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May 25, 2010 

Office of the Coordinator 

1. Subject Files 

Description: Files contain substantive information relating to the activities of the 
Coordmator, Principal Deputy Coordinator, Deputy Coordinators, and their special 
assistants m directing and carrying out the policy and program functions, duties, and 
responsibilities of the Bureau of International lnfom1ation Programs. Includes reports, 
correspondence, telegrams, memoranda, letters, policy files, project records, reports, and 
other material related to IIP programs. Arranged chronologically by subject. Covers the 
period 2000 to present. 

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

DispAuthNo: New item. 

Descnption· ecords covered by this item include calendars, appointment books, 
schedules, logs, and ther records documenting the daily activities of the 
Coordmator, Principal Depu oordinator, Deputy Coordinators, and their assistants in 
an official capacity. These records ist of simple lists of dates, times, and name or 
place of appointments. 

Disposition: TEMPORARY. 

DispAuthNo: GRS-23, item Sa 

Description: ords accumulated by the Office of the Coordinator that relate to the 
mtemal administratI r housekeeping activities of the Office rather than the overall 
management and pohcy i · on functions for which it exists. In general, these records 
relate to the day-to-day admimstr · of the office. They mclude such issues as staffing 
procedures. training and travel, supplies office services, use of office space, 
equipment requests and receipts, and other sue terial that does not serve as official 
documentation of the programs of the Office, or of the 

Disposit10n: TEMPORARY. Break file at end of fiscal year. 
two years old or no longer needed, whichever is sooner. 

DispAuthNo: GRS-23, item 1 



Description: Dup 1c ocumentation of personnel files maintained outside personnel 
offices, especially those files lly maintained by ECA-IIP/EX/HR. 

Disposition: TEMPORARY. Review annually an troy superseded or obsolete 
documents related to an individual employee upon separatio 
year old, whichever 1s sooner. 

DispAuthNo: GRS-1, item 18a 

. Working Papers and Background Material 

Descript1 Included are extra copies of communications and correspondence; 
publications o e department, other Federal agencies; newspaper clippings, reference 
material; studies, n s, drafts, interim reports and background data on Office programs, 
projects and initiatives. 

a. Drafts recording necessa roval or changes and other essential documents. 

Disposition: Screen out official documents incorporation in the appropriate program 
file when projects or assignments are complete 

DispAuthNo: Note. See 5 F AH-4, H-215. 

b. Extra copies of communications and correspondence; pubh · ons of department 
and other Federal agencies; newspaper clippings; reference mate 
non-essential documents. 

D1spAuthNo: Non-record Destroy the remainder of the file when projects or 
assignn1ents are completed. Note: See 5 FAH-4, H-216 

6. 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: PERMANENT. Cutoff files annually by fiscal year. Retire when 3 years 
old to records storage facility for eventual transfer to the National Archives in five year 
blocks when twenty-five years old. 

DispAuthNo: New item. 



► 

Description: ments such as letters, memoranda, reports, handbooks, directives, and 
manuals recorded on e ronic media such as hard disks or floppy diskettes after they 
have been copied to an electro · recordkeeping system, paper, or microform for 
recordkeeping purposes. 

Disposition: TEMPORARY. Delete from word pro 
needed for updating or revision. 

DispAuthNo: GRS-20, item 13 

Description: nders and recipient's versions of electromc mail messages that meet the 
definition of Feder ecords, and any attachments to the record messages after they have 
been copied to an electro · recordkeepmg system, paper, or microform for 
recordkeeping purposes. 

Disposition: TEMPORARY. Delete from t -mail system after copying to a 
recordkeeping system. NOTE: Along with the me e text, the recordkeeping system 
must capture the names of sender and recipients and date smission data for 
recordkeeping purposes) and any receipt data when required. 

DispAuthNo. GRS-20, item 14 




