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LEAVE BLANK (NARA use ani )REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NUMBER Il/I- .5Cf- '17 _;}tj
(See Instructions on reverse) 

DATE RECEIVED and RECORDS ADMINISTRATION (NIR) 
-15-97 

NOTIFICATION TO AGENCY 

In accordance With the provIsIOns of 44 
usc 3303a the d rs pos mo n request, AND CANADIAN AFFAIRS	 mcludmg amendments, ISapproved except
for Items that ma~ be marked "disposrtion
not approved" or 'withdrawn" in column 10 

WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

202-736-4698 

to act for this agency in matters pertaining to the disposition of its records
posal on the attached _3_ pagers) are not now needed for the business 
after the retention periods sfecified; and that written concurrence from 

the provisions of Title 8 0 the GAO Manual for Guidance of Federal 

o has been requested. 
TITLE 

Records Officer 
u.S. Department of State 

SUPERSEDED 
JOB CITATION 

Please see attached sheets. 

115-109 NSN 7540-00-334-4064 STANDARD FORM 115 (REV. 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA JU,~ I 8 1998	 36 CFR 1228 
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OFFICE OF REGIONAL AND SECURITY ISSUES (EURlRPM) 

'~, telegrams, meetings, negotiations, briefing materials, base 
agreements, .[tary defense documents, intelligence reports, working group 
papers, backgro ;'d materials, allied consultations, bilateral and multilateral 
agreements, positi 

t-

'~ apers, talking points and other material related to the 
development ofU .. ~',licies on political-military, security, and NATO issues in 
Europe. 

., 

DISPOSITION: Permane'~" Cut off annually. Transfer to RSC, for transfer to 
WNRC when 3 years old or er if no longer needed Transfer to the 
National Archives when 25 ye sold. 

b. Non-substantive correspondenc \ emorandums and related papers that do 
not establish, discuss or define foreig .olicy or set precedent. 

DISPOSITION: Destroy when 3 years 0 

2. Chronological Files. 

Extra copies of documents of incoming and outg correspondence and 
communications of all types, arranged chronologie .without regard to subject. 

DISPOSITION: Cut off annually. Destroy when one old or when no 
longer needed, whichever is sooner. 

3. Special Collections. 

Program files on important events, crisis or high profile issues th 
because of their informational value when corresponding blocks 0 cords were 
retired. File includes reports, clippmgs, telegrams, memorandums an 
material. 

DISPOSITION Permanent: Transfer to RSC for transfer to WNRC whe 
years old or sooner if no longer needed. Transfer to the National Archives w 
25 years old. 
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Bri . g books generated for meetings, committees, working groups, transition 
teams, " gressional hearings and planning groups 

Transfer to RSC for transfer to WNRC when 5 
years old or soone no longer needed. Transfer to the National Archives when 
25 years old. 

b. Duplicate set. 

~ear old or sooner if no longer needed for 
current operation, 

5. Biographic Files. 

Background information maintained on po It·cal leaders, foreign ministry 
off!cials, and military,leaders ,File mcludes grt,s, telegrams, newspaper 
articles, memoranda, information from other a icies and posts. 

DISPOSITION: Periodically review and screen fi 
longer needed for current operation 

6. Working Files. 

Files maintained by each officer, that contain duplicate copie 
located in the official program files. Includes preliminary or ro 
documents and notes used in the preparation of final documents 

DISPOSITION: Periodically review and screen files no longer neede' ,r 
current operation. It is each officers responsibility to see that the progr \ files 
are complete and that all essential documents are filed. 
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7. Task Force/Working Group Files. 

es accumulated during a Task Force consisting of activity logs (chronology of 
eve , news tickers, press guidance and releases, memorandums, incoming and 
outgoi 'telegrams, issue papers, contact lists, schedules and minutes of 
meetings d other related documents. 

ForcelWorking Group. 
~ 

'. 

DISPOSITION: et ascertaining that the disbandment report containing all 
substantive happenin '. d activities on a day-by-day, shift-by-shift basis is 
received by Executive ' 'r~tariat (S/S-IRM), destroy 1 year after conclusion of 
Task Force. S/S-IRM is r ·'.onslble for the historical record. 

b. Bureau Level Task Force/ 

Administrative material consisting ". ormation on staffing, schedules, 
telephone contact lists, schedules of m tings and other non-substantive 
mformation. Substantive material consi ~ g of telegraphic traffic including 
other agency telegrams, the activity log (c ' ology of events), press guidance 
and releases, memorandums, papers and/or b mg material. 

DISPOSITION: Permanent. Transfer to the RSC 'ear after conclusion of 
Task Force/Working Group. Transfer to WNRC 5 Y 
Transfer to the National Archives when 25 years old. 

8. Automated Tracking System Files. 

Electronic log used to document the status of correspondence, ta 

action items 

DISPOSITION: Destroy or delete when no longer needed. 
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