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: 1. | BRANCH ADMIN FILE
i Consists of correspoadence aﬁd memoranda 2.0 Temporary. Destroy after two years ex-
! pertaining to the administration of the Research cept for files needed for current operation,
: Branch. Included in this file are such subjects
; " W PO
. as security, office procedure,; requisitions, @M, FE‘AQ %5‘3@@%%&?3 @ Y&%%E@
: duty rosters, T&As, and chrono files, %gﬁws»@@%@mwwﬂﬁ&j y .
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; CURRENT WORKING FILES 4ias v He3S
; Consists of correspondence, memoranda i7.0 Temporary. Screen periodically. Destroy
: and interrogation studies all used in the current materials no longer needed. Transfer to
i operation of RB, These files include bnefmgs, appropriate file materials that must be re~
debricfings, consultant reports, etc. tained. Consultant reports should be held
. indefinitely.
: RESEARCH STUDIES
; :
Consists of completed studies prepared by 4,0 Temporary. Disposal not authorized. When;
Research Branch and external cover arganizaticns) no longer needed for current reference
' ' transfer to Records Center,
PROJECT FILE
i
r Consists of varied correspondence, memo- 10,0 Tembporary. Dispos'al not authorized at this
z‘:? randa and financial accountings, etc. concerned time, (A review of this file will be made
ij with the MXULTRA Project, at time of next audit - July 1961}
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F£ILES IDENTIF 1CAT ION
R&D CONTRACTS
Coutains correspondence, proposals,
contracts, and supporting data concerning
RB contracts.
PERSONNEL AND TRAVEL FOLDERS
Gonsists of case files for employees of

RB. These files include pertinent personnel
ang travel information. :
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DI5POSTION INSTRUCT 1ONS

Temporary. Destroy six months after
completion of contract,

Temporary. Screen files periodically

to remove papers no longer necessarye
Upon separation o transfer of employee,
forward to TSD/Personnel,

Temporary. Destroy when revised, super-
seded or no longer neaded except for Lbrary
beoks chtained A library welck

should be raturned to OCX Library when no

loager needed,
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Corsists of administrative materials deal~
ing with projscts presently being cenducted
for BE by private contractors.
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LETILT, DIVUISION, DRANCH SIGNATURE
. P8 /Research & Development/Biological Branch TITLE v PATE: p prm cana
. o C/TSD/BB RS
Vv FILES IDENTIFICATION VOLUME -
(TITLE; BESCRIPTION, ARRANGZMENT, AND INCLUSIVE DATES) (cusic FT.) DISPOSITION INSTRUCTIONS
‘ L BRANCH ADMIN. FILE Y
‘ : Cu.‘.s’sts of :ne.tﬁr;a.la used in a.dm.matermg 2.0 Temporary, Destroy after two years eX-
‘_ the Biological Branch, such ag briefings, travel, cept for policy materials or those material
N . personnsl, requisitions, chroaos, training, needsd for current operation,
N dispatches, security clearances, etc,
2o -
! PROJECT FILES
Consists of correspondence, working papers, 6,0 Temporary, Disposal not authorized at
. zpecifications, status reports and final reports this time, Trensfor to Records Center
' on BB projects, one year after compietion of project unless
: reguired for reference in office area and
i ] . ;
: @& BRI 0&35‘5 .’@ﬂ@% @?ﬁ& ?&E@ hold for ten years. At the end of this
: i period, projects will be reviewed for
destruction, If it is felt that they skould
not be destrogyed, projects will be resub~
mitted to Records Center,
3 CONTRACT FILES

Temporary. Hold in cffice axea for three
P

years after completion of coniract and
destroy, ’
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Coasists of instruction shests pertaining

BACKGROUND AND REFERENCE

Consists of background and reference
such as brochures, catalogs, technical
manuvals aad other materizl, Also included
are bodks obtained through the Agency library,
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Temporary, Screen periodically and

destroy when no longer of use,

Temporary, Screen periodically, Destroy

when revissed, superseded or no longer

veeded. ILibrary books should be rsturned

to OCR Library when 2o longer needed,.




