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DEPUTY ASSISTANT SECRETARY FOR 
ACADEMIC PROGRAMS (ECA/A) 

1. Subiect Files. 

Arranged by subject. Reports containing information relating to the activities of the Deputy Assistant Secretary in directing and carrying out the functions m:id responsibilities for the Academic programs. Includes correspondence, telegrams, memoranda, letters, policy files, reports, and related materials. Break files annually. 
DISPOSITION: PERMANENT. Cut off annually. Transfer to Department's Records Service Center (RSC) three years after cutoff for transfer to a records storage facility. Transfer to the National Archives twenty-five years after cutoff in five-year blocks. 
2. Program Files. 

Arranged by academic program. Files containing information relating to the activities, functions, duties, and responsibilities of the Executive staff. Includes reports, correspondence, memoranda, telegrams, project records, policy files, and other material related to Academic Exchange Programs. Break files annually. 
DISPOSITION: PERMANENT. Cut off when grant ends or is renewed. Transfer to :. RSC three years after cutoff for transfer to a records storage facility. Transfer to the , ·oNational Archives twenty-five years after cutoff in five-year blocks. 
3. Schedule of Daily Activities. 

Calendars, appointment books, schedules, logs, dairies, and other records documenting the daily activities of the Deputy Assistant Secretary and assistants in an official capacity, created and maintained in hard copy or electronic form. Materials determined to be "personal records" are not covered by this item. 
DISPOSITION: Temporary. Destroy or delete when no longer needed for convenience of reference. 
4. Electronic Mail and Word Processing Copies. 

Electronic copies of records that are created on electronic mail and word processing systems and used solely to generate recordkeeping copy of the records covered by other items in the schedule. Also includes electronic copies of records created on electronic mail and word processing systems that are maintained for updating, revision, or dissemination. 
inistrative value after the recordkeeping copy are made. Includes copies maintained by individuals in person es, person 

Obso\e.+e..: TheS('.. ·,te.ms. re,f,e.d o pr;,,f Mid f,t. proa,s.�. 
Qe.i'or-1-ed M c9,/8/IC\ by Merl �<30Mbdtuo 



• • •  

"?(,11+- 0V1d k proa5S-Tht�e. i-reit\l\� re/it.d cl. Qc,5o \e.+e... : J/8/10.. b!.f Merk �8�Mbe.ttu0 l2..e,po c+eA rM. 

· ctories, or other personal directories on hard disk or network drives, and copies on share ne ed only to produce the recordkeeping copy. 
DISPOSITION: TEMPORARY. Delete within 180 days after the recor copy has been produced. 

· used for dissemination, revision, or updating that is maintained in addition to the recordkeepmg 
DISPOSITION: TEMPORARY. Delete when dissemination, revision, or u completed. 




