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US Geological Survey

.vised Section 303-08 —Records Relating

<

_/fficial Passports and Visas

Record Item/Description

Disposition

Authority

303-08. Records Relating to Official
Passports and Visas. NOTE. Ofticial
passports must be returned to the
Department of State upon expiration,
cancellation, or upon the separation of the
employee

303-08a. Application Files. Documents
relating to 1ssuance of ofticial passports and
visas for USGS employees

TEMPORARY

Media Neutral: Yes

Retention: Delete/Destroy upon
receipt of the passport from the
Department of State and i1ssuance
to the employee

TRANSFER INFORMATION:
Estimated Current Volume:
Electronic/Digital: 1 0 MB
Paper: 1 0 cubic feet

Estimated Annual
Accumulation:
Electromc/Digital: 1 0 MB
Paper: | 0 cubic feet

Superceded NARA Authority: GRS
9, item 5a

Previously Approved Disposition:
Temporary

Superceded Manual ID: GRDS, 432-
1-S1. May 2009

Superceded File Code: 303-08a
Electronic: No

. RCSHten308-05e-and-GRS-9frem-Se
. 5 . Destroy-when-superseded; ’
ebsolete-orno-longerneeded-
Reeords—Contatnedn-the PasspertRecord ; e
Systent
TEMPORARY Electronic: Yes

303-08c. Passport Record System.
Electronic database containing records on
bureau new/replacement passports atter
they are received from the Department of
State

Media Neutral: Yes

Retention: Delete passport
records upon receipt of official
notice of separation of the
employee or for active employees
when passports are canceled or
expired and returned to the
Department of State

TRANSFER INFORMATION:
Estimated Current Volume:
Electromic/Digital: 1 0 MB

Estimated Annual
Accumulation:
Electromchlgital: 1 0 MB

Database: Yes

303-08d. Visa Records. Photocopies of
1ssued visa's

TEMPORARY

Media Neutral: Yes

Retention: Destroy immediately
upon expuation of the Visa

TRANSFER INFORMATION:
Estimated Current Volume:
Electromc/Digital: 1 0 MB
Paper: 1 0 cubic feet

Estimated Annual
Accumulation.
Electromic/Dhgital: 1 0 MB
Paper 1 0 cubic feet

Electronic: No
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US Geological Survey

-

vised Section 303-08—Records Relating

fficial Passports and Visas

303-08e. Communications with
Department of State. Includes, but not
limited to, letters to request a new passport,
reissue a passport. or cancel or return a
passport

TEMPORARY

Media Neutral: Yes

Cut-off: Cutoff at the end of the
fiscal year

Retention: Destroy 3 years after
1ssuance of a new passport or
cancellation or return of a
passport to the Department of
State

TRANSFER INFORMATION:
Estimated Current Volume:
Electromc/Digital: 1 0 MB
Paper: 1 0 cubic feet

Estimated Annual
Accumulation:
Electronic/Dhgital: 1 0 MB
Paper: | 0 cubic feet

Electronic: No




