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OFFICIAL RECORDS OF DEA ADMINISTRATOR 
DRUG ENFORCEMENT ADMINISTRATION
 

1.	 Records documenting the accomplishments, programs, activities, and projects of the Administrator. 
The official records of the Administrator are maintained by the Executive Assistant. 

a.	 Subject Files. Arranged alphabetically by subject.
 
Volume: approximately 8.0 cubic feet per year.
 

Disposition:.	 Permanent. Cut off at the end of the Administrator's tenure and retire to 
off-site storage 2 years after cutoff. Transfer to the National Archives 15 years 
after cut off. 

b.	 Chronological Files. Signed outgoing correspondence and attachments from latest to earliest 
date of signature. 

Volume: 5 cubic feet per year. 

Disposition:	 Temporary. Cut off annually and retire to off-site storage. Destroy 6 years after 
cut off. 

c.	 Working files of the Administrator maintained under the supervision of the Executive Assistant. 
Includes calendars, appointment books, schedules, briefing books, binders, logs, and other 
records documenting meetings, appointments, telephone calls, trips, visits, seminars, and other 
activities that contain unique and substantive information relating to official activities ofthe 
Administrator. 

Arrangement varies.
 
Volume: 5 cubic feet per year.
 

Disposition:	 Permanent. Cut off at the end of the Administrator's tenure and retire to off-site 
storage 2 years after cutoff. Transfer to the National Archives 15 years after 
cut off. 

d.	 Records documenting the Administrator's participation in committees and conferences (joint, 
intra-agency, and international). Included are agenda, minutes, final reports, and related records 
documenting the accomplishments and actions by the Administrator. 

Arrangement:	 Chronological. 
Volume: 5 cubic feet per year. 

Disposition:	 Permanent. Cut off at the end of the Administrator's tenure and retire to off-site 
storage 2 years after cut off. Transfer to the National Archives 15 years after cut 
off. 

e.	 ElectrOniCCOPiesl~e-~~~~~· 

Disposition:	 Temporary. Delete after recordkeeping copy has been produced. 



• • 2. Records documenting the activities and projects ofthe Executive Assistant and Special Assistant to 
the Administrator. Included are calendars, appointment books, schedules, logs, and other records 
documenting meetings, appointments, telephone calls, trips, visits, and other activities that contain 
unique and substantive information relating to the official activities of the Administrator's staff. 

a.	 Recordkeeping copy. 

Disposition: Temporary. Cut off at the end of each Administrator's tenure or when the 
individual departs the Administrator's staff and retire to off-site storage 2 years after cut off. 
Destroy 8 years after cut off. 

b.	 Electronic copies, ~JL -~ ~ ~ ~ ~. 

Disposition: Temporary. Delete after recordkeeping copy has been produced. 

3.	 Deputy Administrator's Chronological Files. Signed outgoing correspondence from earliest date of 
signature. 

Volume: 3 cubic feet per year. 

a.	 Recordkeeping copies. 

Disposition: Temporary. Cut off at the end of the Deputy Administrator's tenure and retire to 
off-site storage 2 years after cut off. Destroy 15 years after cut off. 

b.	 Electroniccopies, ~~-~ ~ ~~ ~ • 

Disposition: Temporary. Delete after recordkeeping copy has been produced. 

NOTE: All records shall be placed in boxes and sealed prior to transfer to off-site storage. Only 
authorized Drug Enforcement Administration personnel shall retrieve records from the boxes at off-site 
storage. 


