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Bureau of Diplomatic Security Executive Directorate

Office of the Chief Financial Officer
Records Disposition Schedule

Financial Planning Division (DS/EX/CFO/FP)

1.

Description:

Disposition:

DispAuthNo:

2.

Description:

Disposition:

DispAuthNo:

3.

Description:

Disposition:

DispAuthNo:

Chief Financial Officer’s Budget Correspondence Files

Correspondence files documenting the Department’s budget policy and
procedures including internal procedures, routine administration, and other
matters relating to Diplomatic Security budgetary activities

Temporary Cut off at end of fiscal year. Destroy 5 years after cutoff

Budget Apportionment Files

Recordkeeping copies of Diplomatic Security budget estimates and
justifications prepared by bureau and subordinates regarding worldwide
allotment, obligations and expenditures

Temporary Cut off when funding has been expended Destroy 7 years after
cutoff

Reimbursement Files

Copies of reimbursements with other agencies, funding, justifications,
payment information and other related documentation regarding Diplomatic
Security activities

Temporary Cut off at end of fiscal year Destroy 6 years and 3 months after
cutoff

Financial Execution Division (DS/EX/CFO/FE)

4.

Description:

Disposition:

DispAuthNo:

|
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Miscellaneous Obligations

Funds expended for obligations with one year expiration, trans codes,
training, interagency agreements and other related documentation.

Temporary Destroy 6 years and 3 months after close out of the
appropriation, or 1n the case of no year appropriation until expended
whichever 1s later
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Records Common To Both Divisions

S. Advice of Allotment

Description: Documentation of funds allocated for Diplomatic Security activities
worldwide regarding travel, training, equipment, supplies and other
related information that 1s maintained in the Budget Resource
Management System (BRMS).

Disposition: Temporary Cutoff end of fiscal year Destroy 6 years and 3 months after
cutoff

DispAuthNo:

. ___ __ ________ .
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