
1-3-.-M-IN_O_R_S_U_B_D_IVl_S_IO-N-------------------1 approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE ARCHIVIST OF THE UNITED STATES 

Kathy Schultz 202-447-5075 ~......-./2--
6. 

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_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 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 

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

1. FROM (Agency or establishment) 

Department of Homeland Security 

2. MAJOR SUB DIVISION 

Office of Public Affairs 

provisions ofTitle 8 the GAO Manual for Guidance ofFederal Agencies, 

DATE 

8130/07 

7. ITEM NO. 

1 


~ is not required D is attached; or 

SIGNATURE OF AGENCY REPRESENTATIVE 

/{af./dh'f( a. 5ckJ/z 
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

See attached sheet(s) for: 

Office of Public Affairs Program Records 

INACTIVE ·ALL ITEMS SUPERSEDED 

!llK (NARA use on!y) 

JOB NUMBER AJ, ... 5 (a3-0 
Date Received n 

q -10 --z;ro- , 
NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C 3303a, the 
disposition request, including amendments is approved 
except for items that may be marked "disposition not 

D has been requested. 

TITLE 

Senior Records Officer 

9.GRSOR 
SUPERSEDED JOB 

CITATION 

10. ACTION TAKEN 
(NARA USE ONLY) 

NW c~~t::& 10 0 ABLE 
STANDARD ORM 115 (REV. 3-9 } 

PRESCRIBED BY NARA 36 CFR 1228 
INACTIVE .. ALL ITEMS SUPERSEDED 


115-109 



INACTIVE ·ALL ITEMS SUPERSEDi:i.. 

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 (OHS) 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 messages and maintain the OHS Intranet and 
the public OHS Internet sites. 

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

• 
Disposition: 

Biographical information el staff documenting their a. cutive Level (Secretary, Deputy Secretary, Chief 
accomplishments and professional history. of Sta 

PERMANE utoff at the end of the calendar year 
when superseded solete. Transfer to the National 
Archives 1 year after cu 

b. Non-Executive Level 
TEMPORARY. Cutoff at the end of the c dar year 
when superseded or obsolete. Destroy or dele 
cutoff or ~~ministrative 
purposes. 

~tr~-5~3-~o\1-<0001. .....1000\ + -oooJ. 
Dalll (MMIDDIVY;VV): 

o~ I~~ /';Ao\l\ 

1 
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•• 

INACTIVE· ALL ITEMS SUPERSEDED 

U.S. Department of Homeland Security 


Headquarters Records Schedules 


• 


2 

I planning document consisting of written recommendations, 
guidance strategies evidencing the Secretary's policies. 
Developed to c trategies to enhance both the public's and OHS 
personnel's interp nd understanding of OHS policy and are 
submitted to the OPA Assis ecretary and Deputy Assistant 
Secretary for review and impleme · n. These records also serve 
as coordination points for stakeholders 1 ing OHS components 
and other Federal, state and local agencies in · lating the 
Secretary's position and message. 

3 ltimedia Project Files 

Agre s and support documentation (e.g., film and television 
requests, que · sires, scripts, reports, and correspondence) for 
non-governmental, e inment-oriented motion picture/video 
projects including, but not 11 • to, documentaries, books, web 
games, movies, television program , other types of medial 
related projects requesting the use of the ame, seal and 
insignia, and any other Departmental assistance 1 
multimedia project. 

Dl!IPtll&ll:l(lOn: 

PERMANE . at the end of the calendar year 
when superseded or obsuac:i~....u_· 
Archives 10 years after cutoff. 

SUpllleded byJob/ lam number: 

9A-\\ -5~3 -lo\').. - ()00'). -oo"leg 
Dall (MMIDDIYYVYJ: 

O\:\ \ <)_).1 ~o\L:\ 

Disposition: 
roved requests 

TEMP Y. Cutoff at end of calendar year when 
project is com Destroy or delete 6 years from 
cutoff. 

b. Rejected requests 

TEMPORARY. Destroy or delete 1 year TITil'!'l..n.m 


denial. 


SupllllldedbrJob/ lem IUllber: 

JA-tt - 6' ~ -').o\'l. ... oool - 00)~ ~oo'J.r 
Diii~

c"\\ l~ /~()\':\ 
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INAC11VE ·ALL lTEMI SUPERSEDED 
. . . . 

U.S. Department of Homeland Security 


Headquarters Records Schedules 


4 P.hotographs 

• 

·ssion-related photographs consisting of images, largely born-digital, 
an ocumenting press conferences, speeches, testimony, meetings, 
tours, ring-in ceremonies, portrait sittings (excluding passport 
photos), a other historically significant activities involving the 
Secretary an her high-level officials, along with OHS-supported 
facilities, technolo · s, and programs. Also covered are any related 
finding aids and docu entation necessary for the proper 
identification, retrieval, a use of the images . 

Routine photographs consist ages relating to employee award 
ceremonies; staff retirement or pro tion ceremonies; social events; 
workshops, campaigns, and celebratio common to most federal 
agencies; passport and portrait sittings inv ing low-level OHS 
personnel. 
Routine category also encompasses any mission- lated images 
lacking adequate captioning, having technical or aes tic 
deficiencies, or providing coverage in excess of what is uired for 
adequate and proper documentation. 

5 Pres 

May include the ary's statements and remarks, audio 
recordings, transcripts, an ther press conference related record 
not scheduled elsewhere. 

• 
 6 Pre nee Records - Background Material 


Research and Backgroun orking Papers and Drafts 

sposition: 
a. · sion-related photographs 
PER NT. Cut off records annually. Transfer to 
NARA in 3 r blocks at the end of the last year of the 
block (e.g. 200 008 block transferred to NARA at the 
end of 2008), along · h any related documentation and 
external finding aids in ronic form. 

b. Routine photographs 
TEMPORARY. Cut off at the end calendar year 
in which created. Destroy or delete 1 ye 
cutoff. 

Supenredad bJJob/ llam number: 

~"";\--Slf~ -'lo\'l-OOOl-OOOl -t ooo<(S 
Dale (MMIDDIV\'YY): 

dj I2-"Z. l 1.<>\l\ 

Cut off at end of the calendar year in 
which the e occurs. Transfer to the National 
Archives in block years, 5 years after cutoff. 

Disposition: 
TEMPORARY. Cut off at end of the cale ear in 
which the record is created. Destroy or delete 
after cutoff. 

Superseded bJ jab/ llam number. 

.DA-\\ -5<o'3> -)o\°).-00\:>J,. -000'"5 °'" IDOO~ 
.,... (MM(DDIVYYY): 

o"\ \'),'). \~O\~ . 
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INACTIVE ·ALL ITEMS SUPERSEDED 

U.S. Department of Homeland Security 

Headquarters Records Schedules 

7 

ses related to OHS mission, programs, information or 
news. Thes rds may include, but are not limited to, mission 
related program anno ents; information on homeland security 
issues; OHS public meetings or s; and press conferences or 
interviews. 

• Records cons1 ckground papers, talking points, briefings, news 
clippings, documents on activities, reports on program and 
policy developments, news releases, eets, and other records 
used in formulating news or press releases. 

9 

Consists ~uests and responses to outside parties interested in 
using the DH 

(This item does not include requests inclu 
Multimedia Project Files) 

• 

position: 
PER Cut off at the end of the Secretary's 
term. Transfer to ars after cutoff or when 
volume warrants, whichever is s Superseded by: 

i)A1\-5S.3- 'J.a\"l.-aool - Cb6 
DATE (MMIDDIYVYV): 

Disposition: 0'1 lfl. -z.. fl r>! 4 
ll!MPOR'>RY Cut off at end of the calendar year in 
which the record is created. BestFeY or del@te 6.months_... d -... 
after cutoff. ~upers""e ..,. 

~f\-5,3-'Jo\ 7. -000'2.-ocic;b 
DATE (MMIDDJVYVY): 

Disposition: ft.: Ii ~ 
(}\ t :i. t o\ 

denial. 

8uplllleded..,Job/ lam number: 


Approved requests 
MP"HEC~ARY. Destroy or delete 2 years from date of 

b. Rejected requests 
TEMPORARY. Destroy or delete 1 vAJtMl:cl1m 

~~ifT-5t.o~-LD\'L-ooo1.. --ooZ..1.. 
Dabt~:

°"' l'l..'L \'lo\l\ 
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