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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

Schedule Number: NC1-059-84-06 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules. This information is accurate as of: 11/19/2020 

 
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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 8 is superseded by N1-059-95-026/1 
Item 9/A is superseded by N1-059-95-026/8/A 
Item 9/B is superseded by N1-059-95-026/8/B 
Item 11 is superseded by N1-059-95-026/6 
Item 12 is superseded by N1-059-95-026/7
 



REQUEST FOR RECORD..,OSITION AUTHORITY 
(See Instruct~ reverse) 

LEAVE BLANK 

TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1 FROM (AGENCY OR ESTABLISHMENT) 

DEPARTMENT OF STATE NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION 

BUREAU OF PUBLIC AFFAIRS 
3 MINOR SUBDIVISION 

In accordance with the prov1s1ons of 44 U SC 3303a the disposal re 
quest, including amendments, 1s approved except for items that may 
be stamped "disposal not approved" or "withdrawn" in column 10 

OFFICE OF PUBLIC PROGRAMS 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

BETTY BATES 632-8806 Dare 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency m matters pertammg to the disposal of the agency's records; 
that the records proposed for disposal m this Request of 5 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spec1f1ed 

D A Request for 1mmed1ate disposal. 

GJ B Request for disposal after a spec1f1ed period of time or request for permanent 
retention. 

C DATE 

11/30/83 

1 
ITEM NO 

1 

E TITLE 

CHIEF, RECORDS MANAGEMENT STAFF 
ACTING 

8 D CRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Bureau of Public Affairs, Office of Public 
Programs (PA/PP), is organized by function 
into three Divisions: Washington Programs 
(PA/PP/WP), Regional Programs (PA/PP/RP), 
and Media Programs (PA/PP/MP). Records are 
maintained on a decentralized basis within 
each Division. 

Washington Programs Div. (PA/PP/WP) 

Executive & Scholar Diplomat Seminar Files 

Correspondence and other documentation 
created in arranging seminars for univer-
sity and college faculty (Scholar Diplomats) 
and international business executives 
(Executive Diplomats) for the purpose of pro­
viding professional exchange of opinion and 
expertise between scholars, business executive~ 
and Department officials. 

a. Seminar Application File 

Consists of applications and other correspo -
dence on future seminars. Arranged by 
R nal Bueau hostin seminar and then b 

9 10 
SAMPLE OR ACTION TAKEN 

JOB NO 

STANDARD FOAM 115 
Revised April, 1975 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101-114 



flt.auc'lunl l"orm No 116'1 
Promul~RL<'d ~l-4~ h, 
Oen~ral S<-rvtor• Admt•1Mrntloo 
Tbe NILlional Ar< h,v~ 

Joli l\o _____ _ 

7 
ITEJ.I NO 

REQUEST FOR AUTHORITY TO DISPOSE or RECORDS-Continuat,on Sheet 

f r,["Cl'"lt:'•i "F 11[' 9 

:l',1T11 lr!LLUSI,[ [J\Jc, or, HL,L ,TIG~ P[Pt::i::,, S/! '-L 1 C,, 
Jon rt:., 

date of the seminar. 

Destroy two years after seminar. 

b. Seminar SubJect File 

Correspondence, reports, news & media 
articles, schedules, information on 
speakers, contacts, etc which are of 
general nature and do not belong to 
any specific seminar. 

Destroy when 5 years old. 

c. Seminar Documentation Master File 

Master file of all seminars kept in 
a notebook binder. For each seminar, 
documentation includes a program, list 
of participants, host officer list and 
picture. 

Destroy when 25 years old. 

d. Seminar Files 

Consist of correspondence, list of 
participants, speakers, biographic 
data, schedules, room reservations, 
etc. Completed seminar files are 
kept in file cabinet arranged by date. 
Pending ones are kept by case officers 
on their desks. This file contains 
more information on seminars than is 
retained in Master File. 

Destroy when 2 years old. 

e. University File 

Duplicate of information on individuals 
who attended Scholar Diplomat seminars. 
Files arranged chronologically by univer­
sity and used primarily for research on 
university participation in Scholar 
Diplomat prograw. 

J.Cil':,' lAI-': I 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conhnuai.ion Sheet 

8 D[SCRIPTIOrl OF ITEM 
1\\ITH l~ll'JSII( D,\llS OR f'CT[NTIO~ P[RIODS) 

. ------------ -----------------
2 Special Briefing File~ 

Consist of correspondence, applications, pro­
gram evaulation reports, speaker information, 
biographic data, room reservations, etc. and 
other documentation created in providing special 
briefings to a wide spectrum of groups, ranging 
from top leadership groups to high school stu­
dents. 

Destroy 2 years after briefing. 

3 National Conference Files 

9 
SA"'PLr or 

J~J 1:0 

a. Consist of correspondence, program, evalua­
tion reports, speaker information, etc. 
created in arranging national conferences 
with opinion leaders from non-governmental 
organizations, business and labor, the media, 
state and local government and other private 
sector areas. 

Destroy when 2 years old 

b. Policy File consisting of correspondence, 
memoranda, reports, etc. on significant 
policy and program matters. 

Destroy when 25 years old 

'4 Scholar & Diplomat Card File 

A control card file used along with seminar 
applications file. Cards contain names of 
all scholar and diplomat scholars and serves 
as a research aid. 

Dest~oy when no longer needed. 

S Front Office SubJect File 

Consist of general office material and 
information not pertaining to a specific 
seminctr. 

Destroy when S years old. 

----------------------
FouL copies, aadud.Jng 011g1,na.], to be suhnutte-d lo lhe P..ahonal Arc!uves 
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ITEM NO 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conh:1uat.ion Sheet 
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------- -- -------
6 Chronological File 

Contains copies of all outgoing communica­
tions from all three Divisions wilthout 
regard to subJect. The communications in 
this file are copies of those filed elsewhere 
by subJect or event. 

Destroy when 1 year old or when no longer 
needed. 

Regional Programs Division (PA/PP/RP) 

7 Speaking Engagement Files 

Correspondence and documentation created 
in coordinating speaking and media engage­
ments throughout the country between 
Department officials and sponsoring organiza­
tions. Consist of correspondence, forms, 
invitations, travel arrangement and 
itinerary, biographic sketches, evaluation 
reports and newspaper clippings. 

Destroy 2 years after speaking engagement 

8 Speakers' Biographic File 

Case files consisting of biographic 
information and pictures of Depart­
ment officials who have at one time 
or another participated in speaking 
engagements. 

Retain until officer has left Govern­
ment or is deceased. 

9 Regional Conference Files 

a. Correspondence and documentation 
created in coordinating foreign 
policy conferences in maJor American 
cities involving Departmental 
officers and local co-sponsors. 

Destroy 2 years after conference. 

Four copit:-s, 1ncJud.a.n9 oru.,na1, to be 11.lbnutte-d to the- hah('lriLl /heh vr.: 
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b. Policy file consisting of corres­

pondence, memoranda, reports, etc. 
on significant policy and program 
matters. 

Destroy when 25 years old. 

10 Regional Programs SubJect File 

Letters, reports, memoranda and corres­
pondence of a general nature, i.e. not 
pertaining to any specific engagement 
or conference. 

Destroy when 5 years old. 

Media and Principals Programs Division 
(PA/PP/PM) 

11 Speaking and Media Engagement File for 
the Secretary 

Consists of correspondence and documentation 
created in the coordination of speaking and 
media engagements for the Secretary of State. 
Consist of action and briefing memoranda, 
Congressional correspondence, etc. 

Destroy 2 years after term of office has 
ended. 

12 Speaking and Media Engagements File for 
the Deputy and Under Secretaries 

Consists of correspondence and documentation 
created in the coordination of speaking and 
media engagements for the Deputy Secretary 
and ~nder Secretaries. Consist of corres­
pondence, action and briefing memoranda, etc. 

Destroy 2 years after term of office has 
ended. 

Fou.1. copies, aadud.lng ong-ina1 • to be nalnn1lled to the NaboncJ Arcluves 
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