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Bureau of European and Canadian Affairs 

Office of European Security and Political Affairs 

1. Country/Subject Files. 

a. Program FIles 

Memorandums, telegrams, meetmgs, negotiations, bnefing matenals, base agreements, 
military defense documents, mtelhgence reports, working group papers, background 
materials, allied consultations, bilateral and multilateral agreements, position papers, talking 
pomts and other matenal related to the development of U.S. policies on pohtical-mihtary, 
secunty, and NATO Issues in Europe 

(1) OffiCIal FIles. 

DISPOSITION: Permanent Cut off annually. Transfer to RSC when 3 years old or sooner 
if no longer needed for transfer to WNRC. Transfer to the National Archives when 25 years 
old. 

(2) Electroruc version of records created by electroruc mall and word processmg 
applications. 

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

b. Non-substantIve correspondence, memorandums and related papers that do not establish, 
dISCUSSor define foreign policy or set precedent. 

(1) Official Files.
 

DISPOSITION: Destroy when 3 years old.
 

(2) Electroruc version of records created by electronic mall and word processmg 
applications. 

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

produced. 

2. Chronological Files. 

Extra copies of documents of mcoming and outgoing correspondence and communicatIons 
of all types, arranged chronologically without regard to subject. 

DISPOSITION: Cut off annually. Destroy when one year old or when no longer needed, 
whichever IS sooner. 
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3. Special Collections. 

Program files on important events, cnsis or high profile Issues that were kept because of 
their informational value when corresponding blocks of records were retired. FIle includes 
reports, clippings, telegrams, memorandums and related matenal. 

a. Official Files. 

DISPOSITION: Permanent, Transfer to RSC for transfer to WNRC when 10 years old or 
sooner If no longer needed 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. 

4. Briefing Books. 

Bnefing books generated for meetings, cormmttees, working groups, transition teams, 
Congressional heanngs and planrung groups. 

a. Master set. 

(1) Official FIles. 

DISPOSITION: Permanent. Transfer to RSC for transfer to WNRC when 5 years old or 
sooner If no longer needed. Transfer to the National Archives when 25 years old. 

(2) Electromc version of records created by electromc mail and word processing 
applications. 

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

b. Duplicate set. 

DISPOSITION: Destroy when 1 year old or sooner if no longer needed for current 
operation 
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5. Biographic Files. 

Background information maintained on pohticalleaders, foreign ministry officials, and 
military leaders. File includes reports, telegrams, newspaper articles, memoranda, and 
information from other agencies and posts. 

a. Official Files. 

DISPOSITION: Penodically review and screen file. Offer to INRIB when no longer 
needed for current operatIon. 

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

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

6. Task Force/Working Group Files. 

Files accumulated dunng a Task Force consisting of actrvity logs (chronology of events), 
news tickers, press guidance and releases, memorandums, incommg and outgoing 
telegrams, Issue papers, contact hsts, schedules and minutes of meetings and other related 
documents. 

a. 7th Floor Task Force/Worklllg Group. 

(1) Official Files. 

DISPOSITION· After ascertaining that the disbandment report containing all substantive 
happenings and activities on a day-by-day, shift-by-shift baSISISreceived by Executive 
Secretariat (S/S-IRM), destroy 1 year after conclusion of Task Force. S/S-IRM is 
responsible for the histoncal record. 

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

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

b. Bureau Level Working Group. 

Administrative matenal consisting of information on staffing, schedules, telephone contact 
hsts, schedules of meetmgs and other non-substantive information. Substantive material 
consisting oftelegraphic traffic including other agency telegrams, the activity log 
(chronology of events), press guidance and releases, memorandums, papers and/or bnefing 
material. 
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(1) Official FIles. 

DISPOSITION: Permanent. Transfer to the RSC 1 year after conclusion of Working 
Group. Transfer to WNRC 5 years after conclusion, Transfer to the National Archives 
when 25 years old 

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

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

7. Negotiating Files. Includes all files on negotiations of treaties or international 
agreements, such as the Conventional Forces m Europe (CFE) Treaty, the NATO-RUSSIan 
Foundmg Act, and the Organization for Secunty and Cooperation m Europe (OSCE). 

Arranged by subject and country. Telegrams, printouts of e-mails WIth transmittal data, 
information memoranda, handwritten notes, action memoranda, speeches, briefing books, 
U.S. Government position papers, other countnes' position papers, correspondence, drafts of 
treaties and treaty paragraphs, reports, U.S. Government workmg group meetings, weekly 
summaries, press conferences, intelligence reports, and other related documents. 

(1) Official Files 

DISPOSITION: Permanent. 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 electronic mall and word processing 
apphcanons. . 

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

8. Automated Tracking System Files. 

Electronic log used to document the status of correspondence, taskmgs or other action items. 

DISPOSITION: Destroy or delete when no longer needed. 
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