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Request for Records Disposition Authority 

Records Schedule Number DAA-0059-2011-0016 

SC1ieUJ:;' SI"tus Approved 

/I';ency o. Estabhsh=ient Department of State 

:?e( (lId Grdup 1 Scheculmq Group General Records of the Department of State 

nS( ords Schedule applies to Major Subdivsron 

~"1<~JorSubdrvrston Bureau of Diplomatic Security 

'It """~: :,,':'vISIOil Office of Information Security 

SC'h8:JUIP Subject Office of Information Security Records (DS/SIIIS) 
Internal aqency concurrences will No 
bo provrdeo 

fl2r::kqrounj Information 

Number of Total Dhposltlon Number of Permanent Number of Temporary Number of Wlthd'clwn 

Items Disposmon Items DISposition Items Disposmon Items 

6 0 6 0 

CAO Approval 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records DIsposition Authority Records Schedule DAA·0059·2011·0016 

Outline of Records Schedule Items for DAA-0059-2011-0016 

VIsitor Authorization Request (VARs) Files 
DIsposition Authority Number DAA-0059-2011-0016-0001 

? Sensitive Compartmented Information Facrlrties (SCIFs) Files 
DIsposition Authority Number DAA-0059-2011-0016-0002 

Security Incident Trackmg System (SECINTS) 

3 1 Master File 
DIsposition Authority Number DAA-0059-2011-0016-0003 

DO Form 254 Database 

Master File 
DIsposition Authority Number DAA-0059-2011-0016-0004 

Contractor SCI Access Request Files 
DIsposition Authority Number DAA-0059-2011-0016-0005 

Contractor Personnel Security Action File 
DIsposition Authority Number DAA-0059-2011-00 16-0006 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records DIsposition Authority Records Schedule DAA-0059-2011-0016 

Records Schedule Items 

VIsitor Authorization Request (VARs) Files 

DISposition Authority Number DAA-0059-2011-0016-0001 

Contains letters from company security officers with a copy of clearance 
documentation from Defense Security Service on any contractor working at or 
traveling to a DOS location domestically and overseas Filed by company name, 
data IS Input Into the VIsitors Security Clearance Tracking System (VSCTS) Also 
Includes sample VISit Authorization Request (VARs), correspondence regarding 
DoD clearance actions and supporting documentation regarding contract! 
Contracting Officer's Representatives (CORs) 

Final DIsposition Temporary 

Item Status Active 

Is tlus Item media neutral? Yes 

Do any of the records covered No 
bv [hiS Item currently exist In 

electrOniC formaus) other than a-
meli and wore! processinq? 

DISPOSition Instruction 

Destroy 2 year(s) after VAR expiratron date 

Additional Information 

GAO Approval Not Required 

Sensitive Compartmented Information Facilrtres (SCIFs) Files 

Drsposiuon Authority Number DAA-0059-2011-0016-0002 

Consists of documentation on the approval, creation, and maintenance of Sensitive 
Compartmented Information Facilrtres (SCI F) Includes the physical description 
and security for the facilrty, Fixed Facilrty Checklists (FFC), Requests from 
Interdepartmental bureaus to establish a SCIF, Correspondence to accept 
requests, SCIF floor plans and drawings, Penodic security reviews and Technical 
Security Countermeasures 

Temporary 

Active 

h Hils Item media neutral" Yes 

Do df1Y of the records covered No
 
by thrs Item currently exist In
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etectronic formatts) other then e
 
111<111end word prnu;):-:.slng?
 

DISposition Instruction 

Retention Period Destroy 2 year(s) after de-accreditation 

Additional Information 

GAO i\pproval Not Required
 

Security Incident Tracking System (SECINTS)
 

Master File
 

DISPOSition Authority Number DAA-0059-2011-0016-0003 

Security incident history tracking database for all DOS employees and tenant 
agencies Contains type of mordent, location, descnption, actions taken, etc since 
1970 

Final DISPOSition Temporary 

Item Status Active
 

Is this Item media neutral'}
 Yes 

Do any of tile records covered Yes
 
by this Item CUI rontly exist In
 

electronic format(s) other than e-

mail and word processing?
 

Do any of tile records covered Yes
 
by thrs Item exist as structured
 
electronic data?
 

DISPOSition Instruction 

Retennon Period Destroy 70 year(s) after last mordent 

Additional Information
 

GAO Approval Not Required
 

DO Form 254 Database 

!, Master File 

Disposmon Authority Number DAA-0059-2011-0016-0004 

Contains data extracted from forms DD Form 254 (Contract Security Classrncation) 
Issued to companies and contracts since 1990s 

Final DISPOSition Temporary 

Item ~~tiltuS Active 

Is this nom medra neutral? Yes 
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Do any of the records covered Yes 
by this Item currently exrst In 

electronic formatis) other than e-
melII ami word processmq? 

Do any of the records covered Yes 
by this rtern exist as structured 

electronic data? 

DISposition Instruction 

Retention Period Destroy 20 year(s) after close of contract 

Additional Information 

GAO Approval Not Required 

Contractor SCI Access Request Files 

Drsposnron Authority Number DAA-0059-2011-0016-0005 

Request for Sensitive Compartmented Information (SCI) access for contractors 
Includes letters from contracting firms, current VARs, clearance requests, and 
memoranda from CORs Filed by company name 

Final DISPOSition Temporary 

Item Status Active 

Is thrs Item media neutral? Yes 

Do any of the records covered No 
by thl::' Item currently exist III 
electronic format(s) other than e-
mail and word processmq? 

DISPOSition Instruction 

Retention Period Destroy after final decisron 

Additional Information 

GAO Approval Not Required 

Contractor Personnel Security Action File 

DIspOSItIOn Authority Number DAA-0059-2011-0016-0006 

Contains correspondence concerning requests for security clearances or public 
trust determinations for contractors 

Fmal DISPOSition Temporary 

Item Status Active 

Is trns Item media neutral? Yes 

Do any of tho records covered No 
by thrs Item currently exist In 
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clectroruc format(s) other than 
marl -md word processing? 

e-

DISposition Instruction 

Rf;\(mtlon Penod Destroy after final decisron 

Additional Information 

GAO Approval Not Required 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records DIsposition Authonty 

/\qency Certification 

I hereby certify that I am authonzed to act for this agency In matters 

proposed for disposal In thrs schedule are not now needed for the 

penods specified 

Signatory Information 

O'lte	 Action By 

09/22/2011	 Certify Tasha Thian 

04/17/2012	 Return for Revisro Ryan Morrone 
n 

04/27/2012 Submit For Certiftc Sheila Prince 
anon 

04/30/2012 Certify Tasha Tluan 

07/18/2012	 Submit for Concur Ryan Morrone 
rence 

07/18/2012 Concur	 Margaret 
Hawkins 

07/18/2012 Concur	 Laurence 
Brewer 

07/23/2012	 Approve David Fernero 

Records Schedule DAA-0059-2011-0016 

pertaining to the disposrtron of ItS records and that the records 

business of the agency or will not be needed after the retention 

Titie	 Orqaruzauon 

Agency Records Off AlGIS - AlGISIIPS/RA 
icer 

Appraiser	 National Archives and 
Records Administration 
- Records Management 
Services 

Program Analyst	 AlGIS - AlGIS/IPS/RA 

Agency Records Off AlGIS - AlGIS/IPS/RA 
icer 

Appraiser	 National Archives and 
Records Administration 
- Records Management 
Services 

Director of Records National Records 
Management Servrc Management Program 
es - Records Management 

Services 

Director, National R National Archives and 
ecords Management Records Administration 
Program - National Records 

Management Program 

Archrvrst of the Unite Office of the Archivist -
d States Office of the Archivist 
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