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Request for Records D _ sition Authority 
(See Instructions on reverse) 

To: National Archives and Records Administration (NIR) 
Washington, DC 20408 

1. From: (Agency or establishment) 

D artment of State 

Job Number ,J J- 5'1 _/() ,. O 
Date Received 

2. Major Subdivision 

Office of Erner enc Mana ement 
3. Minor Subdivision 

Notification to Agency 
In accordance with the provisions of 44 
U.S.C. 3303a, the disposition request, in­
cluding amendments, is approved except for 
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approved" or "withdrawn" in column 10. 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) 

Lois Chichester 202 663-2776 

6. Agency Certification 
Ihereby certify that I am authori' to act for this agency In matters pertaining to the dipositlon of its records and that the records proposed 
for disposal on the attached page(s) are not now needed for the business of this agency or will note be needed after the retention 
periods specified; and that written concurrence from the General Accounting.Office, under the provisions of Title 8 of the GAO Manual for 
Guidance of Federal Agencies: 

[!] is not required D has been requested 

Signature of Agency Representative Title 

TashaM. Thi A enc Records Officer 

7. 9. GRSor 
Item 8. Description of Item and Proposed Disposition Superseded 

Number Job Citation 

See attached schedule for the Office ofEmergency Management (OEM) 
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Records Disposition Schedule 
Office of Emergency. Management (OEM) 

plan. Destroy 

1 ·Program Subject Files 

nged by subject. Records documenting the 
develop ,~--.-._._.nd issuance of the Department'sSuperseded by: 
domestic emergen ~V~...... agement policies and .DAA-GB,.s-e>, 01 fo-tjCOl/--oOO/ 
procedures. Included are 1 • nd plans, policy DATE (MM/DDNYYY): 
and issue papers, briefing materials, rett\'P,~ tudies,::f'ul~ IS-,;:>..o/G 
and related records. 

~l,t:'.S 
Disposition: Cut off after issuance of new directive or 

cutoff. 

DispAuthNo: Pending 

2. Emergency Management Center (EMC) Operations 
Files 

Description: Consists of meeting and training schedules, daily reports, 
marketing materials, Department notices concerning 
emergency preparedness and alert warning messages, 
duty rosters, and emergency preparedness presentations. 

Disposition: Temporary. Cut off file at end of each calendar year. 
Destroy 5 years after cutoff date. 

DispAuthNo: Pending 

3. Emergency Operations Files 

Description: Contains documentation on the Incident Management 
Team's (IMT) responses to emergency domestic incidents 
and/or events, also included but not limited to, IMT 
incident action plans and associated completed Incident 
Command System forms. 

Disposition: Temporary. Cut off file at end of each calendar year. 
Destroy 5 years after cutoff date. 

DispAuthNo: Pending 
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Facility Emergency Action Plans (FEAPS) 

L-,..___._ are building-specific emergency action plans, used 
Superseded by: to describe · taken across a wide range of domestic 

emergencies to ensure ~"'"... t of DepartmentDAA-G-1(2~-~ft:;-0()•¢-o(jOJ 
DATE (MM/DDNYYY): employees and protect property in ,......,_s where the 

Department occupies space. A FEAP is also kno1---:.t.~.__.__,({u.b ,sr ~/9 J'&t--nt!='S "Occupant Emergency Plan (OEP)." 

DH;scasu·tion: Temporary. Destroy when superseded or no longer 

Description: 

1neE~d..__whichever is later. 

DispAuthNo: Pending 

Bureau Emergency Action Plans (BEAPS) 

~~:::i._ are bureau-specific plans used to provide guidance 
Superseded by: to ensure tnt:r'Si:M:e.Iy_ of Department employees and to 

-:PAA 4~-0Q({p-catfp::ol ensure bureau readines 7:0-~ tinue Mission Essential 
DATE (MM/DDNYYY): Functions (MEFs) across a wide ranae--e;..a.omestic 

'(["1:J 16,J-011 J"Q:tt-nes emergencies that impact the Department. , 
Disposition: orary. Destroy when superseded or no longer 

neede , · 

DispAuthNo: Pending 

Emergency Planning Administrative Correspondence 
iles 

Description: Correspo~~r•co files relating to administration, training 
Supe_rseded by: schedules, Departm"""JTl'i..a tices concerning emergency 

l:'A-A-t&flb-.;)olb-0004-a:JO/ preparedness and alert warmnCT""l'l~.sages, duty rosters, 
DATE (MM/DDNVVV): and operation of the emergency planning m, notvuJJ 15,~? ;raitn,es covered elsewhere in this schedule. Note: this ite 

not cover records do.cumenting policy and procedures. 

Dispo · ·on: Destroy when 5 years old. 

DispAuthNo: Pen 

7. Office of Inspector General (OIG) Reports 

Description: Copies of OIG (Office of Inspector General) inspection, 
security oversight, and audit reports; documents relating 
to tasking actions involving OIG report recommendations; 
and reports of coordinating actions and responses to OIG 
recommendations. 

ever is later. 
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Disposition: Temporary. Cut off file at the end of each calendar year. 
Destroy 2 years after action is closed by the OIG or when 
no longer needed whichever is sooner. 

Superseded by:
DispAuthNo: Pending. ]) lh+-Sl!.$¥0/'1-()()09-()t>OI 

DATE (MM/DDNYVY): 

Drills and Exercises Files ::rul;1,.s, d€)11 
sists of after action assessment reports on telephone ~ 

drills, ro.noo-u:-..-tion drills, evacuation drills, shelter in place, 
tabletop exercis , d emergency notification tests. 

Temporary. Cut off file at e-"''" ach calendar year. 
Destroy 5 years after cutoff date. 

DispAuthNo: Pending 

9. Weekly Activity Reports (WAR) 

Description: Consists of weekly reports and weekly agendas on 
business activities. 

Disposition: Temporary. Destroy when no longer needed. 

DispAuthNo: Pending 

-19:- Training and Ot1treaeh Reeord 

Deseri11tion: tr. GeAe@I file of ageAC'/ spoAsored t@iAiAg, 
EXCLUDING record copy of maAuals, syllabuses, 
textbooks, aAd other t@iAiAg aids developed by the 
ageAcy. 

(1) CorrespoAdeAce, memoraAda, 
agreemeAts, authori2ati0As, reports, 
requiremeAt reviews, plaAs, aAd 
objectives relatiAg to the 
establishmeAt aAd ope@tioA of 
t@iAiAg courses aAd coAfereAces. 

Destro'/ wheA 5 '/ears old or 5 '/ears after completioA of a 
specific traiAiAg program. 

(2) BackgrouAd aAd workiAg files. 

Destro'/ ·.-,heA 3 years old. 

Dis11At1thNo: GRS 1, item 29a(1)(2) 
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¼!-;- General Travel Files 

Deseription: a,, RoutiAc admiAistrativc records iAcludiAg 
corrcspoAdcAcc forms, aAd related records 
pcrtaiAiAg to commercial aAd AoAcommcrcial 
agcAcy tra·,cl aAd traAsportatioA. 

Disposition: Temporary. Destro·, 1t•1hcA 2 years old. 

DispAuthNo: GRS 9, item 4 

-!t■" Passenger Transportation Files 

Deseription: a,, OrigiAal ·,ouchcrs aAd support documcAts co1ttcriAg 
passcAgcr traAsportatioA charges of settled fiscal 
accouAts, iAeludiAg registers aAd other coAtrol 
documcAts. 

Disposition: Tcmporarf. Destroy 6 years after the period of the 
accouAt. 

DispAuthNo: GRS 9, item 1(a) 

Budget Baekground Reeords 

Deseription: Cost statcmcAts, rough data aAd similar materials 
accumulated iA the prcparatioA of aAAual budget 
estimates, iAeludiAg duplicates of budget estimates aAd 
justificatioAs aAd related appropriatioA laAguagc sheets, 
Aarrativc statcmcAts, aAd related schedules; aAd 
origiAatiAg offices' copies of reports submitted to budget 
offices. 

Disposition: Temporary. Destro·, 1 ·,car after the close of fiscal year 
covered b·t the budget. 

DispAuthNo: GRS 5, item 2 

4:+. Supervisor's Personnel Files and Duplieate OPF 
Doeun,entation 

Deseription: a,, Supervisor's PcrsoAACI Files. 

CorrcspoAdcAcc, forms, aAd other records rclatiAg to 
positioAs, authorizatioAs, pcAdiAg actioAs, positioA 
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descriptions, awards, requests for personnel action, 
and records on indi11idual employees duplicated in or 
not appropriate for the OPF. 

Disposition: Temporary. R:e11ie·11 annually and destroy superseded or 
obsolete documents, or destro·1 file relating to an 
emplo·1ee within 1 year after separation or transfer. 

DispAt1thNo: GR:S 1, item 18(a) 
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