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6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to osition of its records 
and that the records proposed for disposal on the attached __ page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods sreClfied; and that written concurrence from 
the General Accounting Office, under the provisions of Title 8 0 the GAO Manual for Guidance of Federal 
Agencies,
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Bureau of South Asian Affairs 

Pakistan, Afghanistan and Bangladesh (PAB) 

Correspondence, letters, reports, telegrams, memorandums and other documents 
concernmg u.s. relations with and conditions in Pakistan, Afghanistan and Bangladesh 
that mclude issues such as foreign investments, foreign economic assistance, agriculture 
and forestry, arms control and disarmament, external political relations, refugees, 
assistance to citizens, visas, narcotics, environmental and cultural affairs. 

1. Subject or Program Files. 

Information arranged by TAGS/Terms, countries, subjects, and organizations 
documentmg the office's guidance and instruction on policy developments and issues 
regarding regional security, nuclear and missile nonproliferation and general issues of 
concern to the Department Documentation includes cables, memorandums, reports, 
newspaper articles, general correspondence, etc. 

a. Official Files 

DISPOSITION Destroy when 3 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. 

2. Historical Documents. 

Unique collections of records relating to key events, crisis, or Issues that have been 
retained in the office and maintained separately from the Program Files Includes 
telegrams, reports, news clippings, memorandums and other material 

a. Official FIles. 

DISPOSITION: Permanent Block tile annually. Retire when 10 years old to RSC for 
transfer to the WNRC Transfer to the National Archives when 25 years old. 

b. Electroruc 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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3. Chronological Files. 

Copies of outgoing cables and correspondence used strictly for convenience. 

DISPOSITION. Destroy when one year old or when no longer needed, whichever is 
sooner. 

4. Biographic Files. 

Telegrams, newspaper articles, intelligence repOlis, etc., containing background
 
information on political figures, foreign ministry officials, military leaders, etc.
 

a Official Files.
 

DISPOSITION: Retain in the office. Screen and destroy when no longer needed.
 

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

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

5. 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 recordkeepmg copy has been 
produced 

b Duplicate set
 

DISPOSITION: Destroy when 1 year old or when no longer needed.
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