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March 6, 2002
BUREAU OF POLITICAL MILITARY AFFAIRS (PM/CPA)

Office of Congressional and Public Affairs

1. Briefing Books

a. Files contain master set of briefing books relating to information prepared for front office principals, consisting
of agenda, remarks by the principal, and background papers/issues. Arranged by event. 1999 to present.

Permanent. Cutoff at end of calendar year. Hold in current file area and retire to Records Service Center when five

years old. Transfer to WNRC when 10 years old. Transfer to National Archives when 25 years old in five-year
blocks. (New item)

) . ) ) ) Olbsolbh- s These i¥ems (L/ied’ a Pr.""" "ﬂd
: roduced on electronic mail and word processing systems. Fle process.
lk Sgambeters
Temporary. Delete once recordkeeping copy has been produced: i rZ‘P"rh'd m Qg by Macle 3

2. Chronological Files

a. Files contain CPA generated correspondence for signature and other documentation pertaining to Political
Military issues. 1999 to present.

Temporary. Cutoff at end of calendar year. Hold in current file area and destroy when two years. (New item)

: ; ies produced on electronic mail and word processing systems. . o

Temporary. Delete once recordkeeping copy has been produced. {INew-item)— argfa

3. Congressional Inquiries
a. File contains copies of incoming congressionals and action office responses.

Temporary. Cutoff at end of calendar year. Hold in current file area and retire to Records Service Center when
two years old. Transfer to WNRC when 10 years old. Destroy when 20 years old. (New item)

~D. Electronie-copies produced on electronic mail and word processing systems. O}) solete Qe above nofe

Temporary. Delete once recordkeeping copy has been produced. (New-iten)m—__ Aignq
4. Legislative Referral Memorandum

a. Files include materials from the Office of Management and Budget containing memorandum action from
testimonies and upcoming hearings on legislation requesting the clearance and comments from the Department.

Temporary. Cutoff at end of calendar year. Hold in current file area and destroy when two years old. (New item)

. i ies produced on electronic mail and word processing systems. .
Obsolete . See abave note
Temporary. Delete once recordkeeping copy has been produced: i 9_ /8119



S. Press Guidance
a. Files contain background information on developed questions based on issues covered in the daily media.
Temporary. Cutoff at end of calendar year. Hold in current file area and destroy when two years old. (New item)

b Efectreniecaopieg produced on electronic mail and word processing systems. Obéold’ e. These items rlfluf
3 print and file process.
Temporary. Delete once recordkeeping copy has been produced. (Newrem)y—— eroc ted o 2(8/1 by
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