Temporary. Destroy 2 years after audit.
Accounting By Individual For Advance, loan
registers, listings, and related material
reflecting accountability for monies loaned
~ from and repaid to the fund on a monthly

’ basis. This file contains information on
funds available to personnel for emergency

e use. Filed chronologically.
(1958-1960)
12 MILITARY PAY AND ALLOWANCES FILE (Army & Air Force)
. Consists of DD Form 11k, Military Pay Order, .3 Temporary. Destroy 3 years after close of
Form DD 115, Military Payroll Money List, pay period to which they pertain.

and DD Form 117, Military Payroll Money List
and Certification Sheet, used to account for
and effect changes in the pay status of Army
and Air Force Personnel. ﬁuthority AR 3L40-[5)
Filed chronologically.

Current)

13 PERSONNEL ROSTERS

Consists of machine Listings received .2 Temporary. Destroy when 3 months old.
monthly from the Tth Machine Records Unit
Pentagon, containing rosters of Army and
Air Force personnel assigned to the Agency.
These rosters are used to authenticate

. © strength figures. Authorized changes are
recorded on one copy and returned to the
Machine Records Unit. Filed chronologicallyl.

(1960)
1k PAY RECORD INFORMATION CARD FILE

Consists of 5x8 card containing Pay Record Jd Temporary. Destroy when no longer
- information on enlisted personnel. Cards are needed for reference.

used to maintain up-date pay authorizations,
and contain such information as base pay,
longevity, allotments, withholding tax,
social security deductions ete.

1 JAN 56
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Consists of AGASF Form 647, Officer's .2 Temporary. Destroy when 1 year old.
Register, and Sign In/Out Morning Report
Register, maintained as a record of the
arrival, departure, destination, and

similar data pertaining to military personnel.
‘ . Filed chronologically.

w 1959-1960)

16 EE PERSONNEL FILES

Consists of dispatches and cables which are 7.0 Temporary. Destroy when 1 year old (cut off
' used to furnish necessary operating infor- at end of each year; destroy 1 year there-
mtion and to transmit separate cover attach- after)

ments to field stations from headquarters
and vice versa.

(1) Chronological Dispatch File:

Consists of all dispatches prepared by 2.5 Temporary. Destroy when 5 years old. (cut
hgs furnishing operating information to off at end of each year, then transfer to
the field stations. records center 2 years thereafter.)

(2) Information & Locator cards consists 0.1 Temporary. (Cut off at end of each year
information pertaining to an individualg retained for 1 year and destroy) .

assignment with Agency, cards indicate
slot number, date assigned to Agency,
Division, location, tour of duty

. expiration date, etc.
(3) Personnel actions file comsists of 1. Temporary. Destroy when 2 years old. (cut
recruitment requests for personnel off at end of each year and destroy) .
s requested for assignment to the EE areasg.
7 These forms contain information such as

necessary qualifications, slot numbers,
brief summsry of job description. They
- are also used for reassignment of an

individual to another job and to anothex
Division.

R .
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(4) Travelpprised ForReleases2B05/4 1424aGIA- Wﬁb"‘ 87AR00180239003 %5 troy when 2 years old. (Cut

travel orders pertaining to personnel
going to and returning from oversesas
areas. They contain such information
as to special authorizations, leave
authorized enroute, shipment of POV,
shipment of household goods, transpor-
tation of dependents, etc.

ATRMEN'S PROFICIENCY TEST FILE (Air Force)

Consists of test booklets, answer sheets,

instructions and similar material used in

administering Airmen's Proficiency Tests.
(Current)

USAF REIMBURSEMENT RECORDS FOR PERSONNEL MOVEMENT

Consists of information on military and
civilian travel (TDY and PCS) performed
under military auspices. Contains travel
orders, authorizations and correspondence.
This records is used as a basis for reim-
bursement to USAF for travel facilities
furnished Agency personnel.
(1958-1959)

REPORT OF SEPARATION FILE

Consist of Form 971, Report of Separation,
and the Interview Worksheet, prepared from
information obtained while conducting pre-
exit interviews. Form 971 is used to prepax
the monthly Summary of Military Separations |
which is forwarded to SRB/RSD inclusion in
the appropriate statistical reports. Filed
Chronologically.
(1958-1960)

PUBLICATIONS FILE (Army & Air Force)

Consists of published material such as CIA

Regulations, Army and Air Force Regulations
MPD Memora.néums s post reports, ete., main-

off at end of each year.
‘thereafter.

Destroy 1 year

Temporary. Destroy when superseded or

obsolete.

Temporary. Destroy when 2 years old.
Retain in work area for 2 years then destroy

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destwoy
1 year thereafter).

Temporary. Destroy when superseded or
obsolete. (Includes file #464 previously
shown under admin unit.)

tained for reference purposes.
A PO ZA000100230003.5
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