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Agencies are rem
inded that NARA reserves the right to review

 agency em
ail practices and records. Pursuant to 36 CFR 1239.20, 

NARA m
ay undertake an inspection involving high risk to significant records. Problem

s m
ay be identified through a risk 

assessm
ent or through other m

eans, such as reports in the m
edia, Congressional inquiries, allegations of unauthorized 

destruction, reports issued by the GAO
 or an agency's Inspector General, or observations by NARA staff m

em
bers.  

VERIFICATIO
N

 FO
R IM

PLEM
EN

TIN
G GRS 6.1: EM

AIL M
AN

AGED U
N

DER A CAPSTO
N

E APPRO
ACH 

SECTIO
N

 A: Agency and Scope Inform
ation 

This section captures general inform
ation about the agency and the scope of Capstone im

plem
entation.  This includes: 1) nam

e 
of the agency to w

hich this form
 applies; 2) applicable record group num

ber; 3) selection of w
hich GRS 6.1 item

s the agency is 
proposing to use; and 4) inform

ation on im
plem

entation scope, such as w
hether agency-w

ide or lim
ited to a specific 

com
ponent/office, as w

ell as inform
ation on legacy em

ail. 

NO
TE: O

ne form
 is required for each unique im

plem
entation plan (for exam

ple, if im
plem

entation is lim
ited to tw

o program
 

offices, but each program
 office differs in their im

plem
entation, one form

 for each is required) and/or per record group (RG) 
included (for exam

ple, a departm
ent im

plem
enting Capstone on behalf of their com

ponents w
hich have separate record group 

num
bers w

ould need to subm
it one form

 per com
ponent/record group). This ensures that all positions are appropriately 

identified and docum
ented. As a general rule, each record group num

ber w
ill require a separate form

.  

N
am

e of A
gency 

to W
hich this 

Form
 A

pplies: 

Record G
roup 

N
um

ber: 

D
epartm

ent of State 

0059 

** Please spell out full agency nam
e. Please do not use acronym

s. 

Is this form
 superseding a previous subm

ission? 
YES 

N
O

 

If yes, provide previous tracking num
ber assigned by NARA: 

GRS 6.1 item
(s) proposed for use: 

A
LL 

ITEM
 010 

ITEM
 011 

ITEM
 012 

Im
plem

entation scope for this subm
ission: 

A
gency-W

ide 
Com

ponent/O
ffice (explain in additional scope com

m
ents) 

N
ational A

rchives and Records A
dm

inistration 
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Additional Scope Com
m

ents. If an agency did not check “all” under the “GRS 6.1 item
(s) proposed for use” section, please 

sum
m

arize how
 other em

ail is to be m
anaged. If applicable, please include in this section all other RGs for w

hich your agency is 
subm

itting a separate form
 (for exam

ple, “The departm
ent w

ill also be subm
itting form

s for the follow
ing additional 

com
ponents: [list of com

ponents, w
ith their record group num

ber].”  N
O

TE: for agencies using item
 010, you m

ust also include 
the cutoff instructions to be used for im

plem
entation (for exam

ple, "cutoff of em
ail w

ill be annual" or "cutoff of em
ail w

ill be 
by em

ployee tenure"). 

1. The num
ber of positions identified on the N

A
 1005 m

ay not alw
ays m

atch the num
ber of accounts being actively journaled. This is due 

to vacant positions or because one person m
ay be serving in m

ultiple roles, e.g., the U
nder Secretary for M

anagem
ent also occupies the 

Chief Financial O
fficer role. 

2. The planned em
ail m

anagem
ent system

 w
ill be deployed A

gency-w
ide. H

ow
ever, a separate N

A
 1005 is being subm

itted for overseas 
posts because they are part of a separate record group (RG

 084). 
3. The D

epartm
ent m

ay decide to use item
 012 in the future and w

ill subm
it a new

 form
 at that tim

e. 
4. Positions listed in Category 2 are those considered broadly equivalent to an A

ssistant Secretary. 
5. Positions listed in Category 3 are those considered broadly equivalent to a D

eputy A
ssistant Secretary. 

6. Positions that m
ight fall under Categories 5, 6, 8 and 9, are included in our listings for Categories 2 and 3 due to their elevated billet 

w
ithin the D

epartm
ent of State. 

7. Certain positions have an additional classified account (three total) due to the nature of their w
ork. These positions have been 

identified for S, D
, M

, IN
R, and D

S and are reflected w
ithin the account totals. 

Cutoff Instructions for G
RS 6.1, item

 10 - Cut off at the end of tenure. Transfer to the N
ational A

rchives 25 years after cut off. 

** N
ote: Box w

ill expand to accom
m

odate text. 

Legacy Em
ail Scope. Agencies using this GRS are expected to apply the item

s being used to all legacy (existing) em
ail. Please 

provide any general inform
ation on legacy em

ail below
 (for exam

ple, “no legacy em
ail exists for this agency, as traditional 

records m
anagem

ent w
ith a print-and-file policy w

as enforced prior to Capstone adoption” or “agency w
ill be including legacy 

em
ail for all item

s being used, dating back to approxim
ately 2010.”)  

The D
epartm

ent w
ill be applying G

RS 6.1 item
 010 and item

 011 beginning on D
ecem

ber 31, 2016 and continuing day forw
ard for all 

em
ails. Pursuant to question 22, section A

 in the aforem
entioned FA

Q
 guidance, the D

epartm
ent w

ill also be using G
RS 23, item

 7 as part 
of its culling strategy. 

The D
epartm

ent w
ill be applying G

RS 6.1, item
 010 to any existing legacy senior official’s em

ails, including its em
ail collection that w

as 
previously m

aintained on disc com
m

only referred to as Cable A
rchive Retrieval System

. This reflects the D
epartm

ent’s effort to ensure as 
m

uch perm
anently valuable em

ail w
ill be transferred to N

A
RA

 as possible. 

The D
epartm

ent w
ill not be applying G

RS 6.1, item
 011 or item

 012 for tem
porary legacy em

ails created before D
ecem

ber 31, 2016. The 
D

epartm
ent w

ill be applying its other approved disposition authorities for these records pursuant to question 22, section B in the 
aforem

entioned FA
Q

. Please note, the D
epartm

ent routinely com
m

unicated w
ith its em

ployees concerning their records m
anagem

ent 
responsibilities through Cables and D

epartm
ent N

otices w
hich required each em

ployee to print-and-file and/or cross-file em
ail records. 

** N
ote: Box w

ill expand to accom
m

odate text. 

Capstone O
fficials and Classified A

ccounts. D
o any of the Capstone officials proposed on this list have 

em
ail accounts on security classified netw

orks or system
s? N

O
TE: This inform

ation w
ill be used by N

A
RA

 
YES 

N
O

 
for transfer planning purposes. 

U
RL to Agency O

rganization Chart (If not available online, please attach w
ith your subm

ission. NARA reserves the right to 
request additional inform

ation to facilitate review
): 

http://w
w

w
.state.gov/r/pa/ei/rls/dos/99494.htm

 

** N
ote: Box w

ill expand to accom
m

odate text. 

Contact Inform
ation for Agency Records O

fficer (Nam
e, Em

ail, and Phone): 

Tim
othy J. Kootz 

KootzTJ@
State.gov 

(202) 203-7257 
** N

ote: Box w
ill expand to accom

m
odate text. 

W
hom

 should N
ARA contact if there are any questions about this form

, or the inform
ation contained w

ithin? (Nam
e, Em

ail, 
N

ational A
rchives and Records A

dm
inistration 

Page 2 of 12 
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and Phone). NOTE: only complete if different from above. 

Khalid Golden 
Department of State 
GoldenK@State.gov 
(202) 203-7284 
** Note: Box will expand to accommodate text. 
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SECTION B: List of Capstone Accounts (GRS 6.1, item 010) 
This section captures a listing of all positions or roles that fit into the definitions provided in item 010 of GRS 6.1. This section is 
broken down to correspond to the ten categories provided under item 010.   

The number of accounts is an estimate of the number of accounts affiliated with an entry. For example, the head of the agency 
may be one Executive Director who utilizes two (2) different accounts to conduct business. In this case the entry would be 
“Executive Director” and the number of accounts would be “2.” 

Some agencies may not have any positions for certain categories. Please explain why under each applicable category. (For 
example, “We do not have any regional administrators” or “These positions are included under another submission” or “all the 
positions in this category are already covered in other categories.”) Please refer to GRS 6.1, the corresponding FAQ #6, and the 
definitions provided within each category below for additional information on which positions must be included in a Capstone 
approach. 

This section is required even in instances where only the temporary items (011 and/or 012) are being used, in which case it acts 
as an exception list. 

NOTE: the list should be of positions or roles (for example, “Secretary”), not specific individual names or email addresses (for 
example, “John Smith” or “John.Smith@agency.gov”). Agencies may summarize or condense specific levels of management, 
rather than repeat positions. For example, an agency may input one entry for “All Under-Secretaries” with a position total that 
represents the number of said positions, rather than listing out each specific Under-Secretary. 

Category 1) The head of the agency, such as Secretary, Commissioner, Administrator, Chairman or equivalent. The very top 
executive of the agency. For cabinet level agencies, this is typically a Secretary. For independent agencies, and components 
within cabinet level agencies, this may be a Commissioner, Administrator, Director, or a specialized title (such as “Archivist of 
the United States”). For other agencies, including Commissions and Boards, this may be a Chairman, Executive Director, a group 
of Commissioners, Council Members, Board Members, or the equivalent.  Most agencies will have one position for this category 
(although the one position may have multiple email accounts); some agencies, such as Commissions and Boards, may have 
multiple positions in the category. *If no positions are identified, please briefly explain why (for example, “Not applicable; no 
positions in this category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row Secretary of State 3 

(total number of accounts for this category; this number will auto-populate) 3 

Category 2) Principal assistants to the head of the agency (second tier of management), such as Under Secretaries, Assistant 
Secretaries, Assistant Commissioners, and/or their equivalents; this includes officers of the Armed Forces serving in 
comparable position(s). Generally the second-tier of management within an agency, this may include Under Secretaries, 
Assistant Secretaries, Assistant Commissioners, Vice Chairmen, etc. Some agencies may use other terminology, such as 
“Associate.” The number of positions at this level will vary greatly agency to agency. Some may only have one, such as an 
Assistant Commissioner, while others may have multiple, such as numerous Assistant Secretaries each with oversight of a 
specific program, bureau, or line of business within the agency. *If no positions are identified, please briefly explain why (for 
example, “Not applicable; no positions in this category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row All Deputy Secretaries of State (2) 6 

Add 
Row 

Remove 
Last Row All Under Secretaries of State(6) 13 
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Add 
Row 

Remove 
Last Row All Assistant Secretaries (24) 50 

Add 
Row 

Remove 
Last Row Legal Adviser 2 

Add 
Row 

Remove 
Last Row Comptroller 2 

Add 
Row 

Remove 
Last Row All Special Envoys and Representatives(37) 74 

Add 
Row 

Remove 
Last Row Chief of Staff - Office of the Secretary 3 

Add 
Row 

Remove 
Last Row Chief Information Officer 2 

Add 
Row 

Remove 
Last Row Chief of Protocol 2 

Add 
Row 

Remove 
Last Row All Ambassadors at Large (6) 12 

Add 
Row 

Remove 
Last Row Medical Director 2 

Add 
Row 

Remove 
Last Row Inspector General 2 

Add 
Row 

Remove 
Last Row Counselor of the Department 2 

Add 
Row 

Remove 
Last Row Special Assistant to Secretary and Executive Secretary of the Department 3 

Add 
Row 

Remove 
Last Row Chief Economist 2 

Add 
Row 

Remove 
Last Row U.S. Coordinator for International Communications and Information Policy 2 

Add 
Row 

Remove 
Last Row Lead Coordinator for Iran Nuclear Implementation 2 

Add 
Row 

Remove 
Last Row Coordinator for Cyber Issues 2 

Add 
Row 

Remove 
Last Row Coordinator for Sanctions Policy 2 

Add 
Row 

Remove 
Last Row Coordinator for Threat Reduction Programs 2 

Add 
Row 

Remove 
Last Row Fissile Material Negotiator and Senior Cutoff Coordinator 2 

Add 
Row 

Remove 
Last Row International Information Programs Coordinator 2 

Add 
Row 

Remove 
Last Row Israel and the Palestinian Authority, U.S. Security Coordinator 2 

Add 
Row 

Remove 
Last Row 

Coordinator For the Center for Strategic Counterterrorism Communications(Global Engagement Center) 2 

Add 
Row 

Remove 
Last Row Director - M/PRI - Management Policy, Rightsizing, and Innovation 2 

Add 
Row 

Remove 
Last Row Director - FSI - Foreign Service Institute 2 

Add 
Row 

Remove 
Last Row Director - S/OCR - Office of Civil Rights 2 

Add 
Row 

Remove 
Last Row Director - F - Foreign Assistance 2 

National Archives and Records Administration Page 5 of 12 NA Form 1005 (03-16) 

II 



Add 
Row 

Remove 
Last Row Director - BP - Budget and Planning 2 

Add 
Row 

Remove 
Last Row Director - OBO - Overseas Building Operations 2 

Add 
Row 

Remove 
Last Row Director -S/P - Policy Planning 2 

Add 
Row 

Remove 
Last Row Director General of the Foreign Service and Director of Human Resources - DGHR 2 

Add 
Row 

Remove 
Last Row Director of Diplomatic Outreach, Office of Global Food Security 2 

Add 
Row 

Remove 
Last Row Director -M/OFM - Office of Foreign Missions 2 

Add 
Row 

Remove 
Last Row Director of the Afghanistan and Pakistan Strategic Partnership Office 2 

Add 
Row 

Remove 
Last Row Director of Economic Policy, Analysis and Public Diplomacy 2 

Add 
Row 

Remove 
Last Row Director for Major Events and Conferences 2 

Add 
Row 

Remove 
Last Row Coordinator of Counterterrorism 2 

Add 
Row 

Remove 
Last Row Senior Coordinator for International Information Technology Diplomacy 2 

Add 
Row 

Remove 
Last Row Senior Coordinator for Security Infrastructure 2 

Add 
Row 

Remove 
Last Row Senior Coordinator for Global Criminal Justice 2 

Add 
Row 

Remove 
Last Row Special Coordinator for Tibetan Issues 2 

Add 
Row 

Remove 
Last Row Department Spokesperson 2 

(total number of accounts for this category; this number will auto-populate) 233 

Category 3) Deputies of all positions in categories 1 and 2, and/or their equivalent(s). Most of the first- and second-tier 
executives covered in the first two categories have corresponding deputy position(s) that assist in the daily operations of the 
agency. This includes Deputy Secretaries, Deputy Commissioners, Deputy Assistant Commissioners, etc.  The number of deputy 
positions will also vary greatly from agency to agency. *If no positions are identified, please briefly explain why (for example, 
“Not applicable, no positions in this category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row All Deputy Assistant Secretaries (95) 198 

Add 
Row 

Remove 
Last Row All Principal Deputy Assistant Secretaries (24) 46 

Add 
Row 

Remove 
Last Row Deputy Executive Secretaries- S/ES (5) 10 

Add 
Row 

Remove 
Last Row Deputy Legal Adviser (3) 6 

Add 
Row 

Remove 
Last Row Deputy Chiefs of Protocol (2) 4 
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Add 
Row 

Remove 
Last Row Deputy Chief Information Officers (5) 10 

Add 
Row 

Remove 
Last Row Principal Deputy Chief Information Officer 2 

Add 
Row 

Remove 
Last Row Executive Assistants to the Deputy and Under Secretaries (8) 16 

Add 
Row 

Remove 
Last Row Deputy Inspector General 2 

Add 
Row 

Remove 
Last Row Director of Mental Health Services 2 

Add 
Row 

Remove 
Last Row Deputy Comptrollers(2) 4 

Add 
Row 

Remove 
Last Row Coordinator of U.S. Assistance to Europe and Eurasia 2 

Add 
Row 

Remove 
Last Row Deputy Chief of Staff - Office of the Secretary(2) 4 

Add 
Row 

Remove 
Last Row Deputy Directors - OBO - Overseas Building Operations(2) 4 

Add 
Row 

Remove 
Last Row Deputy Director - BP/OBA - Office of Budget and Analysis 2 

Add 
Row 

Remove 
Last Row Deputy Director - S/OCR - Office of Civil Rights 2 

Add 
Row 

Remove 
Last Row Deputy Director - FSI - Foreign Service Institute 2 

Add 
Row 

Remove 
Last Row Deputy Director - S/P Policy Planning 2 

Add 
Row 

Remove 
Last Row Deputy Director - BP - Payments Division 2 

Add 
Row 

Remove 
Last Row Principal Deputy Director - OBO - Overseas Building Operations 2 

Add 
Row 

Remove 
Last Row Principal Deputy Director - J/TIP - Trafficking in Persons 2 

Add 
Row 

Remove 
Last Row Principal Deputy Director - S/P - Policy Planning 2 

Add 
Row 

Remove 
Last Row Principal Deputy Legal Adviser 2 

Add 
Row 

Remove 
Last Row Deputy Director - M/PRI - Management Policy, Rightsizing, and Innovation 2 

Add 
Row 

Remove 
Last Row Deputy Director - Office of Foreign Assistance 2 

Add 
Row 

Remove 
Last Row Haiti Special Coordinator 2 

Add 
Row 

Remove 
Last Row Deputy Coordinator for Platforms - IIP/PL 2 

Add 
Row 

Remove 
Last Row Deputy Coordinator for Products - IIP/PD 2 

Add 
Row 

Remove 
Last Row 

Deputy Counterterrorism Coordinator For Homeland Security, Screening, and Designations 2 

Add 
Row 

Remove 
Last Row Deputy Counterterrorism Coordinator for Operations Policy & Military Coordination 2 

Add 
Row 

Remove 
Last Row Deputy Counterterrorism Coordinator for Regional and Multilateral Affairs 2 
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Add 
Row 

Remove 
Last Row Deputy Global Aids Coordinator 2 

Add 
Row 

Remove 
Last Row Deputy Transparency Coordinator 2 

Add 
Row 

Remove 
Last Row Principal Deputy Coordinator for International Information Programs 2 

Add 
Row 

Remove 
Last Row Principal Deputy Coordinator for Counter Terrorism 2 

Add 
Row 

Remove 
Last Row Associate Comptroller 2 

Add 
Row 

Remove 
Last Row Deputy Special Envoy for Israeli-Palestinian Negotiations 2 

Add 
Row 

Remove 
Last Row Deputy Medical Director 2 

Add 
Row 

Remove 
Last Row Senior Representative to Minsk Negotiations 2 

Add 
Row 

Remove 
Last Row U.S. Senior Official to the Asia-Pacific Economic Cooperation(APEC) 2 

Add 
Row 

Remove 
Last Row Personal Representative on on Issues related to Northern Ireland 2 

Add 
Row 

Remove 
Last Row Director of the Diplomatic Security Command Center 2 

Add 
Row 

Remove 
Last Row Deputy Coordinator for Programs - IIP/PR 2 

Add 
Row 

Remove 
Last Row Transparency Coordinator 2 

Add 
Row 

Remove 
Last Row 

Director - R/PPR - Policy Planning and Resources for Public Diplomacy and Public Affairs 2 

Add 
Row 

Remove 
Last Row Director of Strategic Information in the Office of the Global Aids Coordinator 2 

Add 
Row 

Remove 
Last Row Procurement Executive 2 

Add 
Row 

Remove 
Last Row Director of Clinical Services 2 

Add 
Row 

Remove 
Last Row Managing Director for International Media Engagement 2 

(total number of accounts for this category; this number will auto-populate) 380 

Category 4) Staff assistants to all positions in categories 1 and 2, such as special assistants, confidential assistants, military 
assistants, and/or aides. For those senior officials in categories 1 and 2, important work is often carried out by special 
assistants, confidential assistants, military assistants, aides, executive assistants, etc.  They may send email on behalf of senior 
officials and/or their email account contains email closely related to the responsibilities and actions of the senior officials they 
support. For example, a “special assistant” to the Secretary of Defense, or a “Counselor” to Secretary of Health and Human 
Services would fall into this category. *If no positions are identified, please briefly explain why (for example, “Not applicable, 
no positions in this category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row Special Assistants/Staff Assistants - Office of the Secretary (9) 27 
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(total number of accounts for this category; this number will auto-populate) 27 

Category 5) Principal management positions, such as Chief Operating Officer, Chief Information Officer, and Chief Financial 
Officer, and/or their equivalent(s). These positions tend to be those executives who have operational and management 
responsibilities within an agency, including Chief Operating Officer, Chief Information Officer, Chief Knowledge Officer, Chief 
Technology Officer, and Chief Financial Officer. These positions are often required by statute or Executive Order, such as, for 
example, the Chief Financial Officer Act and the Chief Technology Officer Act.  For some agencies, these positions may already 
be covered by other categories. *If no positions are identified, please briefly explain why (for example, “Not applicable; no 
positions in this category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row Positions are included in Categories 2 and 3. See Scope Comments above, page 2. 

(total number of accounts for this category; this number will auto-populate) 

Category 6) Directors of significant program offices, and/or their equivalent(s). Those Directors (or equivalents, such as 
Executive Directors, Managers, Directorates, or Chiefs) that oversee and manage major program offices, bureaus, or lines of 
business that support the agency mission. For example, many agencies will have a Director that oversees Congressional and 
Legislative affairs, or a Director that oversees one specific mission-related program office. For some agencies, these positions 
may already be covered by other categories. *If no positions are identified, please briefly explain why (for example, “Not 
applicable; no positions in this category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row White House Liaison 2 

Add 
Row 

Remove 
Last Row Director - Quadrennial Diplomacy and Development Review 2 

(total number of accounts for this category; this number will auto-populate) 4 

Category 7) Principal regional officials, such as Regional Administrators, and/or their equivalent(s). Those agencies with a 
regional structure must include the accounts of principal regional officials.  For most agencies with a regional presence this will 
be limited to Regional Administrators, or those officials who are responsible for the management and operations of specific 
regional areas (e.g., an agency that has 10 regions to carry out mission-critical activities would include those 10 Regional 
Administrators). It does not pertain to the heads of individual offices within regions, such as, but not limited to, customer-
service centers, processing centers, or administrative offices that conduct routine activities (e.g., passport offices, or Social 
Security claims processing offices). *If no positions are identified, please briefly explain why (for example, “Not applicable; no 
positions in this category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row 

Positions which meet the definition of category 7 are included in the submission NA-1005, GRS 6.1-0084-2016-0001 for Record Group 84 

(total number of accounts for this category; this number will auto-populate) 
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Category 8) Roles or positions that routinely and directly advise the above positions, including special advisers, General 
Counsels, Chiefs of Staff, Inspectors General, etc. M

any m
anagem

ent positions routinely provide advice and oversight to the 
agency in the course of daily business, and are involved in m

ission related policy form
ulation, im

plem
entation, and/or 

interpretation. This m
ay include general program

 oversight, legal protection and oversight, and daily operations and 
m

anagem
ent. For m

ost agencies this w
ill include General Counsels, Chiefs of Staff, Inspectors General and special advisers (such 

as “Policy Advisors”) w
ithin the top tiers of the agency. This does not include those that advise on purely adm

inistrative issues.  
For exam

ple, a Chief of Staff w
ithin a low

er tier of the agency w
ould not be included in this category. *If no positions are 

identified, please briefly explain w
hy (for exam

ple, “N
ot applicable; no positions in this category exist.”) 

PO
SITIO

N
 TITLE / RO

LE 
# of A

ccounts 

A
dd 

Row
 

Rem
ove 

Last Row
 Chief Speechw

riter 
2 

A
dd 

Row
 

Rem
ove 

Last Row
 O

m
budsm

an 
2 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor to Children's Issues 
2 

A
dd 

Row
 

Rem
ove 

Last Row
 

A
ll Senior A

dvisors For the Secretary, D
eputy Secretary, U

nder Secretaries, and A
ssistant Secretaries (48) 

96 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor for International D
isabilities Rights 

2 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor for Religious M
inorities in the N

ear East and South/Central A
sia 

2 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor for G
lobal Youth Issues 

2 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor for H
olocaust Issues 

2 

A
dd 

Row
 

Rem
ove 

Last Row
 Science and Technology A

dvisor 
2 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor for Secretary Initiatives 
2 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor for N
onproliferation and A

rm
s Control 

2 

A
dd 

Row
 

Rem
ove 

Last Row
 Special A

dvisor to the Special Representative for A
fghanistan and Pakistan 

2 

A
dd 

Row
 

Rem
ove 

Last Row
 Senior A

dvisor to the Special Envoy for the A
rctic 2 

(total num
ber of accounts for this category; this num

ber w
ill auto-populate) 

120 

Category 9) Roles and positions not represented above and filled by Presidential Appointm
ent w

ith Senate Confirm
ation (PAS 

positions). This category is a catch all for any position that w
as filled by Presidential Appointm

ent w
ith Senate Confirm

ation 
(PAS) but not represented in any of the other categories. For m

ost agencies the PAS positions w
ill already be captured in 

categories 1 through 8, and no other PAS positions w
ill need to be identified. *If no positions are identified, please briefly 

explain w
hy (for exam

ple, “N
ot applicable; no positions in this category exist.”) 

PO
SITIO

N
 TITLE / RO

LE 
# of A

ccounts 

A
dd 

Row
 

Rem
ove 

Last Row
 Chairm

an, U
.S. A

dvisory Com
m

ission on Public D
iplom

acy 2 

N
ational A

rchives and Records A
dm

inistration 
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Add 
Row 

Remove 
Last Row Vice Chairman, U.S. Advisory Commission on Public Diplomacy 4 

Add 
Row 

Remove 
Last Row Commissioner, U.S. Advisory Commission on Public Diplomacy 8 

(total number of accounts for this category; this number will auto-populate) 14 

Category 10) Additional roles and positions that predominately create permanent records related to mission critical functions 
or policy decisions and/or are of historical significance. These represent roles, positions, and/or programs within the agency 
that predominantly create permanent records related to mission critical functions or policy decisions and/or are of historical 
significance. This category is for those roles and positions that are appropriate for permanent retention, but not captured in the 
other nine (9) categories. *If no positions are identified, briefly explain why (for example, “Not applicable; no positions in this 
category exist.”) 

POSITION TITLE / ROLE # of Accounts 

Add 
Row 

Remove 
Last Row Not applicable; no relevant positions in this category exist for RG059 

(total number of accounts for this category; this number will auto-populate) 

SECTION C: Agency Approvals 

NOTE: Approvals must be completed digitally. 
By checking these boxes, you are confirming that this form has been reviewed and approved by the appropriate agency officials, and is ready for review by 
the National Archives and Records Administration. The information provided on this form will be made publicly available, unless the agency provides, in its 
email submission, NARA with a proper citation requiring the protection of this information.  

TITLE and PRINTED NAME APPROVAL DATE 

Agency Records Officer Timothy J. Kootz Approved Jun 28, 2017 

Senior Agency Official, Records Management Eric F. Stein (Director, A/GIS/IPS) Approved Jun 28, 2017 

Submit this form as an attachment to an email to GRS_Team@nara.gov for processing and approval. Hard-copy or printed and 
scanned to PDF forms will not be accepted. You may also submit the form automatically by pressing here: 

Submit by Email 

------------------------------------------------- Below for NARA Use Only -------------------------------------------------

TITLE and PRINTED NAME STATUS DATE 

Chief Records Officer of the U.S. Laurence Brewer Approved Denied Jul 14, 2017 

If denied, reason: 
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