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1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

Department of State
 
2 MAJOR SUBDIVISION In accordance With the prOVISIOns ot 44
 

USC 3303a the d is p o s in o n request,
Bureau of European and Canadian Affairs	 mcluding amendments, IS approved except
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4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ~t"iIVISTO~TH~UN~STATES. 

Marrla Braden	 261-8339 ~-~-O( ~~W. C2i</J 
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Ihereby certify that Iam authonzed to act for this agency In matters pertaining to tf\e/dlspositlOn of its records
 
and that the records proposed for disposal on the attached __ pagels) are not now needed for the business
 
of this agency or WITI not be needed after the retention penods specified, and that written concurrence from
 
the General Accountmg Office, under the provisions at TItle 8 at the GAO Manual for GUIdance of Federal
 
Agencies.
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Bureau of European and Canadian Affairs 

Office of the Executive Director 

1. Executive Director's Files. 

a. Subject Files. 

General correspondence, telegrams, memorandums, decision papers, rrunute of meetings, 
inspection reports and other documentation used by the Executive Director in directmg the 
adnurustration and management of the bureau. 

(1) Official Files.
 

DISPOSITION: Cut off annually Destroy when 3 years old.
 

(2) Electronic version of records created by electronic mail and word processing applications
 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
 

b. Ambassador Absences FIles.
 

Arranged alphabetically by post. Telegrams to and from posts regarding ambassador's absences 
and who is left in charge 

(1) Official Files.
 

DISPOSITION. Screen periodically and destroy documents when no longer current.
 

(2) Electronic version of records created by electroruc mail and word processing applications.
 

DISPOSITION: Destroy/delete withm 180 days after recordkeeping copy has been produced.
 

c Chronological Files.
 

Extra copies of commurucations arranged chronologically. The official communications are filed
 
ll1 the subject file.
 

DISPOSITION' Cut off annually Destroy when I year old.
 

2. Budget Section (FAAS Files). 

Documents reflect agency rennbursements for operatmg expenses at posts. Included are 
telegrams, e-mail, memoranda, pnntouts, etc. 
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a. Official FIles.
 

DISPOSITION: Cut off annually. Destroy when 3 years old.
 

b. Electroruc version of records created by electroruc mall and word processing applications.
 

DISPOSITION: Destroy/delete withm 180 days after recordkeepmg copy has been produced.
 

3. Post Budget Files. 

Subject files arranged by post covenng budget operations, Issues, and projects at posts. Included 
are telegrams, e-mail, reports and other related documents. 

a. Official Files.
 

DISPOSITION: Cut off annually. Destroy when 2 years old.
 

b. Electroruc version of records created by electronic mail and word processmg applications.
 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
 

4. Mission Program Plans. Arranged alphabetically by post. Contains background data and 
post profiles. 

(1) Official Files. 

DISPOSITION: Permanent. Cut off annually. Transfer to RSC when 5 years old for transfer to 
WNRC. Transfer to the National Archives when 25 years old. 

(2) Electronic version of records created by electroruc mail and word processmg applications. 

DISPOSITION: Destroy/delete withm 180 days after recordkeeping copy has been produced. 

5. FASCELL Fellowship Files. 

Arranged by country and name of fellow. Contains personnel actions, SF-171 's, telegrams, e-
mail, earnmg and leave statements, vouchers, memoranda, travel mvoices and related 
documents. 

a. Official Files.
 

DISPOSITION: Destroy 3 years after case ISclosed.
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b. Electronic version of records created by electronic mail and word processmg applications. 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced. 

6. Post Management Officers Files. 

Arranged by subject. Telegrams, memorandums, reports, guidehnes, procedural materials, 
telephone bills, copies of leases, post profiles, and other documentation relatmg to post 
management mcludmg leases, buildings and grounds, staffing, post evacuations, official 
vehicles, personal contracts, health, allowances, and fraud. 

a. Official FIles. 

DISPOSITION: Cut off annually. Destroy when 5 years old or when no longer needed, 
whichever IS sooner 

b. Electronic version of records created by electronic mail and word processmg applications. 

DISPOSITION: Destroy/delete withm 180 days after recordkeepmg copy has been produced. 
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