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Records Management Officers

In response to requests by agencies for technical advice concerning
the preparation and transfer of records to Records Centers, we have
prepared the enclosed stylized instructions in the format of a typical
records manual. The instructions are designed so that they may be
incorporated in a records disposition mamial or issued separately as
an internal directive. However, modification may be required to meet
the special requiremsnts of your agency. You should review them care-
fully prior to issuance.

We hope that these instructions will clarify the procedures involved

in transferring records to Records Centers. Questions concerning

these instructions should be directed to the Washington National Records
Center, Washington, D,C, 20409,

Gordon L. Williams
Center Manager

Enclosure
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CHAPTER I, RECORDS CONTROL PROGRAM

L. ggggoaé: The records control program provides for systematic methods of
maintaining records, removing records from high cost office space to low cost
storage areas, and disposing of records that are no longer needed tg carry on the
work of this agency. Its purpose is to establish and maintain contfsi;over all
papervork in order that relevant information be readily available to all officials.
This program is part of a Government wide program to manage the more than 4.8
million cubic fest of records produced annually and is essential to the efficient

and effective operation of all offices within this agency.

2. Authority: The Federal Records Act (il U.S.C. 3101) and implementing regu-
lations (41 G.F.R. 101-11) of the General Services Administration require that
the head of each Federal agency qstablish and maintain an active and continuing
program for the economical and éfficient management of agency recordaf The
regulations require that noncurrent records be systematically transferred to the
National Archives, retired to Federal Records Centers, or destroyed by authorized

moans.

3. Implementation: This manual provides the guideline for implementing and

carrying out the requiremsnts of the records control program. The program is
designed to achieve the following goals:
a). identifying those records that have permanent worth because of their
administrative, legal, fiscal, or historical values and transferring them
to the National Archives, other authorized depositories, or Federal Records
Centers.
b). +transferring records which are consulied less than once per month

per file drawer to Federal Records Centers or local storage areas.
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c). destroying noncurrent records in accordance with approved disposal
schedules.

d). eliminating nonrecord material as rapidly as possible.

4. Definition of Records. The term "records" is defined in the Records Disposal

Act (Lk U.S.C; 3301) as %all books, papers, maps, photographs, or other docu=
mentary materials, regardless of physical form or characteristics, made or
received by an agency of the United States Govermment in pursuance of Federal
law or in connection with the itransaction of public business and preserved or
appropriate for preservation by that agency or its legitimate successor as
évidence of the organization, functions, policies, declsions, procedures, opera-
tions, or other activities of the Government'or because of the inforwuxional

ﬁﬁlue of data contained therein.n

5+ Definition of Non-Record. The following classes of material have been

defined as nonrecord material:
a). extra copies of documents preserved only for convenience of reference.
'b). extra copies of printed or processed materials of which official
copies have been retained for purposes of record.
c). stocks of publications and processed documents preserved for supply
purposes. |
d). drafts, worksheets, and notes that dg not represent significant steps
in the preparation of record copies of documents. |
e). letters of transmittal that do not add information to that contained
in the transmitted material.
If there is doubt whether an item is record or nonrecord material, contact the

Records Managemeni Office.
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6. Exhibit and Display Material. Executive Order 11440 dated December 11,

1968, requires that exhibit and display material created by Executive departments
and agencies be reviewed by the agency or department head and the Administrator
of the General Services Administration to determine its fitness for inclusion as
part of the archival and cultural heritage of the Unlted States. Upon approval
of the GSA Administrator, exhibits and displays which possess sufficient histor-
ical value t0 warrant continued preservation are transferred to his custody. If
you have exhibit material, it should be offered to the National Archives through

the Records Management Office.

7. Federal Records Centers. To assist agencies in their records disposal

program, the Gensral Services Administration, through its National Archives and
Records Service, operates a nationwide system of Federal Records Centers. The
Centers serve as repositories for Federal records which are not sufficiently
active to warrant their retention in expensive office space. Areas of the United

States and the Records Centers which serve them are shown in éxhibit A.

(CHAPTER II. This chapter should discuss your records management organization

and how it operates throughout the agency.) -
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CHAPTER ITI., RETIRING RECORDS TO FEDERAL RECORDS CENTERS

l. Retirement Criteria. Records should be retired to a Records Center when they

meat the followiﬁg conditions:
a). The disposition instructions in Chapter ______lspeciﬂy that they should
ba tranaferréd to a Records Centef at recurring periodaf
b). If the records are not covered in Chapter ______ , the records may be
transferred whens i
1). They are consulted less than once per month per file drawer and
2). The life span of the records exceeds three years.
Records which are referred to much more often and/or have a shorter life
span, may be accepted for transfer if it is economically worthwhile. How-
ever, permission should first be obtained from the Records Management Office

and the Federal Rscords Canter to which you plan to retire the records.

2. Preparing Records for Retirement. The following steps should be taken prior

to transferring records to a Records (Center:
a). Classified records should be reviewed in order to downgrade the records
to the lowest permissible classification. Centers should be notified when
records transferred to thelr custody are covered by automatic time-phased
downgrading or declassification provisions.
b). All nonrecord material and all records for which the retention period

has expired should not bs transferred to the Center.

3. Records Shipping Containers. Records which are eligible for transfer to

Records Centers must be placed in special containers. These containers measure
10X12X15 inches and are designed to accommodate 1 cubic foot of records. A good

rule for estimating the total number of boxes needed is thiss
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2). Ome full letter-size file drawer requires 1l boxes and

b). One full legal-size file drawer requires 2 boxes.
lRecords Centers will provide packing instructions for records that are either
too large to fit the standard containers or too small to utilize containsr
dimensions effectively. 1In order to eliminate duplication of effort, do not
pack such records prior to recelving instructions. Contact the nearest Records
Center for special instructions. In addition, do not pack boxes so that they
weigh more than 4O pounds. If this results in a great loss of box space, contact

the Records Center for advice. ‘

Lk, Procurement of Containers. Containers may be obtained in the following

mgnnerz
a). Agencies in the Metropolitan Washington, D,C, area may obtain con-
tainers by requesting them'from the Washington National Record§%Center.
b). Agencies located in the various General Services Administr;tlon
Regions may order containers from the nearest Records Center or from the
nearest regional depot of the Federal Supply Service (Federal Stock No.
8115-290-3379).

5. Packing Records. Pack the records firmly in the container, but do not force

them. To make future reference easier, they Ehould not be packed so.tightly as

té hinder withdrawal. Without disturbing the existing filing arrangement, folders
should be placed in the container in an upright position. Under no circumstances
should additional folders be placed on top of folders in the upright position.

The front of the container is the l2-inch end without the metal staples. Letter-
size folders should be placed in the box so that they are facing the front of

the box., Using the front of the box as a polnt of reference, legal size folders
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should face the left, 15-inch, side of the container. The file folder labels on
letter-size and legal~size material can be read sasily from the front of the
container. Avoid placing records with widely different retention periods in the
same container. Permanent and temporary records should never be placed in the
same container. Records from more than one ofiice or bureau should not be packed
in the same container, nor should General Accounting Office site-audit records

be mixed with agency records.

6. Inventory Lists. As you pack the records, prepare a list to identify the

records in each container. The list should contain the title of the records
(contracts, disbursement vouchers, etc.) and the inclusive dates of the records
being transferred. The title and dates are followed by a listing of the contents
of each box in the transfer. If the records have a simple, logical arrangement,
list only the first and last item in<each box.

Example of an inventory list:

Military Case Files, July 1967 - June 1968

Box 1 Adams, Asa ~ Carter, Albert

Box 2 Carter, Benjamin - Edwards, William

Box 3 Efferson, Anton - Hall, George
If the arrangement of the records is complex, list each file folder title on the
inventory list. The list will serve as a convenient reference aide to materials
that have been transferred. It is also used to prepare Standard Form 135,
"Records Transmittal and Receipt," and Standard Form 1354, "Continuation Sheet."

(See Section 10, below).

7. Accession Numbers. Records Centers use an accession number to identify

records in thelir custody. Each separate transfer of records must have its own
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unique number. Always refer to the accession number when you communicate with
Centers concerning records in their custody. Obtain the accession number in the
following manners:

a). Washington Metropolitan Area. Prior to retiring records, request ths

accession mumber from the Washington National Records Center. The number
must appeer on all contalnars being transferred as well as on the documen-
tation relating to the records.

b). Regional Areas. Regional Records Centers will issue an accession

number after they have receiwed the records.

c¢). Exception to b. Offices in a metropolitan area where a Records Center

is located should contact the Center for instructions concerning the assign-

ment of an accession number.

8. Marking Containers. When containers have preprinted labels such as the one

that appears in exhibit B, print the required information on the front of the
container with a black felt tip marker. If the containers do not have a pre-
printed label, see exhibit C which illustrates the data that should appear on

the containers.

7. Numbering Containers. Containers should be numbered consecutively, starting

with No. 1 for each transfer. Write the number on the front of the container

in the upper right hand corner if the box does not have a preprinted label.

10. Records Transmittal and Receipt (Standard Form 135). Each transfer must be
documented with a "Records Transmittal and Rééeipt" form. This form serves:
a). To record the transfer of the files to the custody of the Federal
Records Centers,

b). To provide an inventory sufficiently detailed to aid the Center in

providing futune, FREFESLSS0BRFT4MA%* CIA-RDP72-00039R000100420001-2
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c). To guarantee the integrity of the records and,

d). To allow for the proper disposition of the records.,
Thess forms may be ordered from the Federal Supply Service (Federal Stock No.
75L0-63-1093). If additional pages are required for a single iransfer, use
Standard Form 135A (Federal Stock No. 7540-823-7952). Prepare an original and
3 copies of the forms. (When General Accounting Office site-audit records are
being transferred, prepare an original and L copies.) Instructions for completing
SF135 appear in exhibit D. A copy of all forms prepared should be maintained in
your office as a "suspense" file. Submit forms to the Records Centers in the
following manners:

a). Washington and Regional Aremas., Send an original and two copies to the

appropriate Records Center.

b). Metropolitan Areas. Aggncies located in Mstropolitan areas that have

Records Centers (Washington, D.C. excepted) should contact the Centers for

instructions concerning the submission of SF135.

11. Preparation of Records for Shipment. Containers must be taped in accordance

with instructions below if they are shipped under any one of the following con-
ditions:
a). The containers will be handled four.times or more during shipment.
b). The containers comprise a freight shipment of less than carload lot.
c). The cartons are being shipped to Centers by freight, express, or parcel
post.
Tape all flaps, all corners, and edges of the boxes, top and bottom with filament
tape (Federal Stock No. 8135-290-8036). .The tape must not cover labels or other

identifying data.
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Shipment of Records.

a). Washington Area. Upon receipt of SF135, the Washington National Records

Center will schedule your records for pickup by Center personnel if your
agency is located within the area serviced by the Center, if not, follow
subsection ¢, below, The proper completion of SF135 will expedite this
service.

b). Motropolitan Areas. Agencies in metropolitan areas that have a Records

Center should contact the Center for instructions. Some of the Centers are
staffed to provide local pickup service.

¢). Regional Areas. Records are normally shipped to Centers via commercial

carriers or the U,S, Postal System.

loading of Records for Shipment. Large shipments of records should be loaded

into motor or rail conveyances in reverse numerical sequence so that when the

shipments reach the Centers, the first carton off will be number "1 'and the

others will follow in numerical sequence which means that they can be moved

directly to the shelves without being rehandled.
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CHAPTER IV, REFERENCE SERVICE FROM FEDERAL RECORDS CENTERS

1. Reference Services Provided. Federal Records Centers provide the following

services:;
a). Furnish the documents themselves on a loan basis.

bg. Furnish information over the telephone.
¢)+. Furnish copies of documents.

2. How to Obtain Reference Service from Federal Records Centers. Requests for

reference service shall be made directly to the Records Center having custody of
the records. Optional Form 11, "Request for Service," is used to make requests.
The form may be obtained from the Federal Supply Service under stock number
75L0-753-L460L. A separate form is used for each item requested unless the ltems
are in sequential order in which case only one form for the seriss is necessary. .
Complete the form with the following information:
a)., Title of the file item desired.
b). The number of the box which contains the recordd (include the FRC box
number if the Records Center assigned & new number. The new number will be
found in item 12 under the "FRC ONLY" column.)
n ¢). The accession number.
d). The location of the records, if known (in the Washington Metropolitan
area this will appear on a flyer attached to the receipted and returned
SF135).
e). Name and telephone number of the person making the request.
f). Agency name and exact location for delivery of the records.
If a record is urgently needed, reference requests can be made by telephone. The
caller should provide the Center with the same information as required for a

written request. Centers will also grant authorized personnel access to the records.
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Upon receipt of certain types of records recalled by an agency, the Records

Center may request that activity to sign, date, and return a copy of the
Optional Form 1l.
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GSA_Region

Areas Served

Addresses

Designated records of the Military

Departments and the U.S. Coast Guard

Entire Federal Government (for per— .

sonnel and pay records of separated
Civilian employees; other desig-
nated records).

National Personncl Records Center,
GSA (Military Personnel Records)
9700 Page Boulevard

St. Louis, Mo. 63132

National Personnel Records Center,
GSA (Civilian Personnel Records)
111 Winnebago Street

St. Louis, Mo. 63118

Maine, Vermont, New Hampshire,
Massachusetts, Connecticut, and
Rhode Island. o

New York, New Jersey (except areas

south of Trenton), Puerto Ricc,
and the Virgin Islands.

New Jersey (south-of Treaton),
Deleware, and Pennsylvania

. (east of Lancaster),

Pennsylvania (eicept,areas of
Lancaster),

District of Columbia, Maryland, -
West Virginia, and Virginia.

North Carolina, South Carolina,

Tennessee, Mississippi, A;abama,_ -

Georgia, and Florida.

Kentucky, Iliinois, Wisconsin, ’
Michigan, Indiana, and Ohio, -

1

Federal Records Center, GSA
380 Trapelo Road
Waltham, Massachusetts 02154

Federal Records Center, GSA
641 Washington Street
New York, New York 10014

'Federal Records Center, GSA

5000 Wissahickon Avenue
Philadelphia, Pa. 19144

Federal Records Center, GSA

- Naval Supply Depot, Bldg. 308

17055

Post Office Mailing Address
Washington National Records Center

Mechanicsburg, Pa.

.General Services Administration

Washington, D.C. 20409

Commercial Carrier $hipping
Address

ﬁashingﬁon National Records Center
4205 Suitland Road

- Suitland, Maryland

Federal Records Center, GSA
1557 St. Joseph Avenue
East Point, Georgla 30044

Federal Records Center, GSA
7201 South Leamington Avenue

 Chicago, Illinois 60638
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Areas Served

Addresses

10

Kansas, Iowa, Nebraska, North
Dakota, South Dsakota, Minnesota,
and Missouri (except greater St.
Louis area).

Greatbr-St. Louis area (Missouri
only). : . -

Texas, Oklahoma, Arkansas, and
Louisiansa, :

Colorado, Wyoming, Utah, Ariszona,

and New Mexico.

Nevada (except Clark-County), Cali-
and Pacific Ocesn areas).

Clark County, Nevada, and Southern
California (Counties of San Luis
Obispo, Kern, San Bernardino,
Santa Barbara, Ventura, Orange,
Los Angeles, Riverside, Inyo,
Imperial, San Diego).

' Washington, Oregon, Idaho,

Montana, and Alaska.

IR Y

fornia (except Southern Califormia

Federal Records Center, GSA
2306 East Bannister Road
Kansas City, Mo. 64131

National Personnel Records Center,
GSA (Civilian Personnel Records)
111 Winnebago Street

St. Louis, Mo. 63118

Federal Records Center, GSA
4900 Hemphill Street
Post Office Box 6216

" Fort Worth, Texas 76115

Federal Records Center, GSA
Building 48, Denver Federal Center
Denver, Colorado 80225

Federal Records Center, GSA
Building 1, 100 Harrison St.
San Francisco, California 94105

Federal Records Center, GSA
4747 Eastern Avenue
Bell, California 90201

Federal Records Center, GSA
6125 Sand Point Way
Seattle, Washington 98115
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EXHIBIT B

Box Label (Preprinted)

Data to be written on the label is not underlined and eppears in capital letters.

Accession No.

SEE PARAGRAPH XITI

Carton No.

SEE PARAGRAPH XV

Agencz
TREASURY DEPARTMENT

Division

AUDIT DIVISION

Brief Description of Records

CORRESPONDENCE FILES, JAN, 1968 - DEC. 1970

ADAMS -~ CARTER

Be sure to include the title of the file, the inclusive dates of
the records, and the contents of the box in question.
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EXHIBIT C

Box (No Preprinted Label)

Information to be written on the box appears in capital letters inside the block.

Furnish accession # Carton #
& &
70A369 1
Agency ——-—> TREASURY DEPT. AUDIT DIVISION (—"—Division,
Burean,
Branch or
other com-
CORRESPONDENCE FIIES, JAN. 1968 = DEC. 1970 ponent
ADAMS - CARTER \\ File title -
mn and inclu-
sive dates

Contents of this box

Approved For Release 2006/04/13 : CIA-RDP72-00039R000100420001-2



Office to which Recorde
Center returns receipted
copy of this fora. Include
Stop nuebers.

Ba sure that Records Officer
signs the trensaittal before
sending to Center.

Organisgtional title of
office wiich creasted the
records, Begin with the
Departmental level and work
down to, Yhe records creating
level,

!

\

frief functional statement
of the office which created
or maintained the records.

_

Put file title and in-
clusive dates hers.

Complets description of
records. Include subject
mstter, mathod of arrenge-
ment, and if originals or
coples,

Approved

P

e

IRSTRUC"
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DO NOT USK ADDREVIATIONS ON THIS PORM, ]

e
e

* FOR COMPLETING STANDARD FORK 135, RECORDS TRANSMITTAL AND RES=TPT

00100420001-2
v .

Building address and room
where records sre to be
picked up. (D.C. ares only)

//

— .
Washington National Records Center, &205 Suitlsnd Road, Sultland, Hcrylm:l& }'loou 133

STAHDARD FORM 18
IAT i 10ion
GrMANAL URVICEE ADMIR
MR CTR1E A

IICO:DS TlAch#l"AL
ND RECH
7001350 l

. IHETRUCTIONS sramarime
8end original and two copiea ta approprinte
Federal Reconds Center.

sour

o e I—
wrnem G asour ma

by T

[ part wiccsos e

Obtain Accession and
Record Oroup runters
from the Records
Mansgemant Office.

FROM:
Office of Rocords Hansgemen
General Services Administration

_ Washington, D.C. 20L07 (Stop 29)

¥ EHT STCURTY CLABSITICATION AMBOR ESTAICTION OW USE OF RECORLR ¥ anT
Reatricted to psrsons spproved by Agency Officimls

t SQUARE FEET OF SPACE CLIARED 1} LANG FQUIPMENT EMETIN L]

» orrut & sromck 1 s pue casencrs (Vo O © MrLvag (Lin, PN

B B

(Name ond addvers of Aprnry ransfecron,

T0:  Federal [Records Center, GSA
Accession Section

Washington, D.C. 20409

TS (Nay

S WAME OF AGUHCY CUSTOTYAR OF NICORDS & oG Axa RooN WO
John Sadth o ... |WNRC Bg,, Room 133 _ -
€ BAY ML KICOR WL OCITAOYED A3 SOMTOULID MTHOUT PURTHUR AGPRCY Comtomaraces (8 ves (] ma
AGINCY OFF I 1AL (Sagmabucr) aTOTTTTT o - " t
Jomes_Doe L,TF_’J’I‘: : S:r!‘l Records Officer i
fox umagis

DEFCAIPTION OF RECORDS WiTH INCLUSIVE DATES
{¥how srravirstiveal rrmpenest rreaniag cosords)

I

[
————— 02
PRC OMLY | rokwcy

T — General Services Administration

National Archives and Records Service
Office of Rocorda Msnagement
Washington National Records Center
Accsssion snd Disposal Branch

The Accession and Disposal Branch recelves records
from Goverrment agencies, stores the records in the
appropriate stack areas, and effects legal disposition’
of the records (retain, destroy, or pending)., The
Branch also kesps statistics on its holdings and on
office space raleased. Ths Branch provides assistmnce
in the accessioning md disposal processes to thoss
agencies who require it.

Leave
Blank

'( STATISTICS ON HOLDINGS, FISCAL YRAR 1967
e

T
3

se records ere statistical files, ADP cards, and
computer printouts relating to the holdings of the
Records Conter for Fiscal Year 1967. They are arranged

/ nuserically by report number,
1 | 11142 - 11369

2 | 11370 - 11562

3 | 11563 = 11724

& | 11725 = 11941

1

1 mare

' DISPOSAL AUTHONITY
T (Sehaduke wnd fem No)
P = -

(Stop 386)

OB FULE OF Mconus
TRansiINID

Teu om0

LIx5616

Dec. 12, 1

RECORDS CONTROL
HANUAL

Ttem 6301
Paragraph B
Page 54

{Uss Standard Ferm 1354 [er continuation shaste)

WL eavERABIRT PNTING OFPLCE T PR 1B AT A

Ctampamn soae 1B
LY 180 DI IO

\ ra3-103

Leoave Blank.

Always cite one ol the
following: Top Secret,
Secret, Confidential,
Rastricted to Persons
Approved by Agency
Officials, or Noae.

One standard center box
equals one cubic foot.
Count boxes and put total
here.

oy

Cite the full title of the .
Disposal Manual, paragraph, |
and item muwber. Be

specific.

NOTE:
Center a nev accession musber is aasigned, When
tranaferring to the WKRC the mumber should be

obtained in advance and appear on this Form
onh each box. e o

Each tizme you retire records to a Records

List contents of sach box.

Only first and last folders
in each box need be listed

on this form if records are
filed in a logical arrange~
meot,
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RECORDS MANAGEMENT GUIDES are developed
and issued by the Agency Records Admin-
istration Officer in accordance with

Headquarters Regulation[ ___ Jdated L-gL STAT
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INTRODUCTION

The Agency is producing records at a very rapid rate.

To handle this accumulation of files economlically and efficiently,
the Agency is required by law to establish and maintain effective Records
Administration Programs. These programs include setting up controls over
the creation, maintenance and disposition of records.

One of the major objectives of the Agency's Records Administration
Program is to keep nonm-current records moving out of high-cost space and
filing equipment into the low-cost Records Center as rapidly as possible.

This guide is issued to establish standards and procedures to ac-
complish this objective. It 1s intended to serve as a guide for all
personnel concerned with the retirement of records to the Records Center,
including the Records Custodian, the Records Management Officer and

Records Center Personnel.

- 1iii-—
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I. RESPONSIBILITY

THE RECORDS CUSTODIAN IS RESPONSIBLE FOR:

Accessioning

1. Executing the disposition instructions in the Records Control
Schedule (Figure 1).

2., Boxing and documenting the records that are scheduled to be re-
tired to the Records Center, according to the procedures outlined in

this handbook.

3. Observing any special instructions given by the Records Manage-
ment Officer.

SCHEDULE NO.

RECORDS CONTROL SCHEDULE 00-60

“m CONCURRENGE ffﬂ
o

OFFICE, DIVISION, BRANGH R
| .P__LL_._* -

25X1

ABC/D/E DATE
Chief, Branch E )
IJDEM (TITLE, DESCRIPT;(;:I;,ESAR‘R?‘EJ:E;\’T(':.AE}V?)NINCLIISIVE DATES) (C‘l/!gI;gMFFT.) DISPOSITION INSTRUCTIONS
1 Branch Subject Pile 6 Temporary - Destroy after 3 years;
cut off end of e
Thils file is maintalned for the calendar year hggg one

Branch Chief and reflects the admin- year and retire to
istratlon and activitiea of the Branch. Records Center

The flle consists of memoranda, reports,
form documents origlnated or received by
the Branch., Specific subjects include
personnel, production, administrative
lssuances, commlttees, training,
briefings, trip reports and similar
material, Essential material duplicated
in the Division Subject File, Filled by
subject

FORM NO. |3q vse FREVIOUS

| JAN 58 EoITIONS. (a1)

Figure 1

-1-
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Reference

1. Knowing and documenting the series of records that have been re-
tired including the accessioning job number and box number for each
document.

2. Insuring that any records obtained on loan are returned to the
Records Center as soon as it has served the purpose for which it was
requested.

3. Notifying the Records Center if it is necessary to retain per-
manently any record that was requested on loan. (When the record is
of permanent value, the Records Center should be notified through the
Records Management Officer. If a cubic foot or more is recalled for

permanent retention, concurrence must be obtained from the Records
Management Officer on both temporary and permanent records. )

Disposition

1. Applying the disposition instructions outlined in the Records
Control Schedule.

2. Initiating and justifying any change in the disposition instruc-

tions.

RECORDS MANAGEMENT OFFICER IS RESPONSIBLE FOR:

Accessioning

1. Preparing, obtaining approval for and distributing the Records
Control Schedule for his office.

Do

Approved For Release 2006/04/13 : CIA-RDP72-00039R000100420001-2



Approved For Release 2006/04/13 : CIA-RDP72-00039&00100420001-2

2. Advising and assisting the Records Custodisns and officials in
his office on all phases of records management.

3. Assuring that the records created or received by his office are
retired to the Records Center according to the Records Control
Schedule.

4. Providing liaison between the Records Custodian and the Records
Lenter.

Reference

1. Controlling reference service requests according to procedures
he has established in cooperation with the Records Center.

2. Instructing the personnel of his area on the procedure for ob-

taining records from the Records Center any hour of the day or night,

365 days of the year.

Disposition

1. Reviewing the Records Custodian's compliance with the Records
Control Schedule.

2. Reviewing the disposition instructions in the Records Control
Schedule and recommending changes when necessary.

3. Reporting to the Agency Records Administration Officer pertain-
ing to the Records Management Program in his office.

-3-
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THE CHIEF, RECORDS CENTER, IS RESPONSIBLE FOR:

Accessioning

1. Assigning and controlling the accessioning Jjob number.
2. Furnishing retirement information and assistance.

3. Arranging transportation for the records to the Center including
a security escort.

4. Providing safe and secure storage for all records, observing the
need-to-know principle and enforcing restrictions placed on the use
of the records by the retiring office.

5. Providing advice and assistance to the Records Management Officer
on specilal problems concerning the retirement of records.

Reference

Providing reference service on the records in the most expeditious
manner possible, any hour of the day or night, 365 days of the year.

Disposition

1. Maintaining a tickler file on all records in the Center to in-
sure prompt disposal of scheduled records.

2. Executing the actual disposal and reporting it to the Records
Management Officer of the office concerned.

3. Reporting to the Agency Records Administration Officer on the
disposition program.

he
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II. INITTIATING THE RETTREMENT

RECORDS CUSTODIAN

To initiate the retirement of the files to the Agency Records Center
at least an original and four copies of Part I of Form 140, Records Re-
tirement Request (Figure 2) must be completed. (Five copies will give
cne for the Records Custodian, one for the Records Management Officer and
three for the Records Center.) Most of the entries on Form 140 are self-
explanatory; however, a few require emphasis.

L. The accessioning Jjob number is assigned by the Records Center.

2. The description must be the same as the files identification

in the Records Control Schedule (Figure 1), In the event the records
to be retired are not on the existing Records Control Schedule they
must be described in detail. This description will enable the
Records Management Officer to prepare a schedule for these records
and should include:

a. The name of the file series (only one series per retirement)
b. TIts general content
c. The function or purpose for which it was created

d. Its significant relationship with other records, including
duplication

e. Its arrangement
f. TIts inclusive dates

When Part I of the Form 140 has been completed all five copies must
be signed by the Records Custodian and forwarded to the Records Manage-
ment Officer. If the records are of a size other than standard legal
or letter files, the Records Management Officer should be informed, also
if TOP SECRET records are involved the Custodian should request that the

RMO contact the area or division TOP SECRET Control Officer for special
instructions.

~5-
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ASSIGNED 8Y RECORDS CENTER
RECORDS RETIREMENT REQUEST PENOL

Submit original and 4 copies to Records Center.

Two copics will be returned |FOR REFERENCE SERVICE ON RECORDS TRANS-

to the originating office. Additional copies may be prepared as indicated by |FERRED TO STORAGE COMPLETE FORM 490 AnD
your ARO. |REFER TO ABOVE JOB NUMBER.
PART | (TO BE COMPLETED BY THE RECORDS CUSTODIAN)
. FRDM: DIVISION
To: i (Office) ABC D
Chief, Records Center. erascn — - S tSEETTON - —]
E -

APPLICATION 1S MADE FOR RETIREMENT OF THE RECORDS DESCRIBED BELOW
DESCRIPTION OF FILE SERIES (Use description in Records Control Schedule and Inclusive Dates.) -

Branch Subject File - 1960

This file 18 maintalined for the Branch Chief and reflects the
administration and activities of the Branch., The flile conslsts of
memoranda, reports and form documents originated or recelved by the
Branch. Specific subjects include personnel, production, administratlve
issuances, commlttees, training, briefings, trip reports and simllar
material, Essentlial materlal duplicated in the Divislon Subject File,
Filed by subJect according to Handboo

[ SHELF LIST ATTACHED [X] sHELF LIST To BE INCLUBED IN TRANSFER

[CLASSIFICATION OF RECORDS

"] FILE EQUIPMENT OCCUPIED BY RECORDS

TOP SECRET
I;jltTTFR :] OTHER (specify)

[X] recar 2 NUMBER OF DRAWERS

| APPROXIMATE REFERENCE ACTIVITY PER MONTH 7~ 7 T

IF NECESSARY TO LIST
RECOROS, USE FORM NO. 140a. RECORDS SHELF LIST (Check appropriate box below.)

Not more than twice

LOCATION OF RECORDS

BUILDING ' ROOM EXTENS1ON DATE T Ts1eNATURE OF Tfsafn;is' CUSTODIAN ]
.
R R N R T Y A /.,,r
X 121 0000 1-8-62 “FANE SMITH
b PART | (TO BE COMPLETED BY THE AREA RECORDS OFFICER)
1" OF MATERIAL = S R <; .
Figure 2

RECORDS MANAGEMENT OFFICER

Upon receipt of the Form 140 from the Records Custodian, the Records
Management Officer verifies that the records are eligible for retirement
to the Records Center by checking the Records Control Schedule. To be
eligible, the records must have a definite retention period. If the
records are not on the existing schedule, the Records Management Officer

obtains approval from the Agency Records Administration Officer to add
this new item to the schedule.

_6-
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When the RMO is certain that the records to be retired are properly

scheduled and documented, he completes Part II of Form 14O (Figure 3).
.
® .\\/W—*
PART 1| (T0 BE COMPLETED BY THE AREA RECORDS OFFICER)
TYPE OF MATERIAL -
[ recono [ J nown-nmeEcorD

RESTRICTIONS ON USE OF RECORDS (If no restrictions write *“None't )

Personnel of ABC/D/E and ARO

DISPOSITION AUTHOR{ZATION
CITE SCHEDULE OR AUTHORITY ~— 777 T - T -

Records Control Schedule No, 00-60, Item No, 1

BUILDING ROOM EXTENSION DATE SIGNATURE QF AREA RECORDS OFFICER

X 100 0000 1-8-62 Q?OHN HENRY
FORM NO.

1 MAR 56 4 use PREVIOUS EDITIONS,

(13-46)
Figure 3
Particular attention should be given to the following items:

1. RESTRICTIONS ON USE OF RECORDS

The specifiec restrictions imposed on the use of retired records
shall be determined by the retiring office.

2. CITE SCHEDULE OR AUTHORITY

It is necessary to specifically indicate the item number and the

approved schedule which covers it. (Only one Item Number per
retirement)

The Records Management Officer then signs the Forms 140 and sends
all five copies to the Records Center. Along with the Forms 140, the
RMO sends a note for each retirement with the following information:

1. The number and size of any specilal boxes needed. (Figure L)

(The standard Records Center box is available in the Building
- Supply Office.)

-7~
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Standard Records Center Contalner, (10 x 12 x 15 inches) for legal and letter-size flles, FEach
container holds one cubic foot,

Half-Standard Records Center Contalners (5 x 12 x 15 1lnches) for 16 and 35 MM microfilm reels,
Whenever possible retire in multiples of two.

Flve by Eight Card Box (5 x 8 x 15 inches) for 5 x 8 cards, dictaphone memo belts, and other
5 x 8 ineh files, Whenever possible retire in multiples of two.

IBM Card Box (3% x 7 3/4 x 15 inches) for IBM Cards, cancelled checks, 3 x 5 cards and 70 MM
cut negatives., Whenever possible retire in multiples of five,

X-Ray Box (5 x 15 x 18 inches) for x-rays, newspapers, IBM listings, charts and other large
files. Whenever possible retire in multiples of four.

Figure 4

2. Any SPECTAL CLASSTFICATION of the records, so that a special
accessioning job number can be issued.

3. The number of TS FLAGS needed if the retirement includes TOP
SECRET documents.

k. Any special circumstances concerning the retirement.

-8-

Approved For Release 2006/04/13 : CIA-RDP72-00039R000100420001-2



Approved ForRBglease 2006/04/13 : CIA-RDP72-00039R3000100420001-2

RECORDS CENTER

When the Records Center receives the Forms 140 from the Records Manage-

ment Officer the following action is taken:

1. The forms are reviewed for completeness.

2. The item number is checked against the Records Center copy of the
Records Control Schedule to verify that the records are eligible to be
retired to the Center.

3. If the forms are not properly signed and completed and/or if the
records are not eligible to be retired, the forms are returned to the
Records Management Officer with explanation. If the forms are in order
the actions continue as follows:

4., The accessioning job number is issued and placed on all five copies
of the Form 140.

5. Form 1192, Accessioning Process Record (Figure 5), is initiated.
The Form 1192 is filed pending the receipt of the records.

ACCESS ION NO. OFFICE DIVISION BRANCH SPACE NO.
62-1111 ABC D E FROM
[cuBic FEET NO. CONTAINERS TYPE CONTAINERS bATE DUE | I
ACT ION DATE INIT 1ALS
FORMS RECEIVED EEE TEMPORARY PERMANENT
1/9/62| WEB — : _
SCHEDULE NO. PAGE NO. A_‘
FORMS CHECKED
1/9/62| _REL Q-60 . _. 1 ]
N ITEM NO. DISPOSAL DATE
SCHEDULE CHECKED
~11/9/62| REL 1 Jan. 1964 |
. REMARKS
NUMBER ISSUED
1/9/62| REL

ECORDS RECE 1VED 2/9/62| 108 4 Boxes to 121 X Bldg.

RECORDS CHECKED 2/9/62.“

SERV ICE YEs | N0

BOXES FURNISHED X

TRANSPORTAT |ON

OTHER

e 1192 ACCESSIONING PROCESS RECORD (13.33)

Figure 5

6. The fifth copy of the Form 140 is returned to the Records Manage -
ment Officer as authorization to transfer.

T. The requested number of special boxes are sent to the Records
Custodian.

8. Any special information or material is forwarded as requested.

Approved For Release 2006/04/13 : CTRRDP72-00039R000100420001-2
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ITI,” PREPARING FILES FOR SHIPMENT

The records should be packed as soon as possible after authorization
has been received from the Records Management Officer. (The autborization
is the copy of Form 140 returned to the Custodian by the RMO witb the
accessioning job number assigned.)

To pack the records proceed as follows:
1. Screen out all obvious non-record material.

2. Downgrade security classification of records whenever such action
is authorized.

3. Pack the records in the box without disturbing the existing
filing arrangement, placing the folders in an upright position; this
is with the letter-~size folders the twelve-inch way and the legal-
size folders the fifteen-inch way (Figure 6). The unstitched twelve-
inch end of the box is always considered the front.

s

A. Legal-size files ~ filed left to right.
B. ILetter-size files ~ filed front to back.

Figure 6

Approved For Release 2006/0_4?793 : CIA-RDP72-00039R000100420001-2
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4. Leave enough room so that folders can be easily removed for
future reference.

5. Flag TOP SECRET documents by using a "TS FLAG" (a strip of green
card stock). Do not stamp TOP SECRET on the outside of the box.
6. Complete a Form 1L, Records Storage Box Label, for each box

(Figure 7).

7. Seal boxes as shown in Figure 8.
BOX NO. JOB NO.
_doF  4oeoxes | 62-1111
DFFICE DIVISION
. AaBC 1 D __
BRANCH SECTION
E

FILE SERIES

BRANCH SUBJECT FILE

STARTS

ACCOUNTING

APPROPRIATIONS - 3
Exceetions | T T
None

RECORDS STORAGE BOX LABEL

|j REPLACES FORM NO. 36-288
WHICH MAY BE USED.

FORM NO.

1 JuL 54 (23}

Figure 7

Sealed with 3 inch gummed Kraft tape

sealed by alternately crossing the top flaps

Figure 8

Approved For Release 2006/04/1 3'¢[A-RDP72-00039R000100420001-2



Approved Forfgelease 2006/04/13 : CIA-RDP72-000398000100420001-2
IV. PREPARING THE RECORDS SHELF LIST

To provide the Records Center with an accession inventory and facili-
tate reference, a second retirement form may be used. The form used for
this accession or box-by-box inventory is the Form 1L4OA, Records Shelf
List (Figure 9).

JOB NO.
62-1111
RECORDS SHELF LlST TOTAL NO. OF CONTAEINERS
NOTE: Prepare in Triplicate and submit original and one to Recordas Center
OFF ICE DIVISION BRANCH SECTION
ABC D ¥WL E
CONTAINER NO. DESCﬁRlPT‘oN AND DATES =
1 Accounting
Accounting - 9
ApproPriations
' -1
" - 2
n - 3
2 Bui%dings aﬂd Gro%nds -2
-3
" " " -
n " " - g
" 1 " - 10

Collection - 1
”"w 11

Committees - 1

Commuﬁications -2

Dissemlination -~ 1
Equ%pment aﬁd Supglies - 4
3 Forms - 1
Liaison - 3

" -1
Medical - 1
Meegings -2

-3
Orgaﬂization aﬁd Mana%ement -4

7
" " 1 9
4 Personnel - 1
H 2
"
3
1"
" %
n 12
Records - 3
" 6
Reports
Security - 1
L]
. 3
Tralning - 1
" 3
Travel - 2
i?:: Iuoa USE PREYIOUS EDITION, (21'
Figure 9
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If an index 1s being maintained in the curretnt files area for either
an alphabetical or numerical file, 1t is recommended that the job number,
box number and date of retirement be entered upon this file, and a shelfl
list not be prepared; however, if there is no existing index, a shelf list
may be prepared.

This Shelf List must be sufficiently detailed for the Records Cus-
todian to furnish the Records Center information for any reference service
that may be required. At least an original and two copies of the Shelf
List must be made and the original and one must be sent to the Records
Center along with the corresponding records. The two copies should be
sealed in an envelope and taped to the top of the number-one box. The
entries on Form 140A are self-explsnatory, however, it is essential that
the contaliners listed on the form are accurate and correspond exactly with
the number on the boxes.

If TOP SECRET records are included in the transfer, it is necessary
to prepare a list of the TOP SECRET documents (Figure 10). This list is
prepared in quadruplicate and must contain the following information:

1. TOP SECRET number

2. Copy number

3. Title or subject

., Date

Three copies of the list must be sent to the Records Center with the
Form 14O0A.

JOB NO, 62-1111
TOP SECRET DOCUMENTS RETIRED TO RECORDS CENTER ON 4 JANUARY 1962

TS NO. DATE COPY NO.!SZ SUBJECT

100000 24 Jan 1960 1 Fleld Trip of Branch Chief

100111 15 May 1960 5 Survey of Fleld Operations

101211 30 June 1960 4 Production Status Report

109221 8 July 1960 2 Report on Branch "E" Activities

109304 17 July 1960 1 Memo for the Record RE:

Meeting with Fleld Representa-
tives

109972 4 Aug. 1960 8 Division Program for FY 1962

~—~—~—— —
Figure 10
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V. SENDING THE RECORDS TO THE CENTER

RECORDS CUSTODIAN

The Records Custodian should call the Records Management Officer
when the records are ready for shipment. If the total number of boxes
in the retirement does not exceed ten, the boxes can be put in the out-
going mail and will be picked up by the regular Couriers.

If the retirement consists of more than ten boxes the Records Man-
agement Officer will arrange with the Records Center for a direct pick-up
of the records. The scheduled days for such pick-ups are announced to

the RMO. In order to make these arrangements, the Records Center requires
the following information:

L+ Number of boxes

2. Type of boxes

3. Location of the records

4, Name and extension of the Records Custodian

When direct pick-up is required it is necessary for the Records
Custodian to contact the Records Center through the Records Management
Officer no later than noon of the day before the records are ready to
be picked up. This is necessary since the Records Center must contact
and coordinate the pick-up with the following operating elements:

1. The Transportation Division

2, The Security Officer

3+ The Supply Officer

Records that have special or sensitive classifications require spe-

cial handling. The Records Management Officer will advise the Custodians
on the necessary procedures to ship these records.

~1h-
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RECORDS MANAG OFFICER

Whenever possible the Records Management Officer should inspect
each retirement before it is sent to the Records Center. He will advise
the Custodian on any retirement that requires special transportation or
special handling.

RECORDS CENTER

When the records are received the responsible person will:
1. Put them in the receiving area.
2. Inspect them for correct packing, labeling and filing arrangement.

3. Check them against the description on Form 140 and against the
information on Form 14O0A.

4. If the records are not in order the Records Management Officer
wlll be contacted and the records returned or other satisfactory ar-
rangements made. If the records are in order, the action continues
as follows:

5. If TOP SECRET records are included in the retirement, verify that
the listed TS documents are in the box. The listings are receipted
and distributed as follows:

a. The original is retained by the Records Center and is filed
in the Record Group File.

b. The second copy is forwarded to the Top Secret Control Officer.

c. The third copy is forwarded to the Custodian's Ares or Di~
vision Top Secret Control Officer.

6. Arrange the boxes in numerical order within each retirement.
T. Obtain location of available space from the Space Control Index.

8. Stamp the space number on each box and place them on the shelves.

-15-
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9. Complete the receipting portion of Part III of the Form 140,
Records Retirement Request (Figure 11).

I Y i e Y
STORAGE LOCATION
Jo8 ND. T ARE A ROW 5P ACF -
62-1111 28452-28455
DISPOSAL ACTIVITY -
orricE™ bivision bR AncH SEcrion - biSeoRA A TE
ABC D E -- Jan.1964
AUTHORITY FOR DISPCSAL
SCHEDGLE NO. (or List) R [PV - \Tem
00-60 - 1
ﬁFMAr;(Asri T ) : ) ) N ” -
| o B RECEIPT PROCESSING ~ o _—
. cuslC FEET, NO. OF ,CONUJNE,R,S . ,”YVPE_.OEWC._O'N TAIN_EE,S, . _ Di,"E,,R[qE’VFD L 7RE£E7I \(EB ,B,Y 1
1
Iy A
4 4 RC _2-9-62 I, C, STACKS
Figure 11

10. Enter the restrictions on a 3 x 5 "flash" card (Figure 12). A
salmon color card is used if the records are temporary and a blue
card is used for permanent records.

62-1111 ABC
RESTRICTIONS
personnel of ABC/D/E and RMO

Figure 12
11. Form 140 1is distributed as follows:

a. The original and 3 x 5 restriction card is put in Locator
File.

b. The second copy is returned to the Records Management Officer
with a copy of the Records Shelf List, Form 14OA.

c. The third copy and the original of the Shelf List, Form 1LOA,
is put in the Record Group File.

d. The fourth copy is put in the Disposal File.

16
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VI.

RECORDS CUSTODIAN

REFERENCE SERVICE

Agency personnel can obtain quick and religble reference service on

records in the Records Center
Request (Figure 13).

... BECORDS CENTER

Jane Smith

TO!:

Room 121 -~ X Bldp .

LOG DATA; T
Polder marked -

Accounting - 9

RECORDS CENTER
SERVICE REQUEST

by using Form 490, Records Center Service

INSTRUCTIONS: REQUESTER-1. COMPLETE REQUEST.
2. RETAIN LABT COPY FOR SUSPENSE, 3. SEND REST
©OF SET TO RECORD@ CENTER, 4. UPON RECEIFT OF
MATERIAL DEBTRQY BUSPENSE COPY.

38)

o8 o,
1 | 62-1111
ACTION REQUESTED
_ TLoan | FRa. rET. - I

‘‘‘‘‘

Tesgee |ITT

INFORMATION

____Jene Smith =
PFFICE ‘ TEL. EXT.
... ABC/D/E e 0QQ0

FOR RECORD CENTER USE

SERVICED BY | BFACKNO. | FOSTED

Figure 13

The requestor may ask for information from the records or for the

loan of records themselves.

No request will be honored if it conflicts

with restrictions established by the retiring office, and no information
will be given by telephone if the information has a security classifica-

tion.

There are four types of
need of the requestor. These

1. "Routine Service"

reference service available depending on the
four types are:

which requires about twenty-four hours; that

is requests that are mailed one morning are usually filled and re-

turned the next morning.

To obtain Routine Service, simply complete

a Form 490, retain the last copy and send the remaining five copies
to the Records Center through the regular Agency Mail and Courier

Service.

The items on Form 490 are self-explanatory.

However, be-

cause it is extremely important that all items are completed cor-

rectly, further explanation may be necessary.
Form 490 the requestor must include:

a. The date of the request

On the right side of

-17-
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b. The number of the box in which the requested record is filed.

c. The accessioning job number under which the record was re-
tired (ONLY ONE JOB NUMBER PER REQUEST FORM).

d. The action required; that is on loan, permanent retention
or information. (If a record of permanent value is requested
for permanent retention the request must be sent through the
Records Management Officer. If one or more cubic feet are re-
called on permanent retention the Records Custodian must obtain
concurrence of the Records Management Officer on both temporary
and permanent records.)

e. The name of the person requesting the service.
f. The office and telephone number of the requestor.
On the left side of Form h90, the requestor must identify:
g. The name of the person to whom the record is to be sent.

h. The complete address of the person to whom the record is
to be sent.

i. Under "Log Data" the description of the record or service
requested.

NOTE: Only one item per request form and requests that do not comply
with the above procedure will be returned unfilled.

2. "Priority Service" which requires about four hours. Priority
Service can be obtained by calling the Records Management Officer,
explaining the need and furnishing him with the same information
called for on the Form 490. (Telephone requests will be honored
only if they come from the Records Management Officer or alternates
that have been authorized in writing.)

3. "Emergency Service" which requires the time it takes to "pull"
the record and deliver it to the requestor, about one and a half
hours. To obtain Emergency Service call the Records Management
Officer, explain the need, Jjustify the emergency service, specify
the time the record is needed and furnish the same information called
for on Form L490. (Emergency Service will be provided only at the
request of the Records Management Officer or assistant.)

L. "After-hours Service" which requires about two hours. To obtain
After-hours Service follow the procedure set up by the Records

Management Officer.

-18- /
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RECORDS MANAGEMENT OFFICER

Some offices find it desirable to require that all requests be made
by or channeled through one or two persons in the office. The names of
such persons should be on record at the Records Center.

When the Records Management Officer receives a call for Priority
Service or Emergency Service 1t is his duty to make sure that this
service is necessary. If the RMO is convinced that special service is
necessary, he then calls the Records Center and gives the same informa-
tion called for on Form 490 and the time and date the record is needed.

It is the duty of the Records Management Officer to set up a pro-
cedure whereby the Records Custodian in his area can obtain After-hours
Service. This service can be obtained any time, day or night, throughout
the year.

Concurrence is required from the Records Management Officer on all
requests, from Records Custodians in his area, that request a cubic foot
or more of records on permanent retention. This concurrence must be given
by signing the request (Form 490) or by attaching a memorandum.

RECCORDS CENTER

A DOCUMENT IS NEVER SENT TO OTHER THAN THE RETIRING OFFICE EXCEPT
AT THE REQUEST OF THE RETIRING OFFICE.

The Records Center Service Requests are processed immediately through
the Accessioning Section. The Chief of Reference reviews the requests
and assigns them to appropriate Reference personnel.

The Records Center uses the five copies of Form 490 as follows:

1. The original for the Records Center file

2. The second copy on the Charge-Out card

3. The third copy as the Courier Receipt

4. The fourth copy on the envelope or box as the address

5. Returns the fifth copy with the Requested Record.
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Each request (Form 490) is checked against the restrictions on the
3 x 5 "flash" card in the Locator File. If the restrictions do not forbid
the requestor the use of the record requested, the location is placed
on the original of the Form 490. In the event the requested record is of
permanent value, or is golng to other than the retiring office or is TOP
SECRET, the Form 490 and charge-out card are stamped SUSPENSE.

The record i1s pulled from the box and the charge-out card inserted

in its place. The record is stamped with the appropriate RETURN STAMP
(Figure 14) and placed in a container with the fifth copy of Form 490.

ACEHIVAL RECORD

AETURH TO REGCRDS SEMTER s o orands Conter
IMAERIATELY AFTER USE Imediately Afioe s
J0R _BOX

JOB BOX

Figure 14

The container 1s addressed by using the fourth copy of Form 490, it
is receipted by using the third copy of Form 490, and is placed in the
outgoing mail.

If the records are being recalled permanently and one cubic foot or
more is involved, all copies of Form 490 are forwarded to the Disposal
Section before any action is taken.

Approved For Release 2006/U4113 : CIA-RDP72-00039R000100420001-2



(W

Approved For&lease 2006/04/13 : CIA-RDP72-00039R000100420001-2
VII. DISPOSITION

ITHE TRANSFEFR OF RECORDS TO THE AGENCY RECORDS CENTER IS NOT A SUB-
STITUTE FOR DISPOSAL.

RECORDS CENTER

The dilsposal process starts when Disposition receives its copy

of

the Form 140. The disposal activity portion of Part III of Form 140
(Figure 15) is completed and the form is filed in the Disposal Tickler

File.
STORAGE LOCATION ... e
JOB NO. AREA ROW 1 SPACE
FaLD
HERE DISPOSAL ACTIVITY
OFF ICE DIVISION BRANCH SECTION DISPOSAL DATE
ABC D E - Jan, 1964
AUTHORITY FOR DISPOSAL o
SCHEDULE NO. (or List) PAGE 1 TEM
00-60 - | 1

Figure 15

When the scheduled disposition date arrives the following action is
taken:

1. Remove Form 140 from tickler file

2. Remove records from the shelf and make proper disposition

3. Stamp Form 140 with disposition stamp (Figure 16). When
Disposition is made on only a part of the accession, three coples

of Form 141 (Figure 17) must be prepared.

L. Send two copies of completed Form 141l to Records Management
Officer.
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PART (1} (TO BE COMPLETED BY THE RECORDS CENTER)
REFERENCE ACTIVITY
YEAR JAN FEB MAR APR MAY JUN Jut AuG SEP ocT NOV DEC TOTAL

STORAGE LOCATION

JOB NO, AREA ROW SPACE
62-1111 28452 - 28455
FOLD FOLD
rERE DiSPOSAL ACTIVITY MERE
OFFICE DIVISION BRANCH SECTION DISPOSAL DATE
ABC D E Jan. 1964
AUTHORITY FOR DISPOSAL
SCHEDULE NO. (or List) PAGE 1TEM
00-60 1
REMARKS

DATE _-2-c.._  DISPOSITION NO. 5i-p-500.
DISPOSITION OF THE RECORES DZSCRIBED
HEZEON HAS BEEN MADE AS FOLLOWS:
TRANSFERRED (7 BeSTR0vD 0 OTHER O

ARGz l:
Records Control Schedule 00-60,
item # 1. - P

SIGNATURE Mﬁ%&aﬁz__
' GHIEF, DISPOSITION/ASRC

RECEIPT PROCESSING
CUBIC FEET NO. OF CONTAINERS TYPE OF CONTAINERS DATE RECEIVED ; WVEDW

4 4 RC 2-9-62 7{4,'/ %‘s%

£

Figure 16
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DISPOSITION JOB NO,

NOTIFICATION OF DISPOSITION ACTION 64-D-500
T0 FROM DATE
RECORDS MANAGEMENT OFFICER/ ABC RECORDS CENTER 1/2/64
Disposition, as indicated below, has been made of the following described
records in accordance with the authority cited.
DESCR IPT 1ON OF RECORDS
ACCESSION JOB NO. VOLUME

62-1111 2 cubilc feet

NAME OF FILES. CONTENTS, FUNCTION AND INCLUSUVE DATES

Branch Subject File -~ 1960

Thls file 1s maintained for the Branch Chief and reflects
the admlnistration and activities of the Branch. The file con-
slsts of memoranda, reports and form documents originated or
received by the Branch. Specific subJects include personnel,
production, administrative issuances, committees, training,
briefings, trip reports and similar material., Essential
material duplicated in the Division Subject File. Filed by
subJectl

[] see atracuuent(s)

SECURITY CLASSIFICATION

[uncLassiFien [ [conriventia ' [ T secrer [X [Tor secret

AUTHORITY FOR DISPOSITION OF ABOVE RECORDS

Request from ABC/RMO

REMARKS

Boxes 3 and 4 remain in Records Center

FOR RECORDS CENTER ONLY

METHOD OF DISPOSITION WITNESSING OFF ICIAL

SIGNATURE

W. E. Burnsldes

BURNED

TITLE

Boxes 1 & 2 Chief, Disposition

TRANSFERRED

DATE

OTHER (Specify) 1/2/64

FORM
4.82

'u’l ORSOLETE PREVIOUS EDITIONS. (15.42)

Figure 17

Approved For Release 2006/04/13 : CIA-RB}272-00039R000100420001-2

STAT



Approved Fo@lease 2006/04/13 : CIA-RDP72-00039@00100420001-2
5. Make disposition of the remaining copies of the forms as follows:

a. Stamp and file original copy of Forms 140 and 14OA in the
Completed Disposal Job File,

b. Stamp and file remaining copy of Form 140 in Records Group
Disposition File.

6. Post the transaction to the Records Center Statistical Records.
If records are being permanently transferred back to the retiring

office, the authority will be the signed Form 490 or memorandum from the
Records Management Officer.

RECORDS MANAGEMENT OFFICER

The Records Management Officer files stamped copy of the Form 140
that has been received from the Records Center. The RMO copy of Form 14O
is forwarded to the Records Custodian with notation as to disposition
action,

The RMO reviews all requests for records that are being recalled
permanently by the retiring office.

RECORDS CUSTODIAN

The Records Custodian files the noted copy of the Form 1L0 that
was recelved from the Records Management Officer, and destroys the
Form 140 for the corresponding records.
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