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1. Liaison Files

Files consisting of correspondence related to the NDIC liaison activities with Congress
and other federal, state, and local agencies. This includes information such as
memorandums, messages, weekly reports, coordinating actions, studies, meeting notes,
and responses to other offices. This file may contain classified material.

a. Interagency mission correspondence related to NDIC programs and strategic
planning: PERMANENT. Cut off files at end of calendar year. Retire to Federal
Records Center when volume necessitates. Offer to NARA in 5-year blocks, when
most recent record is 15 years old.

Estimated annual accumulation: 1 cubic foot.
Total volume to date: 12 cubic feet
Inclusive dates: 1994 to present

b. Correspondence related to administrative matters: TEMPORARY, Cut off files at end
of calendar year. Destroy 5 years after cutoff.

c. Electronic copies of records created with electronic mail and word processing
systems: TEMPORARY. Delete after recordkeeping copy has been produced.

2. External Presentations/Speeches Liaison File

This file consists of correspondence related to external presentations and speeches by
NDIC personnel. This includes requests to give speeches, briefings or presentations, and
may contain copies of the presentation.

a. Correspondence containing substantive information relating to the official activities
of the Director, Deputy Director, and the heads of offices and divisions, the substance
of which has not been incorporated into other official files: PERMANENT. Cut off
files at end of calendar year, Retire to Federal Records Center when volume
necessitates. Offer to NARA in 5-year blocks, when most recent is 15 years old.

Estimated annual accumulation: less than 1 cubic foot.
Total volume to date: less than 1 cubic foot
Inclusive dates: 1994 to present

b. Correspondence containing substantive information relating to the official activities
of other personnel, the substance of which has not been incorporated into other
official files: TEMPORARY. Cut off files at end of calendar year. Destroy 5 years
after cutoff.

c. Electronic copies of records created with electronic mail and word processing
systems: TEMPORARY, Delete after recordkeeping copy has been produced.
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3. Counterdrug Intelligence Coordinating Group (CDICG) / Counterdrug
Intelligence Executive Secretariat (CDX) File.

This file consists of correspondence related to the NDIC liaison activities with the
CDICG and the CDX. It contains information with the White House Task Force on the
“Review of the U.S. Counterdrug Intelligence Centers and Activities.” The review
resulted in the “General Counterdrug Intelligence Plan (GCIP).” This plan reflects the
collective need to clarify and make systemic improvements to U.S. drug intelligence and
information programs. This file may contain classified material.

a. All correspondence: PERMANENT. Cut off files at end of calendar year. Transfer to
Federal Records Center when volume necessitates. Offer to NARA in 5-year blocks,
when most recent is 20 years old.

Estimated annual accumulation: less than 1 cubic foot.
Total volume to date: less than 1 cubic foot
Inclusive dates: 1998 to present

b. Electronic copies of records created with electronic mail and word processing
systems: TEMPORARY. Delete after recordkeeping copy has been produced.

4, Congressional Committee and Subcommittee File

Correspondence related to various congressional committees’ actions on pending
legislation affecting or of major interest to NDIC., Included are memorandums, messages,
copies of legislative bills, and similar documents.

a. Mission correspondence: PERMANENT. Cut off files at end of calendar year. Retire
to Federal Records Center when volume necessitates. Offer to NARA in 5-year
blocks, when most recent record is 15 years old.

Estimated annual accumulation: less than 1 cubic foot.
Total volume to date: less than 1 cubic foot
Inclusive dates: 1994 to present

b. Administrative correspondence: TEMPORARY. Cut off files at end of calendar year.
Destroy 5 years after cutoff.

c. Electronic copies of records created with electronic mail and word processing
systems: TEMPORARY. Delete after recordkeeping copy has been produced.
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