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1. General Personnel File 

Files on individuals who have applied for positions with the State Department and were 
not hired. Includes resumes, correspondence, memorandums, biographic information, 
letters of recommendations, etc. Files are arranged alphabetically. 

Destroy after change of Administration. 

2. Political Appointee Briefing Books 

General information on political appointees, i.e. organization charts, procedures, notes
 
on potential appointees, White House comments, etc.
 

Destroy after change of Administration.
 

3. Memorandums to the President 

Duplicates of memorandums to the President recommending political appointees. 
Includes outgoing memorandum to the White House and incoming from the White House 
with approval or disapproval and notes regarding the recommendations. 

Destroy after change of Administration. 

4. United Nations - Political Appointees 

Files on political appointees to the United Nations and Councils. Contains copies of 
recommendations for appointments, biographic information, resumes, and any other 
information pertaining to the appointee. 

Destroy after change of Administration. 

5. Speechwriters 

Resumes submitted by the White House on individuals interested in positions as
 
speechwriters.
 

Destroy when no longer needed.
 

6. Presidential Boards and Commissions 

Appointments by the Secretary of State for Presidential Boards and Commissions. 
Contains copies of memorandums of appointments, recommendations, resumes, etc. 

Destroy upon change of Administration. 
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7. Ambassadors Nomination Package 

Copies of documents concerning nominations for ambassadors arranged alphabetically. 
Contains internal memorandums, White House correspondence, biographic information, 
nomination paperwork, background information, etc. 

Destroy upon change of Administration. 

8. Current Ambassadors 

Copies of documents on current ambassadors containing information on appointments, 
committee hearings, press releases, biographic information, newspaper articles, 
memorandums of approval from the White House, etc. Files are arranged (1) 
alphabetically and (2) by country. 

Destroy upon change of Administration. 

9. Resignation of Ambassadors 

Files on resignation of ambassadors during the current Administration. Contains copies
 
of the letter of resignation.
 

Destroy upon change of Administration.
 

10. Senior Executive Service (SES) 

Printout of database of individuals in the SES containing name of person, date promoted,
 
office, date left office, etc.
 

Destroy when no longer needed.
 

11. Schedule C, Non-Career SES Appointments 

Notebooks and files on all Schedule C and Non-Career SES appointments in the State 
Department. Contains copy of resumes, memorandum of recommendation, position 
description, copy of SF 171, copy of financial disclosures, etc. 

Destroy upon change of Administration. 

12. Presidential Delegation File 

Files on individuals appointed to Presidential Delegations. Contains biographic 
information, resumes, application for position, financial disclosures, notes and related 
documentation. 

Destroy upon change of Administration. 




