NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-059-92-040

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/10/2021

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These items, unless subsequently superseded, may be used by the agency to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

Item 5 - Daily Activity Reports

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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.

All items except the ones listed above are inactive. They are superseded by N1-059-01-024 or are
obsolete because they reflect a print and file process

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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' REQUEST FOR RECORDS DISPOSITION AUTHORITY || on etk (NARA use only)
(See Instructions on reverse) NI(-SG-92- Lf(b
: DATE RECEIVED
T0: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 04;/22/ /ﬁ' 3

WASHINGTON, DC 20408

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

Department of State 4 - )
In accordance with the provisions of 44

2. MAJOR SUBDI\/'SHO,N . L. . U.S.C. 3303a the dispopsition request,
Bureau of Politico-Military Affairs including amendments, is approved except

3. MINOR SUBDIVISION - - for items that may be marked “disposition
) . not approved” or “withdrawn” in coflumn 10.
Asst. Secretary, Deputy Asst. Secretaries, etc ctine

4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE DATE ARCHTVIST OF THE UNITED STATES

Pat Magin 647-6021 3/10/7&3 /W Wé,

6. AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records

and that the records ﬁnroposedl for disposal on the attached _4 _ page(s) are not now needed for the business

of this agency or will not be needed after the retention tperiods specified; and that written concurrence from
T

the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

‘ is not required; ‘_-J is attached; or has been requested.

DATE

21243

TITLE )
Records Officer

Records Management Branch

¥ REPRESENTATIVE

. 7 5. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

See Attachment
115-109 NSN 7540-00-634-4064 ‘ STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NAR

36 CFR 1228
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Records Disposition Schedules

I Assistant Secretary for Politico-Military Affairs

1.

Chronological Files. Arranged chronologically.

Documents signed by the Assistant Secretary for Politico-Military Affairs.
Includes memorandums, correspondence, telegrams, reports, and other
documentation on substantive policy and program issues maintained by
the staff assistants and separate file maintained by the secretary
containing official and personal correspondence. Also includes some
incoming material.

Permanent. Cut off at the end of the calendar year. Retire to the
Records Service Center when 2 years old. Transfer to the National
Archives when 30 years old in 5 year blocks.

Volume on Hand: 15 cubic feet
Annual accumulation: 6 cubic feet

Electronic Tracking System
Electronic database on all outgoing correspondence signed by the
Assistant Secretary, identifying type of correspondence, date received,
drafting office, drafter, action, location of action, and SS number.
a. Paper.

Print out annually and retire with related chronological files.

b. Electronic.

Destroy when no longer needed.

Schedules of Daily Activities

Calendars documenting meetings, appointments, telephone calls, trips,
visits and other activities for the Assistant Secretary for Politico-Military
Affairs.

Destroy upon departure of the Assistant Secretary.
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In-House Memorandums

Internal memorandums from the subordinate offices to the Assistant
Secretary conveying substantive issues, positions or information.

Permanent. Cut off at the end of the year. Retire the block of records
when 1 year old to the Records Service Center. Transfer to the National
Archives when 30 years old in 5 year blocks.

Daily Activity Reports

Submissions by the offices summarizing their daily activities.

Destroy when 1 year old.

Congressional Questions and Answers

Copies of all incoming and outgoing correspondence for Congressional
questions and answers.

Destroy when 2 months old.
Congressional Inquiries
Copies of incoming congressionals and the action office response.
Destroy 2 months after response.
Tasker File
Requests by S/S and S/S-S for responses or information on
political/military issues. Contains original correspondence, cover sheets,
and final response by the action office.
a. Paper copies.

Destroy when 3 months old.

b. Electronic tracking system

Destroy when no longer needed.
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11.

12.
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NODIS Files

a. Copies of all incoming and outgoing cables, memorandums or
other documentation with NODIS restriction.

Destroy when 2 months old.
b. Log books containing the cable or SS number and subject.

Block on an annual basis. Destroy when 3 years old.

EXDIS Files

a. Copies of all EXDIS cables, memorandums and other documents.
Destroy when 2 months old.

b. Log books

Block annually. Destroy when 2 year old.

Roger Channel Messages

Copies of all Roger Channel documents with limited distribution.
Destroy when 1 month old.

National Security Directives (NSD)

Copies of the NSD used as reference.

Destroy when 10 years old.



° ° ;

Executive Assistant, Special Assistant, Principal Deputy Assistant Secretary,
Deputy Assistant Secretaries, and other Principals for the Bureau of Politico-
Military Affairs

13.

14.

Chronological Files

Outgoing correspondence signed or approved by the Principals - arranged
in chronological order.

Permanent. Block annually. Retire when 3 years old to the Records
Service Center. Transfer to the National Archives when 30 years old in
5 year blocks.

Program Files

Background and supporting documentation on issues under the
responsibility of the Deputy Assistant Secretary.

Permanent. Block annually. Retire when 3 years old to the Records
Service Center. Transfer to the National Archives when 30 years old in
5 year blocks.





