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March 16, 2011

Bureau of International Information Programs
Office of U.S. Speaker and Specialist Programs (IIP/S)

1 Central US Speaker and Specialist Files

Description Files contain substantive information relating to the overall activities of the
office director, division chiefs, program officers, and program coordinators 1n directing
and carrying out the policy and program functions and responsibilities of the Office.
Includes reports, correspondence, telegrams, memoranda, letters, policy files, project
records, reports, and other material related to the Office of U S Speakers and Specialists
Arranged chronologically by subject and/or project Covers the period FY-2000 to
present Privacy Act System of Records STATE-65 applies

Disposition PERMANENT Break files annually by fiscal year Retire when 3 years old
to a records storage facility for eventual transfer to the National Archives 1n five-year
blocks when twenty five years old

DispAuthNo New item
2 Individual U S Speaker and Specialist Files

Description Records related to individual grantees recruited as U S Speakers or
Specialists to participate 1n lecture programs abroad with foreign audiences Records
include project files both for individual grantees and for multiple grantees programmed
together as a team Speaker programs that use the Internet or other electronic means as
the communication medium, such as Web chats, Podcasts, and Digital Videoconferencing
(DVCQ), are also included Records include biographic data sheets, grant awards, follow-
up evaluation reports from posts and from grantee, and related correspondence U S.
Speaker and Specialist paper files are filed by fiscal year and 1n alphabetical order by last
name Covers the period FY-2000 to present. Privacy Act System of Records STATE-
65 applies

Disposition  TEMPORARY Break files annually by fiscal year Retire 3 years after
cutoff to a records storage facility. Destroy/delete 1n five-year blocks when 50 years old

DispAuthNo® New item



3 “Tracker” Database

Description. An unclassified automated database system that supports the U S Speakers
or Specialist program It contains records entered by program officers that are related to
individual grantees programmed as U S Speakers and Specialists The records include
grant documents, budget information, travel information, correspondence, biographies,
and evaluation data While much of this information 1s duplicated 1n the paper files that
program officers maintain on the individual Speaker programs for which they are
responsible, these files and the data 1n tracker do not completely overlap Since 2007 the
database contains only U S Speaker and Specialist program information including
financial and contact information, as well as Social Security and passport numbers of
speakers Prior to 2007 Tracker contained a substantial amount of information not related
to the Speaker program including information on book translations/copyrights, credit card
purchases, Information Resource Center support, print publications, and the Global
Technology Corps Partnership Program Tracker 1s unclassified, but does contain SBU
material due to personal information on Speakers such as financial and contact
information including social security and passport numbers Data covers the period FY-
1997 to present Privacy Act System of Records STATE-65 applies

a Electronic Files
(1) Biography Files
Description Content 1s described above under the database description

Disposition TEMPORARY Cut off on the last update date timestamp Destroy/delete
when 50 years old

DispAuthNo New Item
(2) All Other Files

Description Content 1s described above under the database description except the
Biography Files

Disposition. TEMPORARY Cut off at the end of the fiscal year when the project ends
Destroy/delete when 50 years old

DispAuthNo New Item







8 Chronological Files

Description Extra copies of communication, correspondence, and other documents
arranged 1n order of occurrence either alphabetically or by another method, and used as a
general reading and/or reference file.

Disposition TEMPORARY Destroy when objective has been served and/or when no
longer needed (usually one year)

DispAuthNo New item








