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Description:

Disposition:

DispAuthNo:
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Disposition:

DispAuthNo:
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DispAuthNo:
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Description:

Disposition:

DispAuthNo:

Overseas Buildings Operations (OBO)
Front Office

Records Disposition Schedule

Director’s Correspondence Files

Includes guidance and policy documentation; decision
papers. Recordkeeping copy is paper.

Permanent. Cutoff at the end of Director’s tenure or sooner if
necessary. Transfer to RSC at cutoff. Transfer to the
National Archives 25 years after cutoff.

Pending

Travel Briefing Books for Opening Ceremonies

Briefing materials on openings of new overseas posts.
Includes Director’s schedule; Trip reports; Country clearance
cables; Visit schedules; Names of meeting participants; Fact
Sheets on visiting post; and Talking points. Recordkeeping

copy is paper.

Permanent. Cutoff at the end of Director’s tenure or sooner
if necessary. Transfer to RSC at-cutoff. Transfer to the
National Archives 25 years after cutoff.

Pending

Director’s Congratulatory and Condolence File

Contains copies of the Director’s thank you letters to post
after ceremonial/groundbreaking visits; commendations to
posts; congratulatory messages on promotions; and
condolence letters to post employees.

Temporary. Destroy when no longer needed.
Pending

Director’s Calendar and Daily Schedule

Calendar and daily schedule for the Director, Bureau of
Overseas Buildings Operations.

Temporary. Cutoff at the end of Calendar Year. Destroy 3
years after cutoff.

Pending





