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REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAWVY NK (NARA use only)

JOBNUMBER A//~-S @3~ 07-)7

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD, COLLEGE PARK, MID 20740-6001

Date Received

q-10-z80"

1. FROM {Agency or establishment)
Department of Homeland Security

NOTIFICATION TO AGENCY

2. MAJOR SUB DIVISION
Office of Public Affairs

in accordance with the provisions of 44 U.S.C 33033, the
disposition request, including amendments is approved
except for items that may be marked "disposition not

3. MINOR SUBDIVISION

approved” or "withdrawn" in column 10.

provisions of Title 8 the GAO Manual for Guidance of Federa! Agencies,

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES
Kathy Schultz 202-447-5075 [y [pB b e
8. AGENCY CERTIFICATION

1 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 3 page(s) are not needed now 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

Office of Public Affairs Program Records

INACTIVE - ALL ITEMS SUPERSEDED

W 9/apl e cps S Ao Aae

] is not required [] is attached; or [[] has been requested.
DATE | SIGNATURE OF AGENCY REPRESENTATIVE TILE
8130/07 Katiloen @ 5chatiz Senior Records Officer
9. GRS OR 10. ACTION TAKEN
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB .
CITATION (NARA USE ONLY)
1 See attached sheet(s) for:

, Aju__)@/{ &, Ao /med]

115108 : T Awe %Mﬁ%@%@&am

STANDARD FORM 115 (REV. 3-91)
PRESCRIBED BY NARA 36 CFR 1228

INACTIVE - ALL ITEMS SUPERSEDED
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U.S. Department of Homeland Security
Headquarters Records Schedules

Public Affairs, Office of

The Office of Public Affairs (OPA) is responsible for developing a working relationship with reporters and other media representatives,
maintaining a community relations program, keeping contact with other government agencies and keeping internal personnel and the
public informed on issues that may affect them. They are expected to coordinate with the appropriate agencies prior to contacting and
releasing information to the media on conditions that might result in favorable or unfavorable public reaction, including releases and public
statements involving local, regional and national news.

Public Affairs officers are responsible for preparing information relative to the Department of Homeland Security (DHS) through news
releases, special activities, photographs, radio and television, and other informational material. They also may prepare or reviews
materials such as speeches, news articles, and radio and television shows for security policy review and determination for appropriate
topics.

Additionally, they produce internal newsletters, approval and dissemination of global mail messaées and maintain the DHS Intranet and
the public DHS Internet sites.

Unless otherwise nbted, all disposition instructions are media neutral; they apply regardless of the media or format of the records.

Disposition:
Biographical information el staff documenting their cutive Level (Secretary, Deputy Secretary, Chief

accomplishments and professional history:

Archives 1 year after cu

b. Non-Executive Level
TEMPORARY. Cutoff at the end of the ¢
when superseded or obsolete. Destroy or delel

cutoff or véapiriiadangpednifiiepdministrative

purposes.

Dty =563 ~Q01%-0002 ~p00| + - 000,
Date (MM/DD/YYYY):
04|23 [do4
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U.S. Department of Homeland

Security

Headquarters Records Schedules

ommunication Plan

planning document consisting of written recommendations,
guidance strategies evidencing the Secretary’s policies.

Developed to ¢ trategies to enhance both the public’'s and DHS
personnel's interp nd understanding of DHS policy and are

at the end of the calendar year
when superseded or cbs ansfer to the National
Archives 10 years after cutoff.

Superseded by job / Rem number:

submitted to the OPA Assis' ecretary and Deputy Assistant
Secretary for review and implementstion. These records also serve ()a», -563 -'lb\g\- 000X ~ 003
as coordination points for stakeholders i ing DHS components
and other Federal, state and local agencies in lating the Date (MMDD/YYYY):
Secretary’s position and message. oY ‘ R A0

s and support documentation (e.g., film and television roved requests

aires, scripts, reports, and correspondence) for Y. Cutoff at end of calendar year when
inment-oriented motion picture/video project is com
to, documentaries, books, web cutoff.
games, movies, television programs; other types of medial
related projects requesting the use of the ame, seal and b. Rejected requests
insignia, and any other Departmental assistance i roduction of a TEMPORARY. Destroy or delete 1 year
multimedia project. denial.
Superseded by job / Rem number;
PN ~ 563 -0y~ 000\ - 00 b ~00XF
Date (MM/DD/YYYY):
oM Aoy
)
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Headquarters Records Schedules

4  Photographs
jssion-related photographs consisting of images, largely born-digital, . Migsion-related photographs

anddocumenting press conferences, speeches, testimony, meetings, NT. Cut off records annually. Transfer to
ring-in ceremonies, portrait sittings (excluding passport i r blocks at the end of the last year of the
photos), ahd other historically significant activities involving the block (e.g. 2008~2008 block transferred to NARA at the

end of 2008), along
igs, and programs. Also covered are any related external finding aids in

b. Routine photographs
TEMPORARY. Cut off at the end
ages relating to employee award in which created. Destroy or delete 1 ye
tion ceremonies; social events; cutoff.
workshops, campaigns, and celebratiohs common to most federal Superseded by job / tem number:

agencies; passport and portrait sittings invdlying low-level DHS
personnel. W{s,-s ©3 “dov), _000), - 0007 + 000F

calendar year
fter the

lacking adequate captioning, having technical or aes Date :
deficiencies, or providing coverage in excess of what is required for 01 I Lz ’ 10\“
adequate and proper documentation, ) )

5 Pres ference Records

May include the ary's statements and remarks, audio
recordings, transcripts, an ther press conference related record

not scheduled elsewhere.

6 Pre nce Records - Background Material Disposition:

Research and Backgroun i orking Papers and Drafts TEMPORARY. Cut off at end of the cale ear in
which the record is created. Destroy or delete ths
after cutoff.

Superssdad by job / kem number:
D ~563 T30\ X~0007, ~ 0053 + GooY
Date (MMWDD/YYYY):
o4 [ ]aom
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U.S. Department of Homeland Security
Headquarters Records Schedules

issues; DHS public meetings or
interviews.

used in formulating news or press releases.

est to Use the DHS Seal

DHS Form 0030-01: DHS ial Seal Usage Approval

(This item does not include requests inclu

part of the
Multimedia Project Files)

Cut off at the end of the Secretary’s
term. Transfer to ars after cutoff or when

volume warrants, whichever is § Superseded by:
DA ~563 - Rorh-0002 - Goa5
DATE (MM/DD/YYYY):
Disposition: oM ‘ 27 [ 20(Y
f Qut off at end of the calendar year in
:ﬁb;hc?tgﬁ r-ecord is created: e Sé’;‘.%%“r? aded by:
D -563 ~o12 ~ oo ~00ch
TSR A
DATE (MM/DD/YYYY):
Disposition: ~1]20
Approved requests Sl .f ! N
TE RY. Destroy or delete 2 years from date of

approval.

b. Rejected requests
TEMPORARY. Destroy or delets 1
denial,

Supersadad by job / hem number:
PP ~563-20VL~ 000 ~00LL.

Date (WM/DD/YYYY):
3|2 ol

date of
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