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1. FROM (Agency or establishment)
Department of State

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Office of the Secretary

(PICW)
1l on Women |

3. MINOR SUBDIVISION

President's Interagency Counc

5. TELEPHONE
202-261-8511

4. NAME OF PERSON WITH WHOM TO CONFER

Alice Ritchie
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U.S.C. 3303a the disposition request,
including amendments, is approved except
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and that the records IY _
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the General Accounting Office, under the provisions o

Agencies,
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I hereby certify that I am authorized to act for this agency in matters pertaining to thé disposition of its records
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The president established the President’s Interagency Council on Women (PICW) on August 26, 1995. It is
charged with coordinating the implementation of the Platform for action adopted at Beijing.

The President’s Interagency Council on Women (PICW) Files - 1993-2001
1. Program and Event File

a. File consists of activity records, briefing memorandums, presentations, agendas, participant bios,
minutes, miscellaneous correspondence, and other materials relating to the event for official conferences
and meetings. They are the full official record for each event. Files are organized by event and maintained
in a file cut off at the end of each calendar year.

Permanent. Retire to Records Service Center (RSC) when five years old or when no longer needed in the
office. Transfer to WNRC when 10 years old. Transfer to National Archives when 30 years old. (New
Item)

roduced on electronic mail and word processing systems. Obsolete. These items '-'lf lect 3
priat and file process.

Reported on 278014 by
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2. Background briefing and Materials File

a. Materials used at public briefings for Non-Government Organizations (NGOs) and others.
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3. Periodic Activity Reports

a. Periodic reports to management detailing the activities of the PICW.
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Temporary. Maintain for three years, then destroy. NCIG
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4. Routine Administrative File
a. Routine logistic and administrative material related to running the office, including procedures manual.
Temporary. Destroy when two years old. (GRS 23, item 1)

onic copies produced on electronic mail and word processing systems. ies v o
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produce the recordkeeping copy.
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Femporay. Pestroyrdetete within 180 days after the rectrdkeeping c'upy irzs been produced. (GRS 23, ftemn

10a) -t Obsolete. See below

—b—Eleetreniccopes of records that are created on electronic mail and word processing systems.
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5. Budget and Financial File

a. Budget and financial plans, worksheets, reports and other financial documents used in preparation of
annual budget. Cut off file at end of fiscal year.

Temporary. Destroy one year after close of fiscal year covered by the budget. (GRS 5, item 2) Obselete.” These

items (eflect e pnat 4nd
__14 le process.

. . I (?_eporhc\ m
Temporary. Destroy/delete within 180 days after the recordkeeping copy has been producet—fGRS-S—item—_ 2(%/14 by
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6. Biographic and Contact Names File contains little department-produced information. .

a. File contains biographic descriptions of PICW agency members and other involved in program activities.
Personal contact information (addresses, phone/fax numbers, and other information) on all government
representatives and NGO contacts.

Temporary. Destroy when person is no longer a member or non-government organizations (NGOs)

participant. XTI abeve note
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roduced on electronic mail and word processing systems.
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7. PICW Publications file —- PICW publications and open source reference materials.
a. Official PICW publications:
1. Record copy. One copy of each PICW publication.

Permanent. Maintain annual file and retire to RSC when three years old. Transfer to
WNRC after 10 years old. Transfer to National Archives when 30 years old.

2. Supplemental copies.
Temporary. Destroy remaining copies when three years old.
" co ies produced on electronic mail and word processing systems.
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c. Open Source materials. Books, magazines, and other publications retained for reference
purposes.

Temporary. Dispose of when no longer needed for reference.
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