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lIP/Office of Policy, Planning, and Evaluation 
Records Disposition Schedule 

1. Subject/Project Files 

Description: Files contain substantive information relating to the activities of the office 
director and office staff in directing and carrying out the policy and program functions 
and responsibilities of the Office. Includes reports, correspondence, telegrams, 
memoranda, letters, policy files, project records, reports, and other material related to the 
Office of Policy, Programs, and Evaluations. Arranged chronologically by subject and/or 
project. Covers the period 2000 to present. 

Disposition: PERMANENT. Break files annually, by fiscal year. Retire when 3 years old 
to a record storage facility for eventual transfer to the National Archives in 5 year blocks 
when twenty-five years old. 

DispAuthNo: New item 

2. INFOCENTRAL Website: (https://mfocentral.state.gov) 

Description: INFOCENTRAL is a web portal providing press and policy guidance, 
talking points, official texts, and other background information to State Department 
officers and other USG officials engaged in communication and outreach with foreign 
publics. Maintained by lIP's Office of Policy, Planning, and Evaluation, 
INFOCENTRAL offers current, comprehensive, and substantive source material and 
serves as a valuable one-stop public diplomacy tool. Covers the period 2000 to present. 

a. Content Records 

Contents include guidance, reports, and texts from the State Department and White 
House; a daily Rapid Response report highlighting media trends on key issues; daily 
news clippings on U.S. foreign policy issues; daily State Department press guidance; and 
direct links to such other resources as the Counter Terrorism Communications Center and 
the Office of Research. INFOCENTRAL also offers such tools as ready-to-use 
PowerPoint presentations, an international events calendar, and a compilation of public 
diplomacy best practices. Although the site does not contain classified information, the 
material it contains is not intended for public distribution. 

DIsposition: PERMANENT. Cutoff with snapshot of site at end of fiscal year. Transfer 
a pre-accession copy of the content snapshot to the National Archives in five year blocks 

http:https://mfocentral.state.gov


In a format acceptable by regulation at the time of transfer Transfer to National Archives 
when 25 years old. 

DispAuthNo: New item 

b. Operations and Maintenance Records 

Documentation files that consist of documents created or received in the development, 
design, implementation, operations, and maintenance of the INFOGENTRAL website. 

Disposition: PER14ANENT: Gutoffand transfer copy to National Archives along with 
copy of permanent records to which the documentation relates. 

DispAuthNo: GRS 20, item lla. (2) 

3. Schedule of Daily Activities 

Description: The records covered by this item include calendars, appointment books, 
schedules, logs, and any other records documenting the daily activities of the Office 
director and staff in an official capacity These records consist of simple lists of dates, 
times, and name or place of appointments. 

Disposition: TEMPORARY. Destroy or delete when 2 years old or when no longer 
needed, 'Nhich ever is later. 

DispAuth.""Jo: GRS 23, item 5a 

4. Office Administrative Files 

Description: Records accumulated by the Office that relate to the internal administration 
or housekeeping activities of the Office rather than the overall program, policy, and 
evaluation functions for 'Nhich it e}£ists. In general, these records relate to the day to day 
administration of the office. They include such issues as staffing procedures, training and 
travel, supplies and office services, use of office space, equipment requests and receipts, 
and other such material that does not serve as official documentation of the programs of 
the Office. 

Disposition: TEMPORARY. Break file at end of fiscal year. Destroy these items when 2 
years old or no longer needed, whichever is later. 

DispAuthNo: GRS 23, item 1 

5. Duplicate Personnel Files 

Descnption: Duplicate documentation of personnel files mamtained outside personnel 
offices, especially those files centrally maintamed by EGA IIP/EXlHR. 



, 
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Disposition: TEMPO&A~R,>.. Review annually and destroy superseded or obsolete 
documents r~lated to.an mdlvldual employee upon separation or transfer, or '",hen one 
year old, v/hlChever IS sooner. 

DlspAuthNo: GRg 1, item18a 

e	 Ul I· F·I d. wOHmgl es an Background Material 

Des~npt.ion: Included are e~(tracopies of communications and correspondence; 
publIcatIOns of!he Dep~rtment and other Federal agencies; nev/spaper clippings; 
reference mat~nal; studies, notes, drafts, interim reports, and background data on Office 
programs, prOjects, and initiatives. 

a. Drafts recording necessary approval or changes and other essential documents. 

Disposition: ~creen out official documents for incorporation in the appropriate program
 
file when prOjects or assignments are completed. Note: gee 5 FAH 4, H 215 FLu",G IIVS""T1't uc, 1101\)
 

b.	 E~(tra copies of commu~ications and correspondence; publications of Department
 
and other ~ederal agencies; newspaper clippings; reference material and other
 
non essential documents.
 

Disposition: Non record. Destroy the remainder of the file when projects or assignments 
are completed. Note: , NOIY I<o.l:..COR.Dgee 5 FAH 4 H 21e . - fJ.-

7. Word Processmg Files 

Description: Documents suc~ as let~ers, memoranda, ~eports, handbooks, directives, and 
manuals recor~ed on electromc media such as hard disks or floppy diskettes after they 
have been ~opled to an electronic recordkeeping system, paper, or microform for 
recordl(eepmg purposes. 

Disposition: TEMPORARY. Delete from vlord processing system when no longer 
needed for updating or revision. 

DispAuti=lNo: GRg 20, item 13 

8. Electronic Mail Records 

Desc:i?tion: genders and recipient's versions of electronic mail messages that meet the 
defiflltlO~ of Federal records, and any attachments to the record messages after they have 
been cople~ to an electronic recordkeeping system, paper, or microform for 
recordkeepmg purposes. 

Dispositio~: TEMPORARY. Delete from the email system after copying to a 
recordkeepmg system. NOTE: Along with the message text, the recordkeeping system 
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