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Bureau of South Asian Affairs
Office of the Assistant Secretary
1. Assistant Secretary's Files.

Policy and decision papers, testimonies, studies, speeches, confirmation briefing papers, telegrams,
memorandums, briefing papers and books and correspondence arranged by subject.

a. Official Files.

DISPOSITION" Permanent. Retire when 3 years old to the RSC for transfer to the WNRC
Transfer to the National Archives when 25 years old in 5-year blocks.

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. Calendar Appointment Book. Listing of appointments and meetings.

a. Electronic Calendar.

DISPOSITION: Destroy when no longer needed.

b. Hard Copy Calendar:

DISPOSITION- Permanent Retire with subject files for the appropriate year.

3. Staff Assistants' Files.

a Subject Files

Copies of White House readings, reports, inspection reports, studies, briefing material, Special
Captions documents, and other documentation needing to be retained for operational purposes.

(1) Official Files.
DISPOSITION: Block by year Destroy when 2 years old
(2) Electronic version of records created by electronic mail and word processing applications

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy 1s produced.



4. NODIS/EXDIS Messages.
DISPOSITION: Destroy when no longer needed and inform S/S. DO NOT RETIRE.
5. Trip Files.

DISPOSITION: Return to appropriate Desk Office when 6 months old for inclusion in the official
file.

6. Briefing Books.

Briefing books generated for working group meetings, committees, transition teams, planning
groups, etc.

a. Master set
(1) Official Files.

DISPOSITION: Permanent. Retire when 5 years old or sooner to RSC for transfer to WNRC.
Transfer to the National Archives when 25 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.





