Request for Records Dposition Authority

(See Instructions on reverse)

Lega Blank (NARA Use Only)

To: National Archives and Records Administration (NIR)

Washington, DC 20408

Job Number

N I- 59-

10-09

1. From: (Agency or establishment)

Department of State

Date Received

2[1s /1o

2. Major Subdivision

Office of Emergency Management

3. Minor Subdivision

Notlf' cation to Agency
In accordance with the provisions of 44
U.S.C. 33038, 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approved" or "withdrawn" in column 10.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
Lois Chichester

5. Telephone (include area code)
202 663-2776

Dat QJ \L\ q

iviﬂt United States
1\
& - h]

6. Agency Certification

I hereby certify that | am authorizgg to act for this agency in matters pertaining to the diposition of its records and that the records proposed
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

for disposal on the attached

Guidance of Federal Agencies:

is not required Wd

D has been requested

Signature of Agency Representative Title Date (m
Tasha M. Thi Agency Records Officer / ‘/ /0
7. 9. GRSor 10 Actlon
ltem 8. Description of ltem and Proposed Disposition Superseded taken (NARA
Number Job Citation Use Only)

See attached schedule for the Office of Emergency Management (OEM)
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» 1
Description:
Superseded by:
DAA-GRS-3 6] b~000¥-oool
DATE (MM/DD/YYYY):
Tuly 1€ 0.0/5
IDarnes
Disposition:
DispAuthNo:
2.

Description:

Disposition:
DispAuthNo:

3.
Description:

Disposition:

DispAuthNo:

March, 2011
Records Disposition Schedule
Office of Emergency. Management (OEM)

Program Subject Files

nged by subject. Records documenting the

nd issuance of the Department’s
domestic emergen agement policies and
procedures. Included are directi nd plans, policy
and issue papers, briefing materials, re tudies,
and related records.

' Cut off after issuance of new directive or
plan. Destroy cutoff.

Pending

Emergency Management Center (EMC) Operations
Files

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.

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

Pending

Emergency Operations Files

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.

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

Pending



Facility Emergency Action Plans (FEAPS)

Description: are building-specific emergency action plans, used
Superseded by: to describe actions taken across a wide range of domestic
DAA~BRE—2CI—00@-000] emergencies to ensure ty of Department
DATE (MM/DD/YYYY): employees and protect property in Duitdings where the

w15, 2017 Department occupies space. A FEAP is also kno
%WS “*Occupant Emergency Plan (OEP).”
i ition: Temporary. Destroy when superseded or no longer
whichever is later.

DispAuthNo: Pending

Bureau Emergency Action Plans (BEAPS)

Description: are bureau-specific plans used to provide guidance
Superseded by: to ensure of Department employees and to

DAA QRS- Aolb-p00-coo/ - ensure bureau readines tinue Mission Essential
DATE (MM/DD/YYYY): Functions (MEFs) across a wide ran

mfé’ ZS:QQli I atneg emergencies that impact the Department.

Disposition: orary. Destroy when superseded or no longer
' needed, whichever Is later.

DispAuthNo: Pending

Emergency Planning Administrative Correspondence
iles

Description: Correspo files relating to administration, training

Superseded by: schedules, Departm tices concerning emergency
A-ERS-261b—~0004-000f  Preparedness and alert warnin ages, duty rosters,
DATE (MM/DD/YYYY): and operation of the emergency planning m, not

Tuly 15, 308¢ TBotnec covered elsewhere in this schedule. Note: this ite
< not cover records documenting policy and procedures.

Disposition: 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.


https://tnt:r'Si:M:e.Iy

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. Trem 81 DAA. gpc-dp 2;-0005!"0001
DATE (MM/DD/YYYY):

Drills and Exercises Files Tulg\-sp D9

Description: sists of after action assessment reports on telephone %l&?)vua
drills, tion drills, evacuation drills, shelter in place,
tabletop exercis d emergency notification tests.

isposition: 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

B iotion: _c | file of training,











