
NATIONAL ARCHIVES AND RECORDS ADMINISlRATION 
Request for Records Disposition Authority Records Schedule: DAA-llD59.Z01NIDD5 

Request for Reco_rds Disposition Authority 

Records Schedule Number DAA-0059-2017-0005 

Schedule Status Approved 

Agency or Establishment Department of State 

Record Group I Scheduling Group General Records of the Department of State 

Records Schedule applies to Major Subdlvsion 

Major Subdivision Bureau of South and Central Asian Affairs 


Minor Subdivision 
 Office of Press and Public Diplomacy 


Schedule Subject Records of the Office of Press and Public Diplomacy (SCA/PPD) 


Internal agency concurrences will No 

be provided 

Background Information 

Item Count 

Number of Total Disposition 
Items 

Number of Permanent 
Disposition Items 

Number of Temporary 
Disposition Items 

Number of Withdrawn 
Disposition Items 

4 0 4 0 

GAO Approval 
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NAilOHAL ARCHIVES AND RECORDS ADMINISiRATION 
for Reairda Dlepoallton Au1ho!1ty Reairda Schedule: DAA.oo59-2017.QOG5 

Outline of Records Schedule Items for DAA-0059-2017-0005 


Sequence Number 

1 Public Diplomacy Program Flies 
Disposition Authority Number: DAA-0059-2017..0005-0001 

2 Press and Public Affairs Flies 
Disposition Authority Number: DAA..0059-2017 -0005-0002 

3 Working Files 
Disposition Authority Number: DAA-0059-2017..0005-0003 

4 Briefing Books -Ali Other Copies 
Disposition Authority Number: DAA-0059-2017..0005-0004 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Requestfar Records DlsposlUon Aulhorlty Records Schedule: DAA-11059-2017-11005 

Records Schedule Items 

Sequence Number 

Public Diplomacy Program Files 

Disposition Authority Number DAA-0059-2017-0005-0001 

Records consist of information related to the coordination and support of 
public diplomacy activities, outreach activities, countering violent extremism 
(CVE) strategies, and education and cultural affairs in the SCA region. The 
documentation includes but not limited to copies of: correspondence, cables, 
briefing checklists (BCLs), toolkits, reports, memorandums, notes, and other 
related documentation. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 
by this item currently exist in 
electronic format{s) other than e-
mail and word processing? 

Disposition Instruction 

Cutoff Instruction Cut off at end of calendar year. 

Retention Period Destroy 7 years after cutoff or when no longer 
needed, whichever is later. 

Additional Information 

GAO Approval Not Required 

Press and Public Affairs Files 

Disposition Authority Number DAA-0059-2017-0005-0002 

Records consist of information regarding the press and public affairs activities 
on behalf the Assistant Secretary and the bureau. The documentation include 
but not limited to press guidance, media reports, speaker biographies, editorials 
press clippings, public remarks by government and SCA officials, and other related 
information. 

Fmal Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered No 
by this Item currently exist in 
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NATIONAL ARCHIVES ANO RECORDS ADMINISTRATION 
for Records Disposition Authority Records Schedule: D 0594017-G005 

electronic formal{s) other than e


mail and word processing? 


Disposition Instruction 

Cutoff Instruction Cut off at end of calendar year. 

Retention Period Destroy 3 years after cutoff o r  when no longer 
needed for business use, whichever is later. 

Additio nal Information 


GAO Approval Not Required 


Working Flies 


Disposition Authority Number DAA-0059-2017-0005-0003 

Files Include, but not limited to, convenience copies of cables, letters, intelligence 
reports, emails, notes, preliminary drafts, similar materials used In the transaction 
of Department business o r  other related infonTiaHon. lnfonTiaHon used In the 
preparation of other documents constitute working papers o r  flies. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? 	 Yes 

Do any of the records covered No 

by thls Item currently exist in 

electronic forrnat(s) other than e-
mail and word processing? 


Disposition Instruction 

Cutoff Instruction 	 Cutoff at the end of calendar year o r  when project is 
tenTilnated. 

Retention Period 	 Destroy/delete 3 years after cutoff o r  when no longer 
needed, whichever Is sooner. 

Additional Information 

GAO Approval Not Required 

Briefing Books -All Other Copies 

Disposllton Authority Number DAA-0059-2017-0005-0004 

Briefing books generated for working group meeHngs, committees, transition 
teams, Congressional Hearings, planning groups, etc. 

Final Disposillon Temporary 

Item Status Active 
Is this item medta neutral? 	 Yes 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
!er Records DlsposillonAuthod!y Recon:ls Schedule: 

Do any of the records covered No 

by this item currently exist in 

electronic formal{s) other than e-
mail and word processing? 


Disposition Instruction 

Retention Penod 	 Destroy/delete when 1 year old or when no longer 
needed, whichever ls sooner. 

Additional Information 

GAO Approval 	 Not Required 
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for Reoords Disposition 
NATIONAL ARCHIVES AND RECORDS ADMIN1STRATION 

Recon!s Schedule; DAA.IJD59-2D17-G005 

Agency Certification 

I hereby certify that I am autholfzed to act for this agency In matters pertaining to the disposition of Ila recon!s and that the recon!s 
proposed for disposal in this schedule are not now neadad for the buslnese of !he agency or win not be needed Blier the retention 
periods specified. 

Signatory Information 

Date Action By Title Organization 

0210312017 Certify William Fischer Agency Records Off 
leer 

Administration - A/GISI 
IPS/RA 

09/0812017 Return for Revisio 
n 

Ann Gillette Appraisal Archivist National Archives and 
Records Administration 
- ACNR Records 
Management Serivces 

1 0/04/2017 Submit For Certific 
ation 

Shelia Prince Records and l nfonna 
tlon Management Sp 
eel all st 

Bureau of 
Administration - A/GISI 
!PS/RA 

1 01041201 7  Certify Timothy Kootz Agency Records Off 
leer 

Bureau of 
Administration -
Records and Archves 
Management Division A 
GIS IPS RA 

1 1/07/2017 Submit for Concur 
rence 

Ann Gillette Appraisal Archivist National Archives and 
Records Administration 
- ACNR Records 
Management Serivces 

1 1  109/201 7  Concur Margaret 
Hawkins 

Director of Records 
Management Servlc 
es 

National Records 
Management Program 
- ACNR Records 
Management Serivces 

1 1 /0912017 Concur Margaret 
Hawkins 

Director of Records 
Management Servic 
es 

National Records 
Management Program 
- ACNR Records 
Management Serivces 

1 1  11312017 Approve David Ferriero Archivist of the Unite 
d States 

Office of the Archivist -
Office of the Archivist 
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