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Request for Records Disposition Authority Leave Blank (NARA Use Only) 
(See Instructions on reverse) JobNumber rJJ- Ǯ/U) � 

To: National Archives and Records Administration (NARA) 
Washington, DC 20408 

Dato Roceived 8 09t.z�
I

1. From: fAgenc:y or establishment) 

Office of the Director of National Intelligence 
cation to Ag6 ncy 

2. Major Subdivision 
In accordance with the provisions of 44 

Office of the Chief of Protocol U.S.C. 3303a, the disposition request, In· 
eluding amendments, is approved except ror 

3. Minor Subdivision items that may be marked "disposition not 
approved" or "withdrawn· in column 10. 

4. Name of Person w,th whom lo c:onfer 5. Telephone (include area c:ode) 

John F. Hackett 703-275-2215 

s. Agency Certification 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records proposed 
for disposal on the attached 5 page(s) are not now needed for the business of this agency or will not be needed after the retention 
periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 
Guidance of Federal Agencies: 

CJ is attached CJ has been requested 

f Agency Representati e -T'f Tille Dale:1
.l� Director of Information Management 

7. 9. GRS or 10. Action 
Item 8. Description of Item and Proposed Disposition Superseded taken (NARA 

Number Job Citation Use Only) ---t------·-->----------------------t--------+----?-
l. Records of the the Office of the Chief of 

Protocol. See attached 5 pages. 

Page_ of ..S.. Standard Form 115 (Rev.3/91) 115-109 NSN 7540-00-634-4064 
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M
ission D

escrip
tion 

T
h

e O
ffi

ce o
f the C

hief of P
rotocol reports to the D

irector of N
ational Intelligence on m

atters related to the 
follow

ing activities and areas of interest: 
• 

E
vents coordination and planning for D

irector of N
ational Intelligence (D

N
I), P

rincipal D
eputy

 
D

irector of N
ational Intelligence (P

O
O

N
I), and the D

irector of the Intelligence S
taff (D

IS
); 

• 
P

rom
otion of, and adherence to, proper diplom

atic, official and social com
portm

ent for the O
ffice of 

the D
irector of N

ational Intelligence; 
• 

Foreign G
ifts program

; 
• 

O
versight of O

fficial R
epresentational Funds for D

N
I and P

O
O

N
I; 

• 
C

oordination w
ith Wh

ite H
ouse/N

ational S
ecurity C

ouncil fo
r the adm

inistration of T
he N

ational 
S

ecurity M
edal P

rogram
. 

A
p

p
lication o

f the R
ecords C

ontrol S
chedule D

isp
osition Instru

ctions 
T

he disposition instructions in the records control schedule are m
andatory

. 
A

ny Federal records received or 
created by Protocol O

ffice personnel or contract
ors not specifically covered by this schedule or the G

eneral 
R

ecords S
chedules are to be retained until such tim

e as an applicable disposition authority
 approved by the 

N
ational A

rchives and R
ecords A

dm
inistra

tion (N
A

R
A

) is obtained. T
o take into account the fluid nature of 

electronic filing, those responsible for im
plem

enting this schedule should be aw
are that record copies of 

record types described in this schedule are to receive the prescribed disposition w
herever they are filed. 

T
he Inform

ation M
anagem

ent O
fficer w

ith responsibility for the records of the P
rotocol O

ffice w
ill support 

effective im
plem

entation of the disposition requirem
ents of this schedule through the developm

ent and 
issuance of appropriate operational guidance

 and supplem
entary

 instructions necessary
 to assure adequate

and proper docum
entation of the official m

ission, responsibilities, and actions of the P
rotocol O

ffice. 

N
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ensitivity
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f P
rotocol R

ecords 
A

pproxim
ately tw

enty percent of P
rotocol records are classified up to the T

op S
ecret/S

C
I level, requiring 

planning for their continued security
 until they are declassified or destroyed. In addition, certain series m

ay 
contain m

aterial covered by Privacy A
ct or Freedom

 of Inform
ation A

ct restrictions other than N
ational 

S
ecurity, such as law

 enforcem
ent inform

ation, com
m

ercially sensitive ("trade secrets") info
rm

ation, or grand 
jury

 docum
entation. 

A
n effort has been m

ade to note these series. 

N
ote on V

ital R
ecords 

R
ecords m

anagem
ent personnel should be alert to the need to identify

 vital records so that they can be 
accessed quickly w

hen needed. V
ital records are (1) those that specify how

 the O
D

N
I w

ill operate in case of 
an em

ergency or disaster, (2) those necessary
 to the O

D
N

l's continued m
ission critical operations during 

and after an em
ergency, and (3) those that m

ust be preserv
ed to protect the legal and financial rights and 

interests of the O
D

N
I and of persons affected by the O

D
N

I. 

N
ote on E

lectronic R
eco

rds 
T

he P
rotocol O

ffice and staff m
aintain record copies of m

any official files in electronic form
 on both shared 

and individual netw
ork drives. 

In addition, som
e staff m

em
bers m

ay keep som
e files on their individual local 

drives, although this is discouraged. R
ecords kept on both the netw

ork and local individual drives that are 
not disposable under the G

eneral R
ecords S

chedules (G
R

S
) or under this schedule, as approved, are to be 

m
oved or copied to the netw

ork shared drives or kept in paper files, as appropriate, to be retained or 
destroyed in accordance w

ith an approved O
D

N
I disposition authority. 

U
N

C
L

A
S

S
I

F
I

E
D
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4 August 2010 

Records Descriptions and Disposition Instructions 

Item Title & Description 

PCL1. Events Coordination and Planning 

PCL1a. Event Case Files. Records of arrangements for 
visiting foreign government dignitaries and senior U.S. 
government officials, and associated official events 
and meetings. Case files include guest lists, details of 
Distinguished Visitors' special preferences or needs, 
and other pertinent details. Case files organized by 
country and by name of visitor or visiting party. 

PCL1b. Foreign Visitor Protection & Hospitality. Records of 
access, escort and travel arrangements made for 
distinguished foreign visitors and their parties. Files 
organized by name of visitor or visiting party. 

PCL2. National Security Medal Program 
Records relating to the DNI administration of the 
National Security Medal Program and actions 
associated with White House and National Security 
Council coordination. Maintained by recipient name 
and date. 

PCL3. Foreign Gifts and Decorations Act Program (PL 
95-105) 
Records documenting the receipt and reporting of 
foreign government gifts to the DNI, and those related 
to the procurement, presentation, and recording of 
DNI gifts to foreign government officials. Records 
include annual reports to the Department of State 
pursuant to PL 95-105. Information on gifting 
maintained in a database which facilitates retrieval by 
sini:ile or multiple data fields. Gift files maintained by 

Disposition 

Permanent. 
Paper Records: Retain paper records 
in current files until no longer needed, 
and then transfer to ODNI storage area. 
Transfer to NARA in five year blocks 
when most recent file in block is 30 
years old. 

Electronic Records: Maintain electronic 
files in active system until no longer 
needed, copy to verified accessible 
format and medium as required for 
preservation and continued reference. 
Transfer to NARA when 30 years old in 
a medium and format acceptable to 
NARA in accordance with standards set 
forth in Federal regulations. 

Temporary. 
Delete or destroy 5 years after visit 
unless needed for further reference. 

Temporary. 
Delete or destroy when 5 years old 
unless needed for further reference. 

Temporary. 
Delete or destroy when 5 years old 
unless needed for further reference. 

UNCLASSIFIED 
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Financial Management 

Official Representational Fund Account. 
(:iene, .. , -- _ -- showing debit and credit 

_...,entries, and reflecting expenditures 111 --·+- .. • -

associated documentation. F.iles maintained by date. 

lnhirnal Office Budget . 
· Budget gu1aar, __, ·-uah data and similar 

material accumulated in preparing annuc:11 v11·--
budget estimates. Files maintained by date. 

Working Papers 

Substantive Working Papers 

Drafts and other work papers that were coordinated 
outside the unit of origin and contain information that 
adds to a proper understanding of the formation and 
development of final products that embody significant 
policies, decisions, or actions. Such products have 
Community-wide reach, public visibility, initiate 
change, or set precedent. 

Drafts and associated materials related to final 
decisions, actions, products, or policies of transitory or 
routine significance. 

Non-Substantive Working Papers 
Collected and created materials not coordinated and/or 
disseminated outside the unit of origin that do not 
contain information documenting significant policy 
development, action, or decision making. These drafts 

..
Temporary. 
Delete or destroy 6 years and 3 months 

fter the close of the fiscal year 
. -- - . ., mvo1veu ... - _ _ 

Temporary. 
Delete or destroy 1 year after the close -� --•i..- fiscal year covered by the 
budget, 1r not , , •ed 
reference, per GRS 5, item 2. 

Permanent. 
Paper Records: If possible, file working 
papers with the final version of the 
document to which they relate. Or, 
retain in current files until no longer 
needed, then transfer to ODNI storage 
area. Transfer to NARA in five year 
blocks when most recent file in block is 
30 years old. 

Electronic records: If possible, file 
working papers in appropriate 
recordkeeping systems with the final 
version of the document to which they 
relate. Or, maintain in active system 
until no longer needed, copy to verified 
accessible format and medium as 
required for preservation and continued 
reference. Transfer to NARA when 30 
years old in a medium and format 
acceptable to NARA in accordance with 
standards set forth in Federal 
regulations. 

TEMPORARY. Delete or destroy when 
3 years old or when no longer needed, 
whichever is later. 

TEMPORARY. Screen annually and 
maintain in current files until no longer 
needed for business purposes, then 
delete or destroy. 

UNCLASSIFIED 
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and working papers do not result directly in a final 
product or an approved finished report. Included are 
such materials as rough notes and calculations and 
preliminary drafts produced solely for proof reading or 
internal discussion, reference or consultation, and 
associated transmittals, notes, reference and 
background materials. 
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