
REQUEST FOR RECORDS DISPOSITION AUTHORITY
 

RECORDS ADMINISTRATION (NIR) 

In accordance with the provrsro ns of 44 
usc 3303a the d is p osrt io n request,
including amendments, ISapproved except
for Items that may be marked "disposition3 MIN SUBDIVISION not approved" or "withdrawn" In column 10 

4 NAME OF PERSON WITH	 5 TELEPHONE DATE ARCHIVI 

John A. Cruce	 202-647-7123 (..Vl:T +I ~ ~ ~"" ~ 

6 AGENCY CERTIFICATION 

I hereby certify that I am authorized . for this agency in matters pertaining to the disposition of its records 
and that the records proposed for I·S:p(jsa,)~.m the attached __ pagers) are not now needed for the business 
of this agency or WIn not be needed a retentionreriods syecified; and that wntten concurrence from 
the General Accountmg Office, under the. 0 TItle 8 0 the GAO Manual for Guidance of Federal 
Agencies, 
(il is not required; o	 o has been requested. 

SIGNATURE OF AGENCY REPRE	 TITLE 

5/17/96	 Acting Records Officer,Department of State 

7	 9. 
ITEM	 SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONLY) 

The attached schedule replaces the schedule
 
submitted to the National Archives on Apnl 18, 1995
 
returned to the Department of State on March 26, 1996.
 

SEE ATTACHED SCHEDULE 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 

JUN I 8 1998/I;~ 



1.	 AFFAIR OBJECT FILE 

(on official visits) (1 copy), congressionals,
(sent to and received from foreign government

and international organizations), diplomatic letters and 
notes, ils and faxes (sent to or received from foreign embassies 
and inte ional organizations), memorandums (interagency and to 
the File), morandums of conversation (covering foreign government
officials persons), official-informals, photographs,
reports or received from foreign governments and 
international anizations) speeches (by foreign officials),r 

statements, tele and other documentation covering economic, 
military, politica ,social, technological, scientific and other 
related foreign affa sUbjects. 

a. AS ISTANT SECRETARY	 ASSIST ECRETARIES 
(Also see the Assis Secretary's Chronological File below)
 

Arrange file by , Terms.
 

Cut off file at end of e \h calendar year.

Volume on hand: 10 boxes. ~ nual Accumulation: 3 boxes.
 

DISPOSITION: Retire to RSC 3 years after 
cut Transfer to WNRC 5 years
after date. Transfer to the 
National 30 years after cut off 
date. 

b.	 ASSISTANTS 
TO THE ASSIST ECRETARY AND SECRETARIE 
(Special assistants, staff assistant,
 

Arrange file by TAGS and Terms.
 
Cut off file at end of each calendar year.

Volume on hand: 15 boxes. Annual Accumulatio boxes.
 

DISPOSITION:	 Permanent. Retire ".years after 
cut off date for transfer WNRC. 
Transfer to the National Archi 30 years
after cut off date. 



· .
 

c.	 ADVISERS 
TO THE ASSISTANT SECRETARY AND DEPUTY ASSISTANT SECRETARIES 

of Economic Policy, Office of Regional and Security
licy, special advisers, special coordinators, special envoys,
itary assistants, etc.) 

file by	 TAGS and Terms. 
end of each calendar year.
108 boxes. Annual Accumulation: 35 boxes. 

Permanent. Retire to RSC 3 years after 
cut off date. Transfer to WNRC 5 years
after cut off date. Transfer to the 
National Archives 30 years after cut off 
date. 

d.	 COUNTRY 

Arrange file by TAGS
 
Cut off file at end year.
 

DISPOSITION: years after cut off date, 
necessary, for transfer to 

when 25 years old. 

2. 

Extra copies of correspondence, notes, official-
informals, reports, speeches, statements, legrams and other 
documentation maintained by or for the direct of the Assistant 
Secretary. 

Arrange	 file by message reference number or by
Cut off	 file at end of each calendar year.
Volume on hand: 2 boxes. Annual Accumulation: 2 

DISPOSITION:	 Permanent. Retire to RSC 1 year off 
date. Transfer to WNRC 3 years off 
date. Transfer to the National 30 
years after cut off date. 



3.
 

on bureau's and posts' goals and obj ecti ves, post
reciprocity issues, crisis at posts, and other related 
t foreign affairs issues. 

Arrange TAGS and Terms.
 
Cut off end of each calendar year.

Volume on boxes. Annual Accumulation: 1 box.
 

Permanent. Retire to RSC 3 years after cut off 
te. Transfer to WNRC 5 years after cut off 

Transfer to the National Archives 30 
s after cut off date. 

4. PUBLIC AFFAIRS 

a. Public Affairs 

Faxes, newspaper statements, telegrams,
transcripts, clearances, briefings, press guidance,

public affairs 1 countries' foreign relations 
and affairs. 

Arrange file by country.
 
Cut off file at end of each
 

DISPOSITION: Destroy 3 years cut off. 

b. Public Affairs Individual Files. 

Addresses, briefings, faxes, news briefings,

press releases, reports, speeches, telegrams,

testimony, transcripts, and other document at foreign

relations and affairs covering the Depart Press
 
Spokesman.

Arrange file by subject.
 
Cut off file at end of each calendar year.
 

DISPOSITION: Destroy 3 years after cut off. 



c. Newspaper Clippings 

News organi .ions' transcripts
foreign relati 's and affairs. 

month.Arrange file by
Cut off file at 

File. 

and newspaper 

month. 

clippings on 

DISPOSITION: 3 months after cut off. 

d. Public Affairs Clearance 

Voice of America requests for 

Arrange file by calendar year.
Cut off file at end of each calendar 

DISPOSITION: Destroy 3 years after off. 



LEAVE BLANK (NARA use only)
REQUEST FOR RECORDS DISPOSITION AUTHOR;TV JOB NUMBER 

(See Instructions on reverse) 
DATE RECEIVED TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 

WASHINGTON, DC 20408 
NOTIFICATION TO AGENCY 

In accordance with the provrs ro ns of 44 
usc 3303J the d i s p o s rt io n request, 
including amendments, IS approved except 
for	 Items that may be marked "disposrtron 
not	 approved" or "withdrawn" In column 10 

4 NAME OF	 WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

John A. Cruce	 202-647-7123 

6 AGENCY CERTIFICA
 

Ihereby certify that Ia to act for this agency m matters pertammg to the disposition of ItS records
 
and that the records disposal on the attached __ page(s) are not now needed for the business
 
of this agency or wi ed after the retention penods sreCIfIed; and that written concurrence from
 
the General Accounting 0 er the provisions ot TItle 8 0 the GAO Manual for GUIdance of Federal
 
Age~cles,
 

o	 o has been requested. 
PRESENTATIVE TITLE 

4118/95	 Officer, Department of State 

ITEM DISPOSITION 
NO 

SEE ATTACHED SCHEDULE 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 



" " 

1.
 

I-a. 

on econorr 
relations 
other related 

s, correspondence, memorandums, telegrams, reports and other documentation 
itary, political, social, technological, and scientific affairs covering foreign 

that establish or set precedence, discuss or define foreign policy and 

Arrange file by T 
Cut off file at end of 
Volume on hand: 10 

DISPOSITION: 

Extra copies of correspondence, 
statements, telegrams and other 
Assistant Secretary. 

Retire to RSC 3 years after cut off date. 
to WNRC 5 years after cut off date. Transfer to the 

......",,,,,,.,30 years after cut off date. 

notes, official-informals, reports, speeches, 
" by or for the direct use of the 

Arrange file by message reference number or by 
Cut off file at end of each calendar year. 
Volume on hand: 2 boxes. Annual Accumulation: 2 

DISPOSITION:	 Permanent. Retire to RSC 1 
to WNRC 3 years after cut off 
Archives 30 years after cut off 

after cut off date. Transfer 
Transfer to the National 



-, ,. 

2. 

2-a. ts in the Department's Central File. 

Copies of a:' ocument that are also stored In the Department's Central Foreign Policy File 
(AKA: ADS, ',' IS, OASYS, or other current systems) covering economic, military, 
political, social,' hnological, and scientific matters dealing with foreign relations and 
affairs that establis 'set precedence, discuss or define policy, and other related subjects. 

2-a (1).
 
'. ails, faxes, etc.
 

~, 

Arrange file by 
Cut off file at end 

Destroy 3 years after cut off date. 

2-a (2).	 Microfilmed documents. 
Documents that have a Micro 1 ccession Number STAMPED on them at 
the top e.g.: "P9S0099-1234": ' ressionals, Diplomatic Notes, Letters, 
Memorandums, Memorandums of c 

Arrange file by TAGS and Terms.
 
Cut off file at end of each calendar year.
 

DISPOSITION: 



2-b. 

Originals or designated Qpies of all other documents that are NOT stored In the Central
 
Foreign Policy File.
 

Photographs, E-mails, faxes, 0 '.' l-mforrnals, telegrams or other documents with
 
annotations, briefing books (one copy), QngresslOnals, Congressional mandates, diplomatic
 
notes, general correspondence, intelligen . ports, letters, memorandums, memorandums
 
of conversation, reports, speeches, statement, ,.d other documentation covenng economic,
 
military, political, social, technological, and sci" ,IC matters dealing with foreign relations
 
and affairs that establish or set precedence, disc ..•..or define policy, and other related
 
subjects.
 

Arrange file by TAGS and Terms.
 
Cut off file at end of each calendar year.
 
Volume on hand: 440 boxes. Annual Accumulation: 110 boxes.
 

DISPOSITION:	 Permanent. Retire to RSC 3 years a
 
transfer to WNRC. Transfer to National Ar
 
off date.
 



2-c. 

Any docum . tamed beyond 3 years by the Desk because of their informational value 
or historical that have a long term bearing on foreign affairs Issues relating to 
specific countries area. (The fact that the documents are either in the Central nUC'JAr.Cf 

Foreign Policy File have been filmed - does not matter.) 

Photographs, E-mails, ' fficial-informals, telegrams or other documents with 
annotations, briefing books (on .. , Congressionals, Congressional mandates, diplomatic 
notes, general correspondence, in reports, letters, memorandums, memorandums 
of conversation, reports, speeches, ts, and other documentation covering economic, 
military, political, social, technological . scientific matters dealing with foreign relations 
and affairs that establish or set .scuss or define policy, and other related 
subjects. 

Arrange file by TAGS and Terms.
 
Cut off file at end of each calendar year.
 
Volume on hand: 2 boxes. Annual Accumulation: 2 vv"'''''''".,
 

DISPOSITION:	 Permanent. Retire to RSC wh longer needed, but no 
later than 25 years. Retrre entire is - do not screen out 
any documents except extra copies. to WNRC. 
Transfer to National Archives 30 after 

http:nUC'JAr.Cf


3. 

, newspaper clippings, speeches, statements, telegrams, transcripts, clearances, press 
, press guidance, public affairs on individual countries' foreign relations and 

country. 
of each calendar year. 

Destroy 3 years after cut off. 

3b. Public Affairs Indi 

Addresses, briefings, reports, press briefings, press releases, reports, speeches, 
statements, telegrams, transcripts, and other documentation on foreign 
relations and affairs covering LIJk~"'V<U. 's Press Spokesman, 

Arrange file by subject. 
Cut off file at end of each calendar 

DISPOSITION: 

3c. Public Affairs Newspaper Clippings File. 

on foreign relations and affairs. News organizations' transcripts and newspaper 

Arrange file by day of month. 
Cut off file at end of each calendar month. 

DISPOSITION: Destroy 3 months after cut 

3d. Public Affairs Clearance File. 

Voice of America requests for clearances. 

Arrange file by calendar year. 
Cut off file at end of each calendar month. 

DISPOSITION: Destroy 3 years after cut off. 




