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Office of Publications

1. Subject/Project Files

Description: Files contain substantive information relating to the activities of the Office
director, division chiefs, and staff in 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 Publications. Arranged chronologically by subject and/or project. Covers the
period 2000 to present.

Disposition: PERMANENT. Break files annually, by fiscal year. Transfer to a records
storage facility when 3 years old for eventual transfer to the National Archives in five-
year blocks when twenty five years old.

DispAuthNo: New item
2. Electronic Journals

Description: Monthly journal produced in electronic and print format, focusing on one
thematic issue per month.

Disposition: PERMANENT. Break annually by fiscal year and by language. Retain one
print copy of each issue, including language versions where applicable. Transfer a
records storage facility when three years old for eventual transfer to the National
Archives in five-year blocks when twenty five years old.

DispAuthNo: New item
3. Pamphlets and Booklets

Description: File contains pamphlets and booklets produced on specific thematic issues,
including the “Outline” series on U.S. history, geography, etc.

Disposition: PERMANENT. Break annually, by fiscal year and language. Retain one
copy of each pamphlet and booklet, including language versions where applicable.
Transfer when three years old to a records storage facility for eventual transfer to the
National Archives in five-year blocks when twenty five years old.

DispAuthNo: New item



4. Paper Shows
Description: Paper shows and posters, either individual items or sets.

Disposition: PERMANENT. Break annually by fiscal year. Retain one copy of each
paper show and poster. If an agency distribution list for posters exists, place NARA on
the list to receive two copies of each poster upon printing and distribution. If a
distribution list does not exist, break annually by fiscal year and transfer two copies of
each paper show and/or poster to NARA at the end of each fiscal year.

DispAuthNo: New item

5. “Hi” Magazine
Description: Arabic-language magazine published 2003-2006. See items (a) through (¢)
for specific disposition.

(a) “Hi” Magazine issues.

Disposition: PERMANENT. Break annually. Retain one copy of each issue. Transfer to
a records storage facility when three years old for eventual transfer to the National
Archives in five-year blocks when twenty five years old.

New item

(b) “Hi” Magazine history files, including significant reports, studies, correspondence,
and policy decisions.

Disposition: PERMANENT. Break files annually by fiscal year. Transfer when three
years old to a records storage facility for eventual transfer to the National Archives in
five-year blocks when twenty five years old.

New item




6. Article Alerts

Description: A file that contains electronic copies of biweekly compilation of summaries
of significant articles for embassy use as public diplomacy reference and outreach tools.

IIP writers identify and collect articles of interest, prepare summaries of the articles, and
submit the summaries to the editor, who produces the bi-weekly summaries. Summaries
are posted to the Information Resource Center (IRC) IRC listserv.

Disposition: TEMPORARY. Break files annually, by fiscal year. Destroy/delete when
obsolete or of no further reference and/or outreach value.

DispAuthNo: New item
7. Copyright Clearances

Description: Agreements for purchase of publication rights from commercial sources,
including copyright clearances.

Disposition: TEMPORARY. Break files annually by fiscal year. Retain in office until
copyright agreement has expired. Destroy one year after expiration of agreement.

DispAuthNo: New item
8. Books in Translation

Description: Includes files and correspondence related to translated book program,
including correspondence with field posts, book orders, book lists, etc.

Disposition: TEMPORARY. Break files annually, by fiscal year. Destroy after three
years or when obsolete or otherwise of no further value, whichever occurs first.

DispAuthNo: New item







13. Chronological Files
Description: Extra copies of communication, correspondence, and other documents
arranged in order of occurrence either alphabetically or by another method, and used as a

general reading and/or reference file.

Disposition: TEMPORARY. Destroy when one year old or sooner if objective has been
served.

DispAuthNo: New item






