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OFFICE OF INTERNATIONAL AFFAIRS

1 Technical Assistance Files

Files contain requests for technical assistance (TA), draft and final agreements with US AID on
TA projects, SEC TA communications, project plans and reports

Arrangement By country and then by subject, chronologically
Quantity Six file drawers
Disposition  Review annually Destroy when no longer needed

2 Institute Files

Files contain general information on the SEC’s International Institute for Securities Market
Development and on the SEC’s international Enforcement Training and Market Surveillance
Institute Program, including information on programs, participants, speakers, and materials

Arrangement By country and by subject
Quantity Four file drawers

Disposition

Item 1 - Permanent Subject files These consist of training materials arranged by subject used to
conduct the Institute Cut off annually and place in an inactive file Transfer to WNRC when 2
years old Transfer to the National Archives when 7 years old

Item 2 - Temporary Participant files These files are arranged by country and contain
information on Institute participants Destroy when no longer needed

3 International Organization and Meeting Files

Files contain reports and background information on international securities meetings in which
OIA participates as part of its principal mission These include Wilton Park, Penny Stock
Conference, COSRA, and IOSCO

Arrangement By subject, divided by year
Quantity Ten file drawers
Disposition

Item 1 - Temporary Selected conferences of continuing interest Cut off file at close of
conference Transfer to WNRC when 5 years old Destroy when 25 years old

Item 2 - Temporary Conferences not of continuing interest Transfer to FRC one year after
closing Destroy five years after conference is closed



5 Memorandum of Understanding (MOU) Files

These files contain 1)extra copies of MOUs with some background material attached, 2)work
papers generated during MOU formation, 3)substantive MOU meeting reports, closing memos,
and analyses

Arrangement By country
Quantity One file drawer

Disposition

Item 1 - Temporary MOU copy file contains copies of MOUSs with background material
Review annually and destroy when no longer needed

Item 2 - Temporary MOU Work papers Cutoff file after MOU has been agreed upon in writing
by both parties Retire to FRC in five year blocks Destroy when earliest file is 25 years old (For
example, MOU work papers 1990-94 would be retired 1n 1995 and destroyed in 2015)

Item 3 Temporary Substantive MOU meeting reports, closing memos and analyses Maintain
in OIA Country specific files remain active until the MOU 1s no longer in force Destroy when
no longer needed

6 Press Releases/Speech File

Files contain copies of speeches by principal OIA staff and copies of Commission speeches and
press releases

Arrangement By date
Quantity 14 file drawer

Disposition ~ Temporary Review annually Destroy when no longer needed
7 Country Files

Files contain country specific information maintained for OIA reference

Arrangement  Alphabetically by country
Quantity Twenty file drawers

Disposition

Item 1- Temporary Reference These include magazine articles, brochures, clippings and other
reference material originating outsitde OIA Review annually and destroy when no longer needed

Item 2- Temporary Correspondence These are subdivided by subject Files contain routine
meeting and project correspondence Review annually and destroy when no longer needed



8 Case Files
Files contain complete case histories of OIA enforcement investigations and information requests

Arrangement By case name
Quantity Fourteen file drawers

Disposition

Item 1 - Temporary Investigative case files Cut off on close of case Transfer annually to
WNRC Destroy when 25 years old

Item 2 - SEC Requests to Foreign Authorities Files contain copies of SEC information requests
to foreign authorities

Arrangement Alphabetically by country

Quantity Nine file drawers

Disposition  Temporary Cut off files at close of case Hold for one year after cutoff then
transfer to the FRC Destroy when 15 years old

Item 3 - Foreign Requests to the SEC Files contain information requests from foreign
authorities

Arrangement  Alphabetically by country

Quantity Six and Y file drawers

Disposition  Temporary Cut off files at close of case Hold for one year after cutoff then
transfer to the FRC Destroy when 15 years old

9 ISECA Legislative History Files

Files contain complete legislative history of the International Secunities Enforcement Cooperation
Act of 1990

Arrangement None

Quantity One box
Disposition  Temporary Review annually Destroy when no longer needed





