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1 From (Agency or establishment) £t-I, -::> I v-, 
Department of State	 Notlficat(on to' Agency 

2 Major Subdivision	 In accordance with the provisrons of 44
 
USC 3303a, the disposition request, In-
Office ofU S Speaker and Specialist Programs (IIP/S) cluding amendments, IS approved except for 

3 Minor Subdivrsron Items that may be marked "disposition not 
approved" or "withdrawn" In column 10 

4 Name of Person with whom to confer 5 Telephone (Include area code) Date	 k ""of t~ed States 

Cornelius Kelliher 1 202-261-8684 ~ c:1ln.e l\ I 'l~}.j l.e. 
6 Agency Certification
 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the dipositron of ItS records and that the records proposed
 

for disposal on the attached 4 page(s) are not now needed for the business of this agency or Will note be needed after the retention
 

penods specifled, and that wntten concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for
 
GUidance of Federal Aqencies
 

o IS not required D IS attached D has been requested

7J/1
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Tasha M Thlan/ ~/ 1,	 Agency Records Officer I 03-25-2009. 
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Number Job Citation Use Only) 
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March 16,2011 

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

1 Central U S Speaker and Specialist FIles 

Description Files contam substantrve mformation relatmg to the overall activmes of the 
office director, dIVIsIOnchiefs, program officers, and program coordmators in directmg 
and carrymg out the policy and program functions and responsrbihties of the Office. 
Includes reports, correspondence, telegrams, memoranda, letters, policy files, project 
records, reports, and other matenal related to the Office ofU S Speakers and Specialists 
Arranged chronologically by subject and/or project Covers the penod FY -2000 to 
present Pnvacy Act System of Records STATE-65 applies 

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

DispAuthl-Jo New Item 

2 Individual U S Speaker and Specialist FIles 

Descnption Records related to individual grantees recruited as U S Speakers or 
Specialists to participate in lecture programs abroad with foreign audiences Records 
mclude 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 commumcation medium, such as Web chats, Podcasts, and Digital Videoconferencmg 
(DYC), are also mcluded Records mclude biographic data sheets, grant awards, follow-
up evaluation reports from posts and from grantee, and related correspondence US. 
Speaker and Speciahst paper files are filed by fiscal year and m alphabetical order by last 
name Covers the penod FY-2000 to present. Pnvacy 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 m five-year blocks when 50 years old 

DispAuthlvo New Item 



3 "Tracker" Database 

Descnption. An unclassified automated database system that supports the U S Speakers 
or Specialist program It contams records entered by program officers that are related to 
mdrvidual grantees programmed as U S Speakers and Specialists The records mclude 
grant documents, budget information, travel mformation, correspondence, biographies, 
and evaluation data While much of this mformation ISduplicated m the paper files that 
program officers mamtam on the mdividual Speaker programs for which they are 
responsible, these files and the data in tracker do not completely overlap Smce 2007 the 
database contams only US Speaker and Specialist program information mcludmg 
financial and contact information, as well as Social Secunty and passport numbers of 
speakers Pnor to 2007 Tracker contamed a substantial amount of information not related 
to the Speaker program mcludmg information on book translations/copynghts, credit card 
purchases, Information Resource Center support, pnnt publications, and the Global 
Technology Corps Partnership Program Tracker IS unclassified, but does contam SBU 
matenal due to personal information on Speakers such as financial and contact 
information mcludmg social secunty and passport numbers Data covers the period FY-
1997 to present Pnvacy Act System of Records STATE-65 applies 

a Electromc FIles 

(1) BIOgraphy FlIes 

Description Content ISdescnbed above under the database descnption 

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

DispAuthblo New Item 

(2) All Other FIles 

Description Content ISdescnbed above under the database descnption 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 

Dtsp.Authblo New Item 

b Backup of files An electromc copy of the master Tracker Database retamed on dmly 
mcremental baSISand updated weekly to full backups Data ISretamed m case the 
database ISdamaged or madvertently erased 

DIsposItion Delete when the Identical records have been captured m a subsequent 
backup file or when the IdentICal records have been deleted. 

DISpAuthNo GRS 20, Item Sa 



c Documentation 

DescnptIOn Contams mformatIon assoclated \vlth the Tracker database The IT prOJect 
documentatIOn uses soft'vvareproducts as reposltones A prOject notebook holds paper 
copies of the documentatIOn Software allows documents to be controlled, accessed, and 
publIshed Vla 'Neb pages, It also allov/s shafIng by multiple users '.vho have appropnate 
access Documentation mcludes prOject plans, prOject schedules, status reports, test 
specificatIOns, and techmcal support documents 

DIspOSition TEMPORARY Destroy/delete upon authofIzed deletion of the related 
electrofllc records or upon destructIOn of the output of the system If the output ISneeded 
to protect the legal fIghts, whIchever IS later 

DlspAuthl'l"o GRS 20, Item lla (1) 

4 Schedule of Daily ActiVities 

DescnptIon The records covered by thIS Item mclude calendars, appomtment books, 
schedules, logs, and any other records documentmg the daily activities of the Office 
duector, dIVISIOnchiefs, program officers, and program coordmators m an offiCIal 
capaCIty These records consist of simple lists of dates, times, and name or place of 
appomtments 

DISpOSitIOn TEMPORARY Destroy or delete 'Nhen 2 years old or when no longer 
needed, whichever is longer 

DlspAuthl'io GRS 23, Item 5a 

5 Office Admmistrative Files 

DescnptIOn Records accumulated by the Office that relate to the internal admmlstratIOn 
or housekeepmg activities of the Office rather than the overall program, polIcy, and 
evaluatIOn functions for \vhICh It e)(!sts In general, these records relate to the day to day 
admmlstratIOn of the office They mclude such Issues as staffing procedures, trammg and 
travel, supplies and office servICes, use of office space, eqUipment requests and receipts, 
and other such matenal that does not serve as offiCial documentatIOn of the programs of 
the Office 

DIspOSItion. TEMPORARY Break file at end of fiscal year Destroy these Items when 2 
years old or no longer needed, whIChever IS sooner 

DISpAuthl'io GRS 23, Item 1 



6 DuplIcate Personnel Flies 

DescnptIon DuplIcate documentation of personnel files mamtamed outside personnel 
offices, especially those files centrally mamtamed by EGA IIPIEXIHR. 

DIsposition TEMPORt'..:RY ReVIe'Nannually and destroy superseded or obsolete 
documents related to an mdividual employee upon separatIOn or transfer, or ""hen 1 year 
old, v,hlChever IS sooner 

DispAuth1'io GRS I, item I Sa 

7. Workmg Papers and Background Matenal FILING INSTRUCTION 

DescnptIOn Included are extra copies of commUnICatIOns and correspondence, 
publIcatIOns of the department, other Federal agencIes, newspaper chppmgs, reference 
matenals, studIes, notes, drafts mtenm reports and background data on Office programs, 
prO]ects and mitlatives 

a Drafts recordmg necessary approval or changes and other essentIal documents 

DispOSition TEMPORA,RY Screen out offiCial documents for mcorporatIOn m the 
appropnate program file when prOjects or assignments are completed 

DispAuthNo See 5 FAH 4 H 215 

b E}(tra copies of commUnIcatIOns and correspondence, publIcatIOns of department and 
other Federal agencIes, newspaper chppmgs, reference matenal and other non essential 
documents 

DiSpositIOn Nonrecord Destroy/delete the remamder of the file when prOjects or 
assIgnments are completed 

DISpAuthNo See 5 FAH 4 H 216 

8 Chronological FIles 

Descnption Extra copies of communication, correspondence, and other documents 
arranged m order of occurrence either alphabetIcally or by another method, and used as a 
general readmg and/or reference file. 

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

Dtsp.Authblo New Item 



9 ')lord ProcessIng Files 

DescnptIon Documents such as letters, memoranda, reports, handbooks, duectIves, and 
manuals recorded on electromc media such as hard disks or floppy diskettes after they 
have been copIed to an electromc recordkeepIng system, paper, or miCroform for 
recordkeepIng purposes 

DispositiOn TEMPORARY Delete from 'lrord proceSSIng system 'lrhen no longer 
needed for updatIng or reVISiOn 

DISpAuthNo GRS 20, item 13 

10 Electromc MatI Records 

DescnptiOn Senders and recIpient's verSiOns of electromc mail messages that meet the 
defimtiOn of Federal records, and any attachments to the record messages after they have 
been copied to an electromc recordkeepIng system, paper, or miCroform for 
recordkeepIng purposes 

DIsposItion TEMPORARY Delete from the e mall system after copying to a 
recordkeepIng system NOTE Along with the message text, the recordkeepIng system 
must capture the names of sender and recipients and date (transmIsSiOn data for 
recordkeepIng purposes) and any receipt data when reqUired 

DlspAuthNo GRS 20, Item 14 




