NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-059-06-001

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/9/2021

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items except the ones listed below are active

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 6/A is obsolete as the item reflects a print and file process
Item 6/B is obsolete as the item reflects a print and file process
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BUREAU OF EDUCATIONAL AND CULTURAL
AFFAIRS

Office of Policy and Evaluation (ECA/P/V)
Office of the Director

1. Program Policy Files

Arranged by subject. Reports containing information relating to the policy and
evaluation responsibilities of the Office. Includes correspondence, telegrams
memoranda, letters, policy files, reports, and related materials. Break files annually.

DISPOSITION: PERMANENT: Transfer to Department’s Records Service Center
(RSC) three years after cutoff. Transfer to WNRC when ten years old. Transfer to th
National Archives twenty-five years after cutoff in five-year blocks. (new item)

2. Administrative Files

Arranged chronologically. Files containing information relating to the activities,
functions, duties, and responsibilities of the Office staff. Includes reports,
correspondence, memoranda, telegrams, project records, policy files, and other
material related to Policy and Evaluation. Break files annually.

DISPOSITION: TEMPORARY:: Transfer to RSC when one year old or inactive.
Destroy when five years old. (new item)

3. Alumni Database

Database of persons who have participated in a program fully or partially funded by
the Bureau of Educational and Cultural Affairs (ECA) or predecessor organizations
since 1970 for the purpose of coordinating or arranging alumni activities around the
world. Records potentially include the following information: name, sex birth date,
death date, citizenship, home and business addresses, personal contact information
about U.S. cities or states visited as part of a program.

DISPOSITION: TEMPORARY:: Destroy records no later 75 years after birth date or
earlier, if appropniate.

4. Alumni Program Files

Files are organized by ECA component. Contain information on the programs
managed by the organization. Describe purpose and aims of the program. Files
include correspondence, telegrams, memoranda, reports, project proposals, and
related materials.

DISPOSITION: PERMANENT: Transfer to RSC when program changes or ceases.
Transfer to National Archives when 25 years old.



5. Project Evaluations

Evaluations are formal reports prepared by an evaluation officer and are published.
The evaluations assess the value of the project, document results and achievements,
and determine if the project is successful as planned. Files include an evaluation
summary, executive summary, and final report.

DISPOSITION: PERMANENT: Retire completed evaluations and documentation to
RSC one year after completion. Transfer to National Archives when 25 years old.

6. Electronic Mail and Word Processing System Copies

Electronic copies of records that are created on electronic mail and word processing
systems and used solely to generate a recordkeeping copy of the records covered by
the other items in the schedule. Also includes electronic copies of records created on
electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is
made. Includes copies maintained by individuals in personal files, personal electronic
mail directories, or other personal directories on hard disk or network drives, and
copies on shared network drives that are used only to produce the recordkeeping

copy.

DISPOSITION: TEMPORARY:: Delete within 180 days after the recordkeeping copy
has been produced.

b. Copies used for updating, revision, or dissemination that are maintained in
addition to the recordkeeping copy.

DISPOSITION: TEMPORARY:: Delete when updating, revision, or dissemination is
completed.





