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Bureau of European and Canadian Affairs
Office of Policy and Public Affairs
1. Country Files.

Documents reflect activities and 1ssues related to a specific country. Included are background
notes, press articles, post correspondence, general correspondence, and other related material.

a. Official Files.

DISPOSITION: Destroy when 1 year old

b. Electronic version of records created by electronic mail and word processing applications.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
2. Subject Files.

Consist of press articles, background notes, reports, White House statements, speeches and other
related documents on press 1ssues

a. Official Files.

DISPOSITION: Destroy when 1 year old.

b. Electronic version of records created by electronic mail and word processing applications.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
3. European U.S. Press.

Summaries of daily newspaper clippings from U.S. newspapers that are circulated throughout
the EUR Bureau and Foreign Service posts.

a. Official Files.
DISPOSITION: Destroy when 4 months old.
b. Electronic version of records created by electronic mail and word processing applications.

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
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4. Press Guidance Files.

Questions and answers prepared for the Department of State Spokesperson to be used during the
daily noon press briefings.

a. Official Files.

DISPOSITION: Destroy when 2 years old.

b. Electronic version of records created by electronic mail and word processing applications.
DISPOSITION. Destroy/delete within 180 days after recordkeeping copy has been produced.
5. Assistant Secretary’s Speeches.

Copies of speeches, statements and interviews to the press, Congress and conferences. Also,
included are press conferences held on-site during visits to other countries.

a. Official Files.

DISPOSITION: Permanent. Cuff off at the end of incumbent’s tenure. Retire to the RSC
immediately for transfer to the WNRC Transfer to the National Archives when 25 years old.

b. Electronic version of records created by electronic mail and word processing applications.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
6. Speeches (Deputy Assistant Secretary’s and other individuals).

Speeches, statements, press conferences by above named principals and various individuals
Senators, UN Secretary General, Department officials, the President, the Secretary and high
level officials of other countries.

a Official Files.

DISPOSITION: Destroy when no longer needed for reference.

b. Electronic version of records created by electronic mail and word processing applications.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.

7. Speaker Bio Files.

Biographic data on Bureau principals that is provided upon request from individuals or
organizations to which principals are speaking, meeting or visiting.



a. Official Files.

DISPOSITION: Destroy when superseded or when tenure of principal 1s terminated.

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

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