
 

 

   
  

   

   
  

  
  

 

    
 

  
  

 

  

  

 
 

  

   
   

   

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

Bureau of Energy Resources Front Office (ENR/FO) 

A-39-001-01	 Assistant Secretary/Special Envoy and Deputy Assistant Secretary Subject 
Files 

Description:	 Files contain information relating to activities of the Assistant Secretary/Special 
Envoy, Deputy Assistant Secretary, or any other high level official that can sign on 
their behalf, pertaining to the development and formulation of foreign policy 
positions or the setting of precedents in executing the mission programs of the 
Department. These files include, but are not limited to, memorandums, cables, 
background papers, reports and other relevant correspondence. 

Disposition: Permanent. Cutoff records at the end of the incumbent tenure. Retire to the 
Records Service Center (RSC) 3 years after cutoff or when no longer needed, 
whichever is later.  Transfer to the National Archives 25 years after the cutoff. 

DispAuthNo: DAA-0059-2014-0022-0001 Date Edited: 9/3/2015 

A-39-001-02 Front Office Correspondence Files 

Description: Outgoing correspondence requiring the attention of the Assistant Secretary/Special 
Envoy, Deputy Assistant Secretary, or any other high level official that can sign on 
their behalf.  This includes, but is not limited to, action and briefing memorandums, 
cables, reports and other relevant correspondence. 

Disposition: Permanent. Cutoff at the end of the calendar year.  Retire to Records Service 
Center (RSC) 3 years after cutoff or when no longer needed, whichever is later. 
Transfer to the National Archives 25 years after cutoff. 

DispAuthNo: DAA-0059-2014-0022-0002 Date Edited: 9/3/2015 

A-39-001-03 Front Office Routine Correspondence Files 

Description: Incoming correspondence including, but not limited to, memorandums, notes and 
other information that no documented actions are taken. 

Disposition: Temporary. Cutoff at the end of the calendar year. Destroy/delete 5 years after 
cutoff or when no longer needed, whichever is later. 

DispAuthNo: DAA-0059-2014-0022-0003 Date Edited: 9/3/2015 

A-39-001-04 Daily Activity Reports 

Description: Reports prepared for and consolidated by the Assistant Secretary/Special Envoy 
office on the substantive work of officers in ENR, key foreign policy issues or 
positions.  Copies of consolidated reports are distributed to each action office for 
information. 

Disposition: Temporary. Cutoff at the end of the calendar year. Destroy/delete 5 years after 
cutoff or when no longer needed, whichever is later. 

DispAuthNo: DAA-0059-2014-0022-0004 Date Edited: 9/3/2015 



  
 

 
 

 

 
   

  
  

  

   

   
 

 

 

     
 

 
  

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

A-39-001-05	 Briefing Books - Assistant Secretary/Special Envoy 

Description:	 Master copy prepared for the Assistant Secretary/Special Envoy and other high-
level officials relating to visits by foreign dignitaries and other high-level officials. 
Include, but not limited to, briefing papers outlining essential information for use in 
meetings, international conferences, schedules, and travel, or other important 
activities. 

Disposition:	 Permanent. Cutoff at the end of calendar year. Retire to RSC 3 years after cutoff. 
Transfer to the National Archives 25 years after cutoff. 

DispAuthNo:	 DAA-0059-2014-0022-0005 Date Edited: 9/3/2015 

A-39-001-06	 Briefing Books - All Other Copies 

Description:	 All other copies of briefing books prepared for the Secretary of State, Assistant 
Secretary/Special Envoy and other high-level officials relating to visits by foreign 
dignitaries and other high-level officials. Include, but not limited to, briefing papers 
outlining essential information for use in meetings, international conferences or 
other important activities. 

Disposition:	 Temporary. Destroy when no longer needed for business purposes. 

DispAuthNo:	 DAA-0059-2014-0022-0006 Date Edited: 9/3/2015 

A-39-001-07	 Biographic Files 

Description:	 Background information maintained on political leaders, foreign ministry officials, 
military leaders, and private sector. Cables, memorandums, news articles, 
newspaper clippings and other related correspondence. 

Disposition:	 Temporary. Review annually. Delete and/or remove file of individuals no longer of 
interest. Destroy news articles, news clippings and related correspondence.  Offer 
cables and other documents (not previously distributed by INR) to INR Office of 
Intelligence Operations. 

DispAuthNo:	 DAA-0059-2014-0022-0007 Date Edited: 9/3/2015 

A-39-001-08	 Assistant Secretary/Special Envoy’s Calendar 

Description:	 Calendar for the Assistant Secretary/Special Envoy, or any other high level official 
that can sign on their behalf. 

Disposition:	 Permanent.  Cutoff at the end of the calendar year. Retire to Records Service 
Center (RSC) 3 years after cutoff or when no longer needed, whichever is later. 
Transfer to the National Archives 25 years after cutoff. 

DispAuthNo:	 DAA-0059-2014-0022-0008 Date Edited: 9/3/2015 



 

  

  
  

 
  

  

 
 

  
 

   
  

  

  
   

  
   

   
 

 

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

ENR Regional Offices (ENR/EDP/EWA-MEA) 

A-39-002-01	 Country Files 

Description:	 Regional files include, but not limited to, copies of memorandums, briefing 
checklists, telegrams, reports, maps, presentations, documentation and other 
related correspondence regarding the management, implications and influence of 
traditional hydrocarbon resources and other energy resources concerns. 

Disposition:	 Temporary.  Cutoff at the end of the calendar year.  Destroy/delete 7 years after 
cutoff or when no longer needed, whichever is later. 

DispAuthNo:	 DAA-0059-2015-0002-0001 Date Edited: 6/22/2015 

A-39-002-02
 

Description:
 

Disposition:
 

DispAuthNo:
 

Program/Project Files 

Project files include, but are not limited to, copies of telegrams, memorandums, 
briefing checklists, talking points, letters of correspondence, Presidential Permit 
applications and supporting documentation, letters of inquiry, records of decision, 
relevant Executive Orders and related correspondence reflecting the Department’s 
role in processing Presidential Permit applications for cross-border pipelines under  
Executive Order 13337 which delegates to the Secretary of State the President’s 
authority to receive applications for permits for the construction, connection, 
operation, and/or maintenance of facilities for the exportation or importation of 
petroleum, petroleum products, coal, or other fuels (except natural gas) at the 
border of the United States, and to issue or deny such Presidential Permits upon a 
national interest determination. 

Temporary. Cutoff at the end of the calendar year. Destroy/delete 7 years after 
cutoff or when no longer needed, whichever is later. 

DAA-0059-2015-0002-0002	 Date Edited: 6/22/2015 

A-39-002-03	 Working Files 

Description:	 Files include, but not limited to, copies of gas line permits, approval documentation, 
cables, memorandums, background information and other related correspondence 
regarding energy resources concerns. 

Disposition:	 Temporary.  Cutoff at the end of the calendar year in which the project is closed. 
Screen out official documents for incorporation in the appropriate program or 
project files upon completion of the activity.  Destroy/delete 2 years after cutoff or 
when no longer needed, whichever is longer. 

DispAuthNo:	 DAA-0059-2015-0002-0003 Date Edited: 6/22/2015 



  

   
    

  

 

  
 

   
 

 
 

 
 

  
     

 

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

A-39-002-04	 Administrative Files 

Description:	 Administrative files include, but not limited to, copies of travel and training 
documents, budget and sight funding information, staffing, procedures and other 
related correspondence pertaining to the internal administration of the energy 
resources concerns. 

Disposition:	 Temporary.  Destroy when 2 years old or when no longer needed whichever is later. 

DispAuthNo:	 GRS 23, item 1 Date Edited: 6/22/2015 

Office of Energy Programs (ENR/EGA/EP) 

A-39-003-01	 Program Files 

Description:	 Files contain information regarding the improvement of energy governance that 
includes, but not limited to, copies of funding and budgetary materials, foreign 
assistance resources, interagency agreements, operational plans, congressional 
notifications, grant documents, contract documents and other related 
documentation regarding energy concerns. 

Disposition:	 Temporary. Cutoff at the end of calendar year or when project end and/or is 
terminated. Destroy 5 years after cutoff. 

DispAuthNo:	 DAA-0059-2015-0003-0001 Date Edited: 9/28/2015 

A-39-003-02	 Subject Files 

Description:	 Files contain documents regarding the policies and procedures, relating to energy 
governance, issues and security.  Files include, but not limited to, briefing 
checklists, briefing papers, talking points, congressional documents, speeches, 
presentation materials and other related information.  Files maintained by subject 
and/or project. 

Disposition:	 Temporary.  Cutoff at the end of calendar year. Destroy 5 years after cutoff or when 
superseded or when no longer needed, whichever is later. 

DispAuthNo:	 DAA-0059-2015-0003-0002 Date Edited: 9/28/2015 



   

 

 
 

  

 

   
   

  
 

   

  
   

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

Office of Alternative and Renewable Energy (ENR/ETR/ARE) 

A-39-004-01	 Program/Project Files 

Description:	 Contains information reflecting implementation and development of renewable, 
cleaner and alternative energy resources and technologies in the international 
market. The files include, but not limited to, copies of cables, memorandums, 
reports, financial evaluations and other related correspondence pertaining to energy 
transformation. 

Disposition: Temporary. Cut off at the end of the calendar year. Destroy/delete 5 years after 
cutoff or when no longer needed, whichever is later. 

DispAuthNo: DAA-0059-2015-0007-0001 Date Edited: 9/28/2015 

A-39-004-02 Advisory Board, Committee and Organizational Historical Files 

Description: Contains documentation of subcommittees, working groups, or other 
subgroup/foundation activities that support reports and recommendations to the 
parent committee and/or organization regarding sustainable and renewable energy 
resources, but does not include organizations governed under the Federal Advisory 
Committee Act (FACA). The parent organizations include, but are not limited to the 
UN Sustainable Energy for All Initiative (SE4ALL) and the International Renewal 
Energy Agency (IRENA). The documents may include, but not limited to, 
correspondence, briefing materials, reports, transcripts and other related 
information. 

Disposition: Permanent. Cut off at the end of the calendar year or when advisory board, 
subcommittees and/or working groups are terminated. Transfer to the National 
Archives 25 years after the cutoff. 

DispAuthNo: DAA-0059-2015-0007-0002 Date Edited: 9/28/2015 

A-39-004-03 Advisory Board, Committee and Organizational Working Files 

Description: Documentation related to day-to-day activities and/or do not contain unique 
information of historical value. The files include, but not limited to, routine 
correspondence,  request for information, reference copies of meeting agenda and 
minutes,  publications, pamphlets, studies, and other related information. 

Disposition: Temporary. Cut off at the end of the calendar year. Destroy/delete 3 years after the 
cutoff. 

DispAuthNo: DAA-0059-2015-0007-0003 Date Edited: 9/28/2015 



 

 
   

  
    

  
 

 

 

  
    

  
 

 

  

    
   

 
  

 
    

 

  
 

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

Office of Electricity and Energy Efficiency (ENR/ETR/EEE) 

A-39-005-01	 Regional/Country Files 

Description:	 Contains information related to country and regional electricity sectors and initiatives 
regarding power sector development, clean energy, energy efficiency and 
conservation, interconnection and cross-border trade in electricity that include, but 
not limited to, briefing papers, technical analyses, project requirements, financial 
information, strategies, policies and other regional energy-related issues. 

Disposition: Temporary. Cutoff at the end of the calendar year. Destroy 7 years after cutoff or 
when no longer needed, whichever is later. 

DispAuthNo: DAA-0059-2014-0021-0001 Date Edited: 11/2/2015 

A-39-005-02 Working Files 

Description: Contains information related to country and regional electricity sectors and initiatives 
regarding power sector development, clean energy, energy efficiency and 
conservation, interconnection and cross-border trade in electricity that include, but 
not limited to, briefing papers, technical analyses, project requirements, financial 
information, strategies, policies and other regional energy-related issues. 

Disposition: Temporary. Cut off at the end of the calendar. Destroy 3 years after cutoff or when 
no longer needed for reference, whichever is later. 

DispAuthNo: DAA-0059-2014-0021-0002 Date Edited: 11/2/2015 

A-39-005-03 Front Office Routine Correspondence Files 

Description: Contain cables, memorandums, reports and other related correspondence 
reflecting developing global power markets that drive private demand and finance 
for energy infrastructure, power technologies and fuels that will transform the ways 
nations use and produce energy, help diversify energy supply, reduce pollution and 
address climate change that reflect formulation, coordination and implementation of 
policies. 

Disposition: Temporary.  Cutoff at the end of the calendar year. Destroy 3 years after cutoff or 
when no longer needed, whichever is later. 

DispAuthNo: DAA-0059-2014-0021-0003 Date Edited: 11/2/2015 

A-39-005-04 Administrative Files 

Description: Records relating to internal administrative activities that include, but not limited to, 
copies of  reports, procedures, communications, training, supplies and other related 
day-to-day housekeeping information. 

Disposition: Temporary.  Cutoff annually. Destroy when 2 years old. 

DispAuthNo: GRS 23, item 1 Date Edited: 11/2/2015 



 
  

 

 
 

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

A-39-005-05	 Travel Files 

Description:	 Records relating to routine and operational aspects of travel and visits by other than 
prominent individuals and congressmen. Included are travel orders, per diem 
vouchers, transportation requests, hotel reservations, and all supporting documents. 

Disposition:	 Temporary.  Block annually. Destroy when 2 years old or when no longer needed, 
whichever is later. (see  A-03-012-01) 

DispAuthNo:	 GRS 9, item 4a Date Edited: 11/2/2015 



 
  

 

   
 

     
 

 

 

 
 

  

 
  

   
  

 

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

Office of Policy Analysis & Public Diplomacy (ENR/EGA/PAPD) 

A-39-006-01	 Press Guidance 

Description:	 Documents generated and submitted to the Department spokesman concerning 
energy related issues and concerns for daily press briefings. Documents include, 
but not limited to, copies of press releases, Qs and As, talking points and other 
related information. 

Disposition: Temporary. Cutoff at the end of the calendar year. Destroy 3 years after cutoff, or 
when no longer needed for reference, whichever is later. 

DispAuthNo: DAA-0059-2015-0011-0001 Date Edited: 4/27/2016 

A-39-006-02 Editorials and  Factsheets 

Description: Contain background and source information used to produce publicity materials and 
other projects regarding energy related issues. Records include, but not limited to, 
visual aids, factsheets, brochures, and other related materials. 

Disposition: Temporary. Cutoff at the end of the calendar year. Destroy 3 years after cutoff or 
when superseded or when no longer needed, whichever is later. 

DispAuthNo: DAA-0059-2015-0011-0002 Date Edited: 4/27/2016 

A-39-006-03 ENR Photographs 

Description: Photographs of public engagements that include, but not limited to, energy related 
meetings, conferences and other related activities that the ENR senior officials 
participate and/or attend. Photographs are maintained by date, engagement and 
description. 

Disposition: Temporary. Cutoff end of the calendar year. Destroy 3 years after cutoff or when no 
longer needed for reference, whichever is later. 

DispAuthNo: DAA-0059-2015-0011-0003 Date Edited: 4/27/2016 

A-39-006-04 Analysis Product 

Description: Source materials that used to analyze and generate products that reflect 
improvements in energy governance and other related issues. The documents 
include, but not limited to, correspondence, telegrams/cables, memorandums, 
notes, excel spreadsheets, reports and other related information. 

Disposition: Temporary. Cutoff at the end of the calendar year. Destroy 3 years after cutoff or 
when no longer needed for reference, whichever is later. 

DispAuthNo: DAA-0059-2015-0011-0004 Date Edited: 4/27/2016 



  

 
 

   
   

    

  

  

   
  

  
  

  
  

 

 U.S. Department of State Records Schedule 

Chapter 39: Bureau of Energy Resources 

A-39-006-05	 ENR Energy Weekly - Newsletter 

Description:	 Internal publication distributed to overseas posts and domestic offices reflecting 
energy issues and concerns.  The files contain background/source materials that 
include, but not limited to, telegrams/cables, correspondence, notes, reports, 
newsletters and other energy related information. 

Disposition:	 Temporary. Cutoff end of the calendar year.  Destroy 5 years after cutoff or when 
no longer needed business purposes, whichever is later. 

DispAuthNo:	 DAA-0059-2015-0011-0005 Date Edited: 4/27/2016 

A-39-006-06	 International Energy Agency (IEA) Program Files 

Description:	 Correspondence reflecting the operational activities of IEA.  Documents include, but 
not limited to, rules and regulations, budget material, accreditation of candidates, 
staffing and personnel, Annual Report on U.S. Energy Policy and other related 
issues concerning IEA activities and operations. 

Disposition:	 Temporary. Cutoff at the end of the calendar year. Destroy 10 years after cutoff or 
when no longer needed, whichever is later. (Supersedes N1-059-94-34, item 2) 

DispAuthNo:	 DAA-0059-2015-0011-0006 Date Edited: 4/27/2016 

A-39-006-07	 International Energy Agency (IEA) Briefing Books – Other Copies 

Description:	 Briefing books prepared for various committee and sub-committee meetings. 
Briefing materials reflect the U.S. Governments position on interagency policies and 
programs regarding energy concerns. 

Disposition:	 Temporary. Cutoff at the end of the calendar year. Destroy 3 years after cutoff.  
(Supersedes N1-059-94-34, item 3b) 

DispAuthNo:	 DAA-0059-2015-0011-0007 Date Edited: 4/27/2016 

A-39-006-08	 Public Comments/Correspondence [CLOSED] 

Description:	 Correspondence received during public comment periods on the National Interest 
Determination that is prepared as part of Department’s review for cross-border 
pipelines that include, but not limit to, Keystone XL, and/or facilities, associated with 
Presidential Permit applications under Executive Order 13337. 

Disposition:	 Temporary. Cutoff when public comment period closed. Retire to the Records 
Service Center (RSC) after cutoff or when no longer needed reference, whichever is 
later. Destroy/delete 10 years after cutoff. 

DispAuthNo:	 DAA-0059-2015-0011-0008 Date Edited: 4/27/2016 


