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To Natlo I Archives and Records Administration (NIR) 
Washm on, DC 20408 Date Received 

N ifrcatlon to Agency 

2	 In accordance with the provrsions of 44 
l,J S C 3303a, the disposition request, in-
cluding amendments, IS approved except for 

3	 Items that may be marked "drspositron not 
approved" or "withdrawn" In column 10 

4	 Telephone (Include area code) 

6 Agency Certification 

I hereby certify that I am authonzed act for this agency In matters pertaining to the diposmon of ItS records and that the records proposed 

for disposal on the attached ge(s) are not now needed for the business of this agency or Will note be needed after the retention 

penods specified, and that wntten concu nce from the General Accounting Office, under the provisrons of Title 8 of the GAO Manual for 
GUidance of Federal AgenCies 
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10-08-2009 
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-115 Continuation Page 
o e of the Coordinator for Reconstruction and Stabilization - Office of Planning 

olicy and Program Files 

rd copies of program files Includes Standard Operatmg Procedures, 
organ tional charts, protocols, documents outhrnng office rrussion, doctnne and 
pnncipl Integrated Plannmg Framework Guidelines and Interagency 
Managem t System (lMS) (Guidelmes as well as DIsarmament, Demobilization 
and Remteg IOn(DDR) guide FIled by subject Covers matenal created m 2004 
to present 

Disposmon NENT Cut-off at end of calendar year Retam in office for 
five years, then retir 0 RSC Transfer to National Archives when twenty-five 
years old 

b ) Electromc copies produced word processmg systems 

DIsposition TEMPORARY Delet ord processmg files from the word 
processmg system and move to the S S Shared Dnve 

Disposition Authonty Number GRS 20, 

c ) Electronic copies maintamed in electromc 

Disposmorr TEMPORARY Delete files on e-ma rom the e-mail system after 
copymg to the SICRS Shared Dnve 

DISposItIOn Authonty Number· GRS 20, Item 14 

d.) CD copies of documents copied from word processmg an 

Disposition TEMPORARY Delete CDs when five years old 

Disposmon Authonty Number New Item 

2. Country Engagement files 



a) Planmng Office's copy of final rteration of country engagement memo, 
Bnefing Checklists, terms of reference, approved iterations and updates of plans, 
assessments, trammg modules, mteragency workmg group files, proposals to 
Regional Bureaus, metncs papers and metrics trackmg, deployments, progress 
reports and updates, memoranda and Info Memos, country tnp reports, tnp reports 
from PRTs, history of country engagement, and memoranda on lessons learned 
and best pracuces, mcludmg After Action Reviews (AARs) Includes record copy 
of "leave behind" bmders produced dunng operations with the regional bureaus 

led by country. Record copies reside with the Coordmator's country files 

Disp ItIOn. TEMPORARY Cut off at the end of the calendar year of closed 
ents Duphcates of final products may be kept in the office for five years 

longer needed for office use, then destroyed 

Disposrtion 

s produced on word processmg systems 

Disposition TEMPO Y Delete word processmg files from the word
 
processmg system and ve to the SICRS Shared Dnve
 

Disposinon Authonty Num r GRS 20, Item 13 

c ) Electromc copies mamtame 

Disposition. TEMPORARY Delete es on e-mail from the e-mail system after 
copymg to the SICRS Shared Dnve 

DIsposition Authonty Number GRS 20, It 

d ) CD copies of documents copied from word 

Drsposition TEMPORARY Delete CDs when five 

Disposmon Authonty Number New Item 

3.	 Civilian-Military Files 

a)	 Hard copies of memorandums, reports, files documentmg tra mg support and 
exercises, civihan-rruhtary operations, stability operations, an ther records 
produced by the Crvihan-Mihtary Actrvities Review Team (C T) 

Disposition TEMPORARY Cut-off at the end of calendar year Screen 
transfer final products to the coordmator Duplicates of final products may kept 
In the office for five years or until no longer needed for office use, then destr ed 



Disposition Authonty Number New Item
 

b.) Electronic copies produced on word processmg systems
 

Disposition TEMPORARY Delete word processmg files from the word
 
processing system and move to the S/CRS Shared Dnve 

isposition Authonty Number GRS 20, Item 13 

ectroruc copies mamtamed in electronic mall 

DISpOS on TEMPORARY. Delete files on e-mail from the e-mail system after 
the S/CRS Shared Dnve 

DISposItIOn It honty Number GRS 20, Item 14 

cuments copied from word processmg and email files 

Y Delete CDs when five years old 

4. Reports 

a.) Hard copy reports on interagen~. meetings, office copy of the final iteration of 
the weekly report (also known as the "week ahead" report), office copy of reports 
that ultimately go to the coordmator to e filed with his/her chronological files 

Disposition TEMPORARY Retam copy I ffice three years, and then destroy 

Disposition Authority Number New Item 

b ) Electrornc copies produced on word processmg 

DISposItIOn TEMPORARY Delete word processmg fil 
processmg system and move to the S/CRS Shared Dnve
 

DISposItIOn Authonty Number GRS 20, Item 13
 

c ) Electronic copies mamtamed m electronic mail
 

Disposition TEMPORARY Delete files on e-mail from the e-mail sys
 
copymg to the S/CRS Shared Dnve
 

Disposition Authonty Number GRS 20, item 14
 

d ) CD copies of documents copied from word processmg and email files
 



Drsposition TEMPORARY Delete CDs when five years old 

Disposition Authonty Number New Item 

Training Records 

SICRS specialized, component-ongmated trammg background and 
workmg files, mcludmg trammg developed and conducted in conjunction 

ith other agencies 

DISpO non TEMPORARY Destroy when 5 years old or 5 years after 
comple n of trammg program 

uthonty Number: New Item 

b)	 General file agency-sponsored traimng, EXCLUDING record copy of 
manuals, sylla, ses, textbooks, and other trammg aids developed by the 
agency 

Disposition TEMPORA' Y Destroy 5 years after completion of a specific 
trammg program, or after ns longer needed, wluchever IS later 

DISposItIOn Authonty Numbe GRS 1, item 29 a (2) 

6.	 SieRS Shared Drive 

Shared Dnve contams electromc copr of records created on electromc mail and 
word processmg systems Data ISrnamta ed for reference purposes The SICRS 
Shared Dnve ISorgamzed by Year, Subje and DIVISIOn 

Disposition: TEMORARY Retam files on SH ed Drive for five years, then 
delete 

Disposition Authority Number· New Item 




