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OFFICE OF POLICY AND PUBLIC OUTREACH (EUR/P)
 

Memoran .~ s, telegrams, meetmgs, bnefing materials, position papers, 
speeches, co :e~sional testimony, drafts of Bureau Program Plans, talking 
points and othe terial related to policy public outreach. 

DISPOSITION: '~nent. Cut off annually. Transfer to RSC, for transfer to 
WNRC when 3 years or sooner if no longer needed. Transfer to the 
National Archives when ~ ears old. 

\ 

b. Non-substantive correspon ';ce, memorandums and related papers that do 
not estabhsh, discuss or define f \. n policy or set precedent. 

DISPOSITION: Destroy when 3 ye 

2. Chronological Files. 

Extra copies of documents of incommg and ou . g correspondence and 
communications of all types, arranged chronolog lly 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 ere kept 
because of their informational value when corresponding blocks 0 rds were 
retired. File includes reports, clippings, telegrams, memorandums an ated 
material 

DISPOSITION Permanent: Transfer to RSC for transfer to WNRC when 
years old or sooner if no longer needed. Transfer to the National Archives whe 
25 years old. 
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Briefing Books. 

books generated for meetings, committees, working groups, transition 
"'''''.lVH,CU hearings and planning groups. 

a. 

IU ..UI"U • Transfer to RSC for transfer to WNRC when 5 
. fno longer needed. Transfer to the National Archives when 

b. Duplicate set. 

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

5. Biographic Files. 

Background information mamtained leaders, foreign ministry 
officials, and mihtary leaders. File incl telegrams, newspaper 
articles, memoranda, information from ii~"''''''''''''and posts. 

DISPOSITION' Periodically review and Offer to INRIB when no 
longer needed for current operation. 

6. Working Files. 

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

DISPOSITION: Periodically review and screen files no longer 
current operation. It is each officers responsibihty to see that the orocsam 
are complete and that all essential documents are filed. 
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HUlLU.,,",.,.. during a Task Force consisting of activity logs (chronology of 
tickers, press guidance and releases, memorandums, incoming and 

, issue papers, contact lists, schedules and minutes of 
meetings related documents. 

DISPOSITION: After that the disbandment report contairung all 
substantive happenings on a day-by-day, shift-by-shift basis is 
received by Executive IRM), destroy 1 year after conclusion of 
Task Force. S/S-IRM is resl)on:Sli for the historical record. 

b. Bureau Level Task Force/W 

Administrative material consistmg of on staffing, schedules, 
telephone contact lists, schedules of .....,'v........ ,... other non-substantive 
information. Substantive material consisting IPor!'lr,n' traffic including 
other agency telegrams, the activity log ( events), press guidance 
and releases, memorandums, papers and/or 

DISPOSITION: Permanent. Transfer to the RSC 1 conclusion of 
Task Force/Working Group. Transfer to WNRC 5 years 
Transfer to the National Archives when 25 years old. 

8. Automated Tracking System Files. 

Electronic log used to document the status of correspondence, 
action items 

DISPOSITION: Destroy or delete when no longer needed. 
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