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March II, 2002 

BUREAU OF POLITICAL-MILITARY AFFAIRS (PMIHDP)
 

Office of Humanitarian Demining Programs
 

l. Demining Chronological Files 

a. File consists of correspondence and other issuances of the Director of this program. File contains incoming and 
outgoing correspondence, memoranda. telegrams, reports, and other documentation related to Demining program 
matters. Maintained in chronological order by the Office Manager. 

Permanent. Cutoff at end of calendar year. Hold in current file area for 2 years and transfer to Records Service 
Center. Transfer to WNRC when 10 years old. Transfer to the National Archives when 25 years old. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced. (New item) 

a. File contai dministrative records related to a variety of matters pertaining to Humanitarian Demining 
Programs. Includes rams, memoranda, reports, etc. Arranged by subject. 1999 to present. 

Temporary. Cutoff at end of ca r year. Hold in current file area for two years and then destroy. 
(Ref. GRS 23, item I) 

b. Electronic copies produced on electronic mail an 

Temporary. Delete once recordkeeping copy has been produce 

File contains du . te copies of office time and attendance records upon which leave input data is based. such as 
Tatel/PC (draft and fin ort); DS-1216, Leave Statements; and leave applications for jury duty. 

Temporary. Cutoff at end of cal en r. Destroy when no longer needed, or when two years old, whichever is 
sooner. (GRS 2, item 7) (New item) 

lating to incoming or outgoing registered mail pouches, registered. certified, insured, and 
special delivery mail inc . receipts and return receipts. Included are Forms for Registered Mail and Registered 
Mail Invoice. 

Temporary. Destroy when one year old. 
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5. Program/Project Files 

a. Case files contain material related to the planning, implementation, operation, and completion of projects 
involved with U.S. humanitarian demining activities. Includes telegrams, memoranda, reports, and other 
documentation dealing with de mining programs. Arranged by subject or by country. 1999 to present. 

Volume on hand: five cubic feet
 
Growth: two to three cubic feet annually
 

Permanent. Cutoff at end of project. Hold in current file area and retire to Records Service Center five years after 
completion of project. Transfer to WNRC 10 years after project complete. Transfer to National Archives 25 years 
after project complete. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced (New item) 

6. Policy and Procedures Files 

a. File contains information on policies, procedures and programs related to U.S. position on humanitarian mine 
action assistance. Includes telegrams, memoranda, reports, and other documentation pertaining to decisions and 
recommendations of on Humanitarian Demining Programs. Arranged by project or by country. 1999 to present. 

Volume on hand: four cubic feet
 
Growth: two to three cubic feet annually
 

Permanent. Cutoff at end of calendar year. Hold in current file area and retire to Records Service Center when two 
years old. Transfer to \VNRC when 10 years old. Transfer to National Archives when 25 years old. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced. toRS 23, item 1981 

7. Demining Interagency Working Group Files/Policy Coordination Committee Subgroup Files 

a. File contains meeting announcements, agenda, proposals submitted for review, and recommendations for action. 
HDP serves as Chair. File is arranged chronologically by date of meetings. Covers period 1999 to present. 

Volume on hand: two cubic feet
 
Growth: one-half cubic foot annually
 

Permanent. Cutoff at end of calendar year. Hold in current file area and retire to Records Service Center when ten 
years old. Transfer to WNRC when 20 years old. Transfer to National Archives when 25 years old. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced. (New item) 



~' 

emining Firm fixed Price Contracts, Integrated Mine Action Services (IMAS) Files 

a. duplicate copies of letters, memoranda, contracts, and reports related to Firm fixed price [MAS 
contracts, 

Temporary, 'nation or completion and final payment of contract. (GRS 3, item 3c). (New item) 

Temporary. Delete once recordkeeping copy has b 

. s duplicate copies of letters, memoranda, and other documentation related to cost type contracts and 
grants. 

Temporary. 'nation or completion and final payment of contract. (GRS 3, item 3c) (New item) 

Temporary. Delete once recordkeeping copy has 

10. Demining Budget Submissions 

a. File contains copies of budget estimates and justifications prepared by office for submission to senior 
management. 

Temporary. Cutoff at end of fiscal year. Hold in current file area and retire to Records Service Center one year 
after cutoff. Destroy three years after close of fiscal year covered. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced. (New item) 

II. Demining Financial Plans and Related Material 

a. File contains copies of administrative records related to the financial plan and documentation supporting 
financial plan obligations. 

Temporary. Cutoff at end of fiscal year. Hold in current file area and retire to Records Service Center one year 
after cutoff. Destroy three years after close of fiscal year covered. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced. (New item) 
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12. Dcmining Allocation Memoranda and Congressional Notifications 

a. File contains memoranda requesting approval for use of funds for U.S. Humanitarian Demining Program 
activities. 1999 to present. 

Temporary. Cutoff at end of calendar year. Hold in current file area and destroy 2 years after cutoff. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced. (New item) 

13. Publications 

a. A record copy of each publication produced either by the Department of State or for the Department of State 
regarding U.S. efforts in global humanitarian demining efforts. Such publications include "To Walk the Earth in 
Safety: The United States Commitment to Humanitarian Demining," Hidden Killers," and other such publications 
regarding demining initiatives. 

Permanent. Cutoff at end of calendar year. Hold in current file area and retire to Records Service Center 2 years 
after cutoff. Transfer to WNRC 5 years after cutoff. Transfer to the National Archives when 25 years old in 5-year 
blocks. (New item) 

b. Electronic copies produced on electronic mail and word processing systems. 

Temporary. Delete once recordkeeping copy has been produced. (New item) 




