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OFFICE OF EAST EUROPEAN ASSISTANCE (EUR/EEA)

untry/Subject Files.

ty

a. Informdation arranged by TAGS/Terms, subject, country organization or

DISPOSITION: off annually. Transfer to RSC when 3 years old or sooner
if no longer needed¥or current operation for transfer to WNRC. Destroy when

25 years old.
NOTE: This dispositia;
pre-dating 1990 only afte

may be applied to records with terminal dates

EINARA review.

b. Non-substantive correspon‘_ ce, memorandums and related papers that do

not establish, discuss or define fafeign policy or set precedent.
DISPOSITION: Cut off annually. roy when 3 years old.

2. Chronological Files

Extra copies of documents of outgoing con »
chronologically without regard to subject. The
the program file.

ications of all types, arranged
icial record copy is filed in

DISPOSITION: Destroy when | year old, or sooner

o longer needed for
current operation. ‘

3. Working Files.

g
RO
7

Duplicate copies of documents located in the official program il
rough drafts and notes used in the preparation of final documentSigad reports.

DISPOSITION- Periodically review and screen files no longer need8gi
current operation. It is each officers responsibility to see that the progk
are complete and that all essential documents are filed.



becausgfef their informational value when corresponding blocks of records were
retired. includes reports, clippings, telegrams, memorandums and related
material.
DISPOSITIONg Permanent: Transfer to RSC when 10 years old or sooner if
no longer need% current operation for transfer to WNRC. Transfer to the
National Archives n 25 years old

5. Briefing Books

Briefing books generated foimeetings, committees, working groups, transition

teams, Congressional planning groups.

a. Master set

DISPOSITION: Permanent: Transfcito RSC when 5 years old or sooner in
no longer needed for current operation foi transfer to WNRC. Transfer to the
National Archives when 25 yearsold ¥
b Duplicate set

DISPOSITION: Destroy when 1 year old or sooner if no longer needed for
current operation.

6. Biographic Files

Background information maintained on political leaders, foggign mimstry

officials, and military leaders. File includes Reports, telegra E% newspaper
articles, memoranda, information from other agencies and postg
DISPOSITION: Periodically review and screen file When no lo needed for

current operation offer to INR/B.

7. Daily Activity Reports

Summary of activities/reports generated in-house daily and submitted to
Front Office.

DISPOSITION: Destroy when 1 year old

18]



8% ask Force/Working Group Files

Iy
!

Files 2&cumulated during a Task Force consisting of activity logs (chronology of
events)\, Mews tickers, press guidance and releases, memorandums, incoming and
outgoing telegrams, issue papers, contact lists, schedules and minutes of
meetings and 'ojgher related documents.

a 7th Floor Task Force/Worklng Group
DISPOSITION: A x-r ascertaining that the disbandment report containing all
substantive happening® and activities on a day-by-day, shift-by-shift basis is
received by the Executilg; Secretariat (S/S-IRM), destroy 1 year after conclusion
of Task Force. S/S-IRM'gjresponsible for the historical record.
b. Bureau Level Task For&‘ y

q;)rkmg Group

Administrative material consis ﬁg of information on staffing, schedules,
telephone contact lists, schedulestef meetings and other information of a non-
substantive nature. Substantive qunal consisting of telegraphic traffic
including other agency telegrams, thpt1v1ty log (chronology of events), press

guidance and releases, memorandumsXpapers and/or briefing material.

DISPOSITION: Permanent. Transfer to%h e RSC 1 year after conclusion of
Task Force/Working Group. Transfer to W¢ \ YRC 5 years after conclusion.

N

Transfer to the National Archives when 25 yeats old.

1. Program Subject Files

Arranged by country. Letters, memorandums, outg01 incoming cable

traffic reports, and other materials related to consular 'cy issues for the
New Independent States (NIS).

Disposition: Cut off annually. Destroy when 5 years old.

2. SPLEX Files

of Moscow. The Bureau of Consular Affairs is the action office.

Disposition: Cut off annually. Destroy when 1 year old.



Otés, press articles, post correspondence, general correspondence,
information on c and related material. Documents activities and issues

related to a specific C %

DISPOSITION: Cut off a -ually Destroy when 1 year old

2. Subject Files.

3. European U.S. Press.

Summaries of daily newspaper clippings from U.S. newd papers that are
circulated throughout the EUR Bureau and foreign service"gp 5ts.

DISPOSITION: Destroy when 4 months old.




2Ements and interviews to the press, Congress and

conferences. Also, incluligd are press conferences held on site during visits to
other countries .

BN
VON

DISPOSITION: Cut off annually Destroy whe'
reference

7. Speaker Bio Files.

terminated.



