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TO GENERAL SERVICES ADMINISTRATION,
NATIOMAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
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JOB NO

NCI-89F(-6

1 FROM (AGENCY OR ESTABLISHMENT)
Department of State

2 MAJOR SUBDIYISION .
Executive Secretariat

3 MINOR SUBDIVISIPN
Secretariat Staff

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT

P. F. Murphy 632-8806

DATE ﬁIVED

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 US C 3303a the disposal re
quest, including amendments, 1s approved except for items that,may
be stamped ‘“‘disposal not approved” or “‘withdrawn™ n columr{ 10

'SIGNATURE 'OF THE ARCHIVIST IS,
NOT REQUIRED FOR AFPROVAL OF
PERMANENT RETENTIC:] OF RECORDS

Dute Archinist of the Unmited States

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specified.

[] A Request for immediate disposal.

page(s) are not now needed for the business of

B Request for disposal after a specified period of time or request for permanent

retention.

D. SIGNATURE OF AGENCY REPRESENTATIVE E TITLE

C DATE

Chief, Records Management

/-19-8)

ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR

10,
JOB NO ACTION TAKEN

1. Secretariat Master File of Briefing Books,
Fact Sheets, Visit and Conference Books

original documentation.

Permanent. Offer to the National

Volume: 400 cubic feet (1949-$£2)
annual accumulation: 15 cubic feet
File System: Chron, name

2. Secretariat Memorandums

These records are books (generally loose leaf)
prepared for the Secretary and other high
level officials to provide them with the
essential information they will need for
meetings with foreign dignataries and
officials, attending international conferences
and any important activity that involves

the Secretary. Most of the material consists
of copies of documents that are maintained

in other official files, however there is some
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7 8 DESCRIPTION OF ITEM 9 10

ITEM NO (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE SR ACTION TAKEN

This file, sometimes referred to as
Principals Memorandum consists

of Memorandums prepared by the
Executive Secretary of the Department
addressed to the Secretary and other
high level officials.

Memorandums to the Secretary

from the Deputy Secretary

and other high level officials

thru the Executive Secretary.

These records are primarily
concerned with administrative
matters, eg. operating procedures,
however scme substantive

matters are addreséd.

Iyans§er Lo [FRC when 5 )edrs "’/‘4
Permanent. Offer to the

National Archives when

30 years old ¢n 5 Jedr bloc 15,

Volume: 16 cubic feet(7950-50)
Annual Accumulation: 1 cubic feet
Arrangement. Chronological

3. Secretaries Daily Summaries

Consists of reports from all

principals to the Secretary on
significant activities in their

areas. Includes copies of significant
telegrams, White House actions,
Principals signature record,

and Appointment Schedule

Tydansfer to [HC whey T pedrs 0/4/,
Permanent. Offer to National Archives
when 30 years oldZ7 § Xear bleCiS,

Volume: 51 cubic feet ({95L°59)
Annual Accumulation: 2 cubic feet
Arrangement Chronological

4. Current Foreign Relations (Master
File)

Bound volumes of briefs prepared
by various bureaus in the Depart-
ment of State as to foreign policy
and events in their specific

Four ies, including original, 1o bo submitted to the National Axchives 16—50428-1  @Po
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areas and sent to all U.S. Diplomatic

Posts to aid the posts in keepjing

abreast of U.S. Foreign Policies

and events of significant interest.

Tyvins§fer Eo FRC then & yed’s "/0//
Permanent. Offer to National o S
Archives when 30 years olden § pevr 2/och>,

Volume: 8 cubic feet /‘?5"/'45‘9
Annual accumulation: 1/3 cubic foet
Arrangement: Chronological

5. Operation Center Watch Log.

Daily 24 hour log concerning

all actions taken including

requests for assistance, notification

of Department officers; White House

or other Agencies concerning

incidents; events, etc. /. /
Tyvansfer o FHC hen & yerrs ore,
Permanent: Offer to National

Archives when 30. years old¢#n % €47 b/ecks,

Volume: 16 cubic feetCI75/"Jp (9
Annual Accumulation: 1 cubic foot
Arrangement: Chronological

6. Presidential and Secretary of State
correspondence with Foreign Heads
of State and Foreign Ministers

Primarily copies of telegrams,
Diplomatic Notes, etc. most of which
are 1A the Department's Central Foreign

Policy File

Transfer to FHL when T peor% o/d,
Permanent. Offer to the phe
National Archives when 30 years old/z 9 /€9% /r /;.‘Sr

Volume: 30 cubic feet C_I’qf‘)"fd
Annual accumilation: 2 cubic feet
Arrangement: Chronological

then alphabetical by country.

Four copies, including original, fo be submitted fo the National Archives 16—50428-1 GPO



