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REQU EST FO R RECO RAPOSITION 'AUTHO RITY LEAVE BLANK ' (See Instructions on reverse) JO 	 NO. 

. , NC1-4l9-80'il2 
TO: 	 GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, .DC 20408 RECEIV ED . 
1. FROM (AG ENCY OR ESTABL ISH MENT) _ 4-24-80.Department of Commerce 

l
NOTIF ICATION TO AG ENCY 

2. MAJOR SU BDIV ISION 
1n accordance with the provisions of 44 U.S.C. 3303a the disposal re Bureau of the-Census 
q4est, including amendments. is approved except for items that may 
bƺ stamped "disposal not approved" or "withdrawn" in column 10. 3. MINOR SUB DIV ISION 

Fore..ign 'i'rade· ·vision 
4. NA 5. TEL .  EX T. 

763-5415 Robert Ɣ·J. Rawlins j. Date Archil'ist of the Unit<'<J'States 
6. CERTI FICATE OF AG ENCY REPRESENTATIV E: 

I hereby certify that I am authorized to act for this agency m matters pertamm to the disposal of the agenc y's records; 

that the records proposed for disposal in this Request of page{s) are not now needed for the business of 
.this agency or will not be needed after the rete_ntion periods specified. 	 ,7. 


1D 	A Request for i m mediate disposal.. 'f 
• 1,


' J Ł


00 B Request for disposal after a specif ied peri od <?Ò t ime or reguest for permanent  
retent ion. 

C .  DATE ATU RE OF E. TITLE I. I 
2/22/bO 	 . DepartmenRal Records OfficerI 	 · . 

7.
ITEM NO. 

8. DESCRI PTION OF ITEM 
(With Inclusive Dates or Retention Per iods) 

9·
SAMPLE OR 
· J  O B  NO. 

10. 
ACTION TAKEN 

R2CORDS SCHEDULE--FOREIGN TRADE DIVISION 

This records schedule covers records crSated by 
the Trade Division and replacesj schedule 
NN NN 172-56, and II NNA-3030.1 

115-107 



m a i n t ai 

Request for Records Disposition Authority-Continuation JOB NO. 

" . . 
PAGE OF 1 

7.
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

T h e  F o r e i g n  T r a d e  D i v i s i o n h a s  t h e  f u n c t i on o f  
c o l l e c t i ng , p r o c e s s i n g ,  a n d  d i s s e m i n a t i n g s t a t i s  
t i c a l  d a t a  a n d  i n fo r m a t i on o n  t h e  expor t t r a d e  
a n d  i mp o r t t r a d e  o f  t h e  U n i t e d  S t a t e s  a n d  o n  t h e  
s h i p s  i nv o l v e d  i n  U . S  . f o r e i g n  t r a d e . T h i s i n­
vo l v e s  c o l l e c t i n g e x p o r t d e c l a r a t i o n s  f r om ex­
por t e r s  and copi e s  o f  i mpo r t  docum e n t s  and s h i p  
e n t r a n c e  a n d  cl eara n c e  f o r m s  f r om t h e  C u s toms  
B u r e a u , p r o c e si i n g  the  r e s u l t i n g  d a t a , c l a s s i fy­
i ng commod i t i e s  a c co r d i n g t o  the T a r i f f  S c h e d u l e  
o f  t h e  U n i t e d  S t a t e s  A n n o t a t e d  ( TS U S A )  a n d  o t h e r  
commo d i ty c l a s s i f i c a t i o n  s c h e d u l e s ,  a n d  p r e p a r i n  
r epor t s  a n d  p u b l i c a t i o n s  o n  v a r i o u s  p h a s e s  o f  u.
f or e i g n  t r a d e . T h e  D i v i s i o n  c on s i s t s o f  1 2  
b r a n c h e s  w h i c h  r e p o r t t o  one  o f  f i v e  a s s i s t a n t  
d i v i s i on c h i e f s  ( E a c h  a s s i s t a n t  d i v i s i on c h i e f  
s upe r v i s e s 2 t o  3 br a n c h e s )  w h o  i n  t u r n  r ep o r t t 
t h e  d i v i s i on ch i e f .  R e c o r d s  a r e  m a i n t a i n e d  by t 
D i v i s i o n c h i e f s ,· t h e  a s s i s t a n t  D i v i s i on c h i e f s ,  
a nd by t h e  b r a n c h e s  . 

e 

1. 

RECORDS COMMON TO A L L  OR MOS T ORGAN IZA T I ONAL UN I 

BUREAU PUB L I CA T I ON S  

S 

e po r t s , s t u d i e s , t a b u l a t i o n s , a n d  mono­
g r ap h s l i s h e d  by t h e  C e n s u s  B u r e a u /D e p a r tme n t  
o f  Comme r c  S i m i l a r  i t e m s  p u b l i s h e d  ou t s i d e t h  
C e n s u s  B u r e a  D e p a r tm e n t  o f  Comme r c e a r e non­
r e cor d m a t ĕi a  a n d  s h o uld b e  d e s t r oy e d  wh e n  n o  
l o n g e r  n'e e d e d . 

D i spo s i t i on - A .  

T r a n s f e r  1 copy to 
a l  A r c h i v e s  w h e n  iss 

r t o  t h i s  S c he d u l e , 

B .  	 C o p i e s  e d  i n  E c onom i c  
F i e ld A r e a  U n i t  f o r  r e f e r e n c e  
o r  o t h e r  u s e  : 

D e s t r oy or  t r a n s f e r  
c a t i o n s  s t o r a g e  
l on g e r  n e e d e d .  
m a t e r i al .  

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1 974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR}101 -1 1 .4 
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I 

memo­
c h r o n o· 

f i �­
y e a r � ,  

not 

'5?11'f..bc.t/Z 
Mic r o f o'lm :  

copi e s  

Request for Recorei'S Disposition Authority-Continuation .. ' . JOB NO. 
,

' 
' 

. PAGE OF
2 

7.
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

2 .  CHRON F I L E S  NOT D E S C R I B E D  ELS EWHERE 

C a r bon or  x e r ox cop i e s  o f  outg o i n g l e tte r s ,  
r a n d a , and oth e r  docume nts th at a r e  f i l e d  
l og i c a l ly a n d  w i th o u t  a ny r e l a te d  i n c om i ng docu­
m e nts . 

D i s po s i ti on - B r e a k  f i l e at e n d  o f  e i th e r  th e 
c a l  o r  c a l e n d a r  y e a r  . K e e p  2 
then d e str oy .  

3 .  CONGRES S I ONAL CORRES PONDENCE 

L ette r s  f r om memb e r s o f  C o ng r e s s  tog eth e r  w i th 
atta c h e d  copy o f  con s t i tu e nt l e tte r s  a n d  c a r bon 
c op i e s  o f  C e n s u s  r e pl i e s  th e r eto ,  w i th th e ex­
c epti on o f  tho s e  l e tte r s  f o r wa r d i n g con stitu e n t  
r eq u e sts f o r  i n f o r mati on/publ i c a˱i o n s/ data ta bu­
l ati o n s  o r  con s ti tu e nt compl a i nts at h a v i n g  to 
f i l l out f o r m s  or a n s w e r  c e r ta i n  q u e s t i on s  . 

D e s tr oy - D e str oy w h e n  1 0  y e a r s o l d  . 

4 .  CUS TOMS S H I P  ENTRY/E X I T  FORMS 

C op i e s  of C u s tom s B u r e a u  f o r m s  ( i n c l u d i ng but 
l i m i te d  to C u s toms B u r a u f o r m s  !1 4 0 0  a n d  1 4 0 1) 
that a r e  f i l l e d  out f o r  e a c h  s h i p  e n g a g e d  i n  
f or e i g n  tr a d e  th at ente r s  o r  l e a v e s  a n  Ame r i c a n  
p o r t .  

D i s po s i ti o n  - A .  

B .  

H a r d  C opy : .. 
D e s tr oy 3 y e a r s f o l l ow i ng th e 
c los e o f  th e c a l e n d a r  y e a r  i n  
w h i ch th e docume nts we r e  c r e ate
( I I -NNA- 3 0 3 0  , .I te m s  1 4  & 1 5 )  Õ 

IU- /ÑL J'...fo .  
, 

d 

( 1 )  O r i g i n a l  

T r an s f e r  to FRC .  D e str oy 
w h e n  10 ye a r s  ol d .  

(2)  Oth e r  

·" 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 
Revised July 1 974 

115-A 

Prescribed by Gener al Services 

- Ad min istration 
GPO: 1975 0 579·387 FPMR (41 CFR) 1 01 -1 1 .4 



I ' ' 3 

outp ut) ˳ 

˴i s po s i ti o n 

A. 

tJfit.flt._ I I__ Ð .. - ...,-· 

3. E X P ORT DOCUMENTS 

5 .  

JOB NO. PAGE OFRequest for Records Disposition Authority-Continuation , 

· oESCRIPTION OF ITEM • 
9. 

10.SAMPLE OR 7. 8. 
ACTION TAKEN ITEM NO. (With Inclusive Dates or Retention Per iods) JOB NO. 

D e str oy w h e n  no long e r  
n e e d e d . 

DATA PROCE S S ING PAP ERWORK RECORDS 

D o c um e nts d e s c r i b i n g  e a c h  f i l e r u n ;  r outi n e  e d i t  
a n d  ta b u l ati o n  s p e c i f i c ati o n s lm atr i x  a n d  ta b l e  
l ayouts ; d i a r y  p r i nto uts ; r o uti n e  i n str u cti on to 
code r s ,  p r o c e s s o r s ,  a n d  cl e r i c a l  p e r s o n n e l ;  c o s t  
c h ar g e s  f o r  data p r o c e s s i n g a n d  compute r u s e ; a n d  
r outi n e  s y s te m s  a n d  appl i c a ti o n s  s o ftwa r e ( a s  
disti nc˲ f r om f i l e  d o c u m e ntati o n  a n d  f i l e 

- D e s tr oy wh e n  no l o n g e r  n e e d e d . 

6 .  EXPORT/I MPORT FORMS 

S H I PPER ' S  EXPORT DECLARAT I ON S .  

C o p i e s  o f  f o r m s  ( i n c l ud i ng but not l i m i te d  to 
C e n s u s  B u r e a u  f o r m s  7 5 25 - V  a n d  7 5 2 5 - M )  th at 
s h i pp e r s f i l l out to d o c um e nt e a c h  s h i pm e nt o 

-e xp o r te d  good s  . 

D i spo s i ti o n  - •(/) H a r d  C opy : 

D e s tr oy 3 y e a r s f o l low i n g  
th˵ c l o s e  o f  th e c a l e n d a r  
ye a r  in wh i c h th e doc u m e nts 
w e r e  c r e ate d ( NN 1 7 2 - 5 6  , 
I t e m  5 a ) H.. 5 J(A-"I tHUJLVc•<1} M i c r o f o r m :  
...<•> O r i g i n a l  

T r a n s f ˶r to FRC . D e s ­
tr oy whe n 1 0  y e a r s o l d  
( NN 1 7 2 - 5 6 , I tem 6 a )  . 

Oth e r  C o p i e s  
' 

D e˷tr oy w h e n  n o  l o n g e r  
n e e d e d  ( NNl 7 2 - 5 6  , 
I te m  6 c )  . 

M I L I TARY 
Four copies, Including orlglnal, to be submitted to the National Archives 

GPO : 1975· 0 - 5 7 9-387 

STANDARD FORM 115-A 
Revised J ul y  1 974 
Pr escribed by General Services 

Administration 
FPMR (41 CF R) 1 0 1 -1 1 .4 

115-203 



I /) 
._,.-

C. 

{ tffrd!/( 
Atl IH..ÎÏ. ilw M i c r olor m :  

' ' Request for Records Disposition Authority".""" Continuation 
' ' . . 

8. DESCRIPTION OF ITEM 7. 
(With Inclusive Dates or Retention Periods) ITEM NO. 

D o c ume nts r e c e i v e d  f r om th e A r my/Na vy/A i r  
F o r ce/D e p a r tm e nt of  D e f e n s e  conta i n i n g i n f o r ­
m ati o n  o n  f o r e i g n  m i l i ta r y  expor t g r a nt a n d. 
s al e s  s h i pm e nts tog eth e r  w i th tr a n s c r i pt 
S H I P P E R ' S  EXPORT DEC LARA T I ON S  th at we r e  m a d e  
f r om th e a bove  docume nts . T h e s e  docume nts/ 
d e c l arati o n s  a r e  cl a s s i f i e d  c on f i d e nti a l . 

D i s p o s i ti o n  - II(/} H a r d  C opy : 

D e str oy 3 y e a r s  f o l l ow i ng 
the c l o s e  o f  th e c a l en d a r  
y e a r ·  i h  wh i c h th e docume nts 
we r e c r ea t e d d1: ftTf/l.,,t)(_ 
u-1HU/be JtLiZil

·•tJJ M i c r o f o r m : 
4 

<•) O r i g i n a l  

T r an s f e r  to a S e c u r i ty 
• C l a s s i f i e d  A r e a  o f  th e 

FRC . D e s tr oy wh e n  1 0  
y e a r s ol d .  

' <•) Oth e r  copi e s  

D e s tr oy wh e n  no l o n g e r  
n e e de d .  

I MPORT ENTRY DOCUMENTS 

C op i e s  o f  C u s toms B u r e a u  i m p o r t  en tr y f or m s  
docume nts ( i n c l u d i n g  b u t  not· l i m i te d  to 
C u stoms F o r ms 7 5 0 1 ,  7 5 0 2 , 7 5 0 5 , and 7 5 0 6 ) th at 
a r e  f i l l e d  out f o˸ each  ·s h i pm e nt o f  i m p o r te d  
g o o d s  a n d  w h i c h  a r e  s uppl i e d  to th e C e n s u s  
B u r e a u  f o r  p u r po s e s  o f  stati sti c a l  a g g r e g a ti on .  

D i s p o s i ti on - 41(0 H a r d  C opy : 

D e str oy 3 y e a r s f o l l ow i ng 
the c l o s e  o f  th e c a l e n d a r  
y e a r  i n  wh i c h th e docum ent ( s  
w e r e  c r e ate d NN 1 7 2 - 5 6 · ,  ( '
I t e m  5 b )  /Ye. l/ }(A"-

Cl 
(iP) O r i g i n a l  

Four copies, Including original, to be submitted to the National Archives 

GPO : 1975 0 5 7 9·387 -

PAGE O F  

4 
10.

9.
SAMPLE OR ACTION TAKEN JOB NO. 

STANDARD FORM 115-A 
Revised July 1 974 
Prescribed by Gener al Ser vices 

Admin istration 
FPMR (4 1 CFR) 101 -11.4 

115-203 
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and 

eult1el thm JrluMeAJff llJtU CRt'•fqI. 

JOB NO PAGE _§'F.Request for Record's Disposition Authority-Continuation _ 
. 

' . 
• .1 

8. DESCRIPTION OF ITEM 7. .9. 
10.SAMPLE OR ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO. 

T r a n s f e r  to F RC . D e s­
tr oy w h e n  1 0  y e a r s o l d  
( NN 1 7 2 - 5 G ,  I te m  Ga ) . 

Oth e r  Copi e s  

D e s tr oy w h e n  n o  long e r  
n e e d e d  (NNl 7 2 - 5 G ,  
I te m  Ge) . 

D .  LOW VALUE I MP ORT/E XPORT FORMS 

C opi e s  o f  s h i ppe r  ' s  expo r t  d e c l a r ati o n s  a n d  
i mpo r t  e ntr y docume nts th at d e s c r i b e  commod­
i ty s h i pm e nts v a l u e d  at $5 0 0  or l e s s  for ex­
po r ts and  $2 5 0  o r  l e s s  f o r  impo r ts . T h e s e  
docume nts a r e e x c l u d e d  f r om pr o c e s s i ng e x c e pt 
f o r a s ampl e wh i c h  i s  u s e d  to i mpute d ata 
i nto th e month ly a g g r e g ate s tati sti c a l  f i l e s .  

D i spo s i ti on - D e s tr oy .£. m onth• f o l l ow i ng th e ·  
c l o s e  of th e mo nth i n  w h i c h th e 
docume nts we r e  c r e ated 

E .  NON - S TAT I S T I CAL DOCUMENTS 

C opi e s  o f  s h i ppe r  ' s  expo r t  d e c l a r ati o n s  a n d  
i mpo r t  Í n tr y doc u m e nts th a t  a r e  e x  c l  uÌe d  f r om 

.pr o c e s sing b e c a u s e  th e y  do not f a l l  within 
the Ô c oÓe of the F o r e i g n  T r a d e  D i v i s i o n 
S tatistic a l  P r og r am .  

D i s po s i ti o n  ­ f th e 

IWl>Ntli llJ 

7 .  F I L E  DOCUMEN TAT I ON FOR MAC H I NE READAB LE F I LES 

R e c o r d  l ay outs , cod i ng s h e e ts / c o d e  b o o k s ,  a copy 
o f  th e bl a n k  i nput q u e s ti o n n a i r e  o r  f o r m  f r om 
w h i c h  th e f i l e d ata c a m e , a s tate m e nt o f  th e 
e d i ti n g  pr o c e d u r e s  , te c h n i c a l  d e s c r i pt i o n  of  th e 
f i l e  ( C e n s u s  F o r m  B C- 2 4 8  o r  NARS F o r m  7 0 9 1  o r  
i n f o r mati o n a l  equ i v a l ent)  , F i l e  U s e r  Ma n u a l s ,  

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 

: 
Prescribed by General Services 

A dmin istrati on 
GPO 1975 0 - 579-387 FPMR (4 1 CFR) 10 1- 11 .4 



Request for Records Disposition Authority-Continuation 
'l l I 

JOB NO:, 
' 

' 
. 

PAGE OF 6 
9.

7. 8. DESC RIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Per iods) 

' SAMPLE OR 
JOB NO. 

10. 
ACTION TAKEN 

a ny bac k g r ou n d  i n f o r m ati on th at wo u l d  be u s e f u l 
o r  n e c e s s a r y  to a r e s e a r c h e r  u s i ng the f i l e . 

D i s po s i ti on - A .  F o r  a l l  M a c h i n e Re a d a b l e  
F i l e s  D e s i g n ate d P e r m arie nt 

P e rm a n e nt .  O f f e r  to th e 
N ati o n a l  A r c h i v e s  a l on g  w i th 
th e r e l ate d  tape f i l e  . 

B .  F o r  A l l  Oth e r  M a c h i ne R e ad­
a bl e  F i l e s  

T empo r a r y .  Reta i n  a s  l o n g  
a s  th e tape f i l e  i s  r eta i n e d .  
D i s p o s e  a l o n g  w i th th e r e l ate d 
tape f i l e .  

8 .  FO RE I GN TRADE PRO CEDURE S  MEMO RANDA 

V o l um e  - 1 c u b i c f e e t .  1 9 7 7  a n d  th e r e a f te r  . 
A n nual  A c cumu l ati o n  - N e g l i g i b l e . 

N umbe r e d  s e r i e s of  memor a n d a  d e s c r i b i ng th e 
a c ti v i ti e s  and p r o c e d u r e s  to be f o l low e d  i n  th e 
c o l l ec ti n g , p r o c e s s i ng ,  a n d  d i str i b uti n g  o f  
f or e i g n  tr a d e  data . T h e s e  m emor a n d a  a r e  d i s­
tr i bute d  by th e P RO CEDURE S  B RANC H  to a l l  u n i ts 
i nvolved  i n  th e g e n e r ati on of  f 9r e i g n tr a d e  

A r r a ng e d  n u m e r i c a l ly by f i s c a l  y e a r  , th e r e u nd e r  
a l ph a  nume r i ca l l y  by typ e  o f  memo r a n d a  code , 
a n d  th e n c e  nume r i c a l l y .  

D i s po s i ti on - A .  P r oc e d u r e s  B r an c h  C opy 

P e r m a n e nt .  O f f e r  to th e 
N ati o n a l  A r c h i ve s  wh e n  1 0  
y e a r s o l d  . 

B .  A l l  O th e r  C o p i e s  

D e str oy wh e n  n o  l o n g e r  n e e d e d . 

9 .  INFO RMAT ION/PUB L I CATION/DATA TAB U LAT ION RE QUES T  
F I LE S  

115-203 

I n com i ng l e tte r s r e qu e sti n g  e i th e r  i n f o r m ati on ,  
s p e c i f i c  data ta b u l ati o n s , or  copi e s  of  publ i ­
c ati o n s  

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised J u ly 1974 

I 

data.  

li n c l u d i na C o nar˹s˺inn˻l o r  orh˼˽ 
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JOB NO. PAGE OF Request for Records Disposition Authority-Continuation 
. ' 

10.8. DESCRI PTION OF ITEM 
9.

SAMPLE OR ACTION TAKEN 
7. 

(With Inclusive Dates or Retention Periods) JOB NO.ITEM NO. 

e t t e r s  f o r wa r d i n g  s u c h  r eq u e s t s )  t og e t h e r  w i t h  
o p i e s  o f  r ep l i e s  t h e r e to .  

i s po s i t i o n  - D e s t r oy 3 mo n t h s  a f t e r  t r a n s m i t­
a l  o r  r e ply ( GRS ,1 4 , I t em 3 4 )  . & 

1 0  . MPORT/E XPORT ED I T  MAS TERS 

a ng i ng f i l e p r i n to u t s  con t a i n i n g r e f e r e n c e  

a t a  on 1 0 , 0 0 0  impo r t a n d  4 , 5 0 0  e x p o r t commo d i ­ 

i e s  s u c h  a s  c u r r e n t  u n i t  p r i c e ,  u n i t we i g h t ,  

n i t  q u a n t i ty ,  c o u n t r i e s  to wh i c h  a n  i t em i s  

h i ppe d ,  c o u n t r i e s  wh i c h  s upply a g i v e n  commod i ­ 

i ty ,  u n i t p r i c e o f  commod i ty i n  1 9 6 7  dol l a r s ,  

n d  s e a s o n a l  a d j u s tm e n t  f a c to r s .  T h e s e  r e c o r d s  

r e  u s e d  f o r  impu t i ng d a t a  a n d  d e v i s i ng e d i t i n g  

n d  t a b u l a t i o n  s p e c i f i c a t i o n s  or  p r o c e d u r e s .  


i s p o s i t i on - D e s t r oy wh e n  s u p e r s e d e d  o r  o b s o­

l e t e . 


1 1 .  P ERAT I ON S  F I LES 

upl i c a t e copi e s  o f  p r o c e d u r e s  a n d  i n s t r u c t i on s ;  

r og r e s s  a n d  p r o d u c t i on r e por t s ,  c o s t  a n d  t i m e  

s t i m a t e s ;  wor k s c h e d u l e s ; e d i t a n d  r e v i ew 

¢cor d s; w o r k c h a r t s ;  comp u t e r  u t i l i za t i on r ˾­

o r t s ;  p e r i od i c  s umma r i e s o f  compu t e r  co s t s  

h a r g e s; a n d  oth e r .  r e c o r d s  o f  a f a c i l i t a t i v e 

a t u r e  not  d e s c r i b e d  e l s e wh e r e . 


i sp o s i t i on - D e s t r oy 3 ye a r s  a f t e r  t h e  com­

p l e t i o n of t h e  c e n s u s , s u r v ey , 

o r  p r o j e c t  to wh i c h  t h e y  r e l a t e; 


1 2  . ACT I V I T Y  REPORTS 

t h e r e a f t e r . Volume - 1¥2 c u b i c  f e e t .  
A c c umu l a t i on - N e g l i g i b l e . 

o n t h l y , q u a r t e r ly , s e m i - a n n u a l , o r  a n n u a l  r e­
o r t s  s umm a r i z i n g  _i n n a r r a t i v e a n d  s t a t i s t i c a l  


f or m  t h e  a c c ompli s hme nts a n d  ac t i v i t i e s  of  t h e  

Div i s i on a n d  i t s -br a n c h e s  • 


P r ep a r e d  a t  Di v i s i o n  L e v e l : 
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7.
ITEM NO. 

13. 

115-203 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

D i s po s i ti o n  -(1) C e ntr a l  F i l e s  Copy : 

˿e r m a n e nt .  B r e a k  f i l e s  
a t  e n d  o f  th e c a l e n d a r  
o r  f i s c a l  y e a r  . O f f e r  
to th e N ati o n a l  

wh.. N s y e a r s 

(2J Oth e r  C op i e s  a n d  F e e d e r  
R e p o r ts : 

D e str oy wh e n  3 ye a r s  o l d  
o r  wh e n  no l on g e r  n e e de d .  

P r e p a r e d  a n d  R e ta i n e d  B e l ow· th e D i v i s i on 
L e v e 'i :  

D i s p o s i ti on - D e s tr oy wh e n  3 ye a r s  o l d  o r  
w h e n  n o  l on g e r  n e e d e d . 

CLAS S I F I CAT I ON SCHEDULES 

ti o n s  conta i n i n g or  con s i sti ng o f  th e 
v a r i o u s  i m p o r t/ e x p o r t  p r o d u ct o utput C l a s s i f i ̀ 
c ati on S e d u l e s  , s u c h  a s  th e S c h e d u l e  A ,  
S c h e d u l e  B ,  T S U S A , a n d  I CC p r o d u c t  output cod e s  
a n d th e i o n s  th e r e o f  . '  

C e n s u s  B u r e a u  P u b l i cati on s : 

cop i e s  m a i nta i n e d  
L i b r a r y :  

T r a n s f e r  1 
co N ati o n a l  IAJ/ 

2 • 

A r c. 'v e s  wh e n  i s s u e d  o r  , 
i f  i s  é p r i o r  to th i s  

, w h e n  m i c r o­
f i l m e d . 

th e 

o r  oth e r  u s e : 

R e ta i n  one copy , 
a b l y  i n  m i c r o f or m ,  
d o c um e ntati on to 
r e a d a b l e  f i l e s  u s i ng s 

Four copies, Including original, to be submitted to the National Archives 

GPO : 1975 0 - 579-387 
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7.
ITEM NO. 

8. DESCRI PTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

od e s .  F o r  d i spo s i ti on 
tr u cti o n s  on th i s  

c o  , s e e  i tem n o .  8 . , 
F I LE FOR 

w h e n  

g e n c i e s  o r  O r g a n i zati on s :  

one  copy , p r e f e r a b l y  
f o r m , a s  docume nta­

ti on to r e a d a b l e  
f i l e s  F o r  
d i s po s i ti o n str u cti o n s  on 
th i s  copy , s e e  n o . 8 ,
F I LE DOCUMENTA T I  

tr oy oth e r  cop i e s  
l o n g e r  n e e d e d . 

D e s ­

1 4  . PROPOSED P ROJECT F I LE S  

F i l e s  r e l a ti n g  to p r o p o s e d  p r o j e cts . T h e s e  
c on s i s t o f  cor r e s p o n d e n c e  , p r op o s a l s ,  p a p e r s ,  
c o s t  e st i m a te s  , f e a s i b i li ty s tu d i e s  , a n d  r e­
l ate d m e mo r a n d a . 

D i s po s iti on -
• 

A .  R e j e ct« P r o j e cts : 

D e str oy w h e n  5 y e a r s o l d  
( GRS # 1 9 , I tem 1 2 b )  . 

B .  App r o v e d  P r o j  e cts : 

I n c o r p o r ate i nto app r o p r i ate 
P r o j e ct P l a n n i ng F i l e s  . 

1 5  . REFERENCE OR CONVEN I ENCE COPY F I LE S  

X e r ox or  c a r bon copi e s  o f  docume nts r e c e i v e d  
f r om oth er  o r g a n i zati o n a l  u n i ts a n d  r eta i ne d  
f o r  r e f e r e n c e  p u r po s e s  b y  u n i t  p e r s o n n e l  e i th e r  
to f a c i l i tate th e c o n d u ct o f  b u s i n e s s ,  to s e r v e  

' 
PAGE ÊF 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised J u ly 1 974 
Prescribed by General Services 
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GPO 1975 0 579-387 FPMR (41 CFR) 1 0 1  -1 1 .4 : -

115-203 



I 

1s cope , '.c o s t s , 

10 

I te m -ˏ) . 

JOB NO, PAGE O F  Request for Records Disposition Authority-Continuation .. '. . {' 

8. DESCRIPTION OF ITEM 10.SAMPL E  O R  
7. 9.

ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO. 

r e f e r e n c e  p u r po s e s , or  to k e e p  in f o r m e d  o n  t h e  
a c tivitie s a n d  p r o j e c t s  o f  o t h e r  unit s . Wh a t  
dis ting uis h e s  t h e s e  fil e s  f r om o t h e r  s e r ie s  
o f  r e c o r d s  is t h e  f o l l owing : 

1 )  t h e  r e c o r d s  a r e n o t  c r e a t e d  n o r  p r im a r ily 
a d d r e s s e d  to the o f f ice o f  r e t e n tio n ;  2 )  t h e  
r e cor d s  a r e  g e n e r a l l y  p a r t o f  a wide c a r bon o r  
x e r ox copy dis t r ib ution ; 3 )  t h e  docume nts a r e  
r e c e iv e d  f o r  in f o r ma tio n a l  p u r po s e s  only a n d  do 
n o t  r e s u l t  in a ny o f ficia l a c tio n , a n d  4 )  t h e  
docume n t s  a r e  no t in t e g r a t e d  in t o  t h e  p r o j e c t  
o r  ac tivity f il e s  o f  t h e  r e c e ivin g o f f ic e . 

D is poːition - N o n- R e c o r d  M a t e r ia l  . D e s t r oy 
w h e n  no long e r  n e e d e d .  

1 6  . RESEARCH PROJECT PLANN ING F I LE S  

1 9 7 1  a n d  t h e r e a f t e r . V o l u m e  - 6 c u bic f e e t .  
An n u a l  A c cumu l a tion - l e s s  t h a n  1 c u bic f oo t . 

R e c o r d s  whic h  docume n t  t h e  o r igin , p u r po s e , 
a n d  r e s ul t s  o f  r e s e a r c h  pr o j e c t s  

s u c h  a s  devising s e a s on a l ity a n d  in f l a tion a d­
j u s tm e n t  f ac to r s ,  d e t e c tin g t h e  " d umpin g "  o f  
for eig n  impo r t s , d e f ining t h e  imp a c t  of  
c u r r e n cy d e v a l u a tio n  upon expor t/impo r t  l e v e l s ,  
a n d  c r e a ting conc o r d a n c e s of  commodity c od e s  
f ou n d  in dif f e r e n t  S c h e d u l e s .  

A r r a n g e d  a l p h a b e tic a l ly by p r o j e c t ,  a n d  t h e r e­
u n d e r  eit h e r· a l p h a b e tic a l l y  by s u b j  e c t  o r  
n u m e r ic a l l y  b y  code  numb e r  . 

Dispositio n  - P e r m a n e n t . O f f e r  t o  t h e  N a tion a l  
A r chive s w h e n  1 0  y e a r s ol d .  

1 7  . RES PONDENT CORRE S P ONDENCE 

I n c omin g  l e t t e r s  f r om impo r t e r s  and s h ipp e r s  
e it h e r  r eq u e s ting in f o r m a tio n , s e e k ing c l a r i­
f ic a tion on c e r t a in q u e s tio n s , dis c u s s ing 
r e por ting p r o b l em s , o r  e x p r e s s ing comp l ain t s  
( in c l u din g C o n g r e s s io n a l  l e t t e r s f o r w a r ding 
s u c h  cor r e spon d e n c e ) t og e t h e r  wit h copie s of 
B u r e a u  r e p l ie s  t h e r e to .  

Disposition - D e s t r oy 3 mon t h s  a f t e r  t r a n s ­
mit t a l  o r  r ep l y  a n d  G R S  # 1 4 ,  

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Pr escr ibed by General Ser vices 

Admin istration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 10 1- 11.4 
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7.

ITEM NO. 
8. DESCRI PTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

1 8  . ROU T I N E  ADMI N I S TRATIVE OR " HOUS EKEE P I NG "  F I LE S  

R o u tine non- p e r m a n e n t  r e c o r d s  c r e a t e d  o r  main­
t ain e d  by a l l  or  mo s t  o r g a niza tio n a l  u nit s in 
t h e  co u r s e  o f  c o n d u c ting b u sine s s .  T h e s e  f il e s  
in c l u d e  t h e  f o l l owing : tim e  a n d  a t t e n d a n c e  
r e por  t s  , p r op s h e e t s  a n d  p r o p  r e por  t s  , t r a v e l  
or d e r s ,  vo u c h e r  s ,  r e q u e s t s  f o r  p e r mis s ion t o  
t r  a v e l  , a n d  r e s u l ting r epor  t s  , b u d g e t  r e c o r d s  
a nd c o s t e s tim a t e s  f o r  p r op o s e d  a n d  app r o v e d  
p r o j  e c t s  t og e t h e r  wit h r e l a t e d  cor r e s p o n d e n c e  , 
wor k s h e e t s  , a n d  p r o j e c t  a u t h o r iza tion r e q u e s ts , 
p e r s o n n e l  r e c o r d s  s u c h  a s  p o s ition d e s c r ip tion 
n o tif ic a tio n s  of p e r s o n n e l  a c tio n  , applic a tio n s  
f or emp l oym e n t , emp l o y e e  r e c o r d c a r d s  , pe r f o r m­
a n c e  r a tin g s ,  l e a v e  a n a l y s e s ,  p e r s o n n e l  a dminis­
s t r a tion r e cor d s  r e l a tin g  to t h e  ope r a tio n  o f  
s u c h  r o u tine p e r s o n n e l  f u nc tio n s  a s  m e r it 
p r om o t io n , b l ood- s a vin g s  B o n d- UGF d r iv e s ,  
s t a f f ing p a t t e r n s  , g r ad e  l e v e l s ,  e t c .  , c opie s 
o f  is s u a n c e s  a n d  a n n o u n c e m e n t s  on r ou tin e a dmin­
is t r a tiv e a n d  p e r s o n n e l  m a t t e r s  f r om Division 
C h ie f s  and a b ov e  , p u r c h a s e  and r e quisition 
f o r  f u r nit u r e ,  s upplie s ,  eq uipme n t ,  a n d  
in v e n t o r ie s  a n d  lis t s  o f  m a c hin e s  a n d  equipm e n t  
with r e l a t e d  ma t e r ia l  o n  t h e  u s e  a n d  r e p air o f  
s ame , Mo n t h l y  E x p e n s e  S t a t em e n t s  f r om t h e  
D ivisio n , con t r a c t  r e c o r d s  s u c h  a s  con t r a c t s  , 
t r a c t  a u t h o r iza tio n s ,  c o n t r a c t  p r opo s a l s ,  bil l­
ing s ,  vou c h e r s ,  and r e l a te d  c o r r e spo n d e n c e  , 
o f  r e cor d s  dis p o s ition a n d  t r a n smit t a l  r e q u e s t s  , 
d aily p r og r e s s  r ep o r  t s  m a d e  f o r  t h e  p u r p o s e  o f  
indic a ting de g r e e  o f  c omp l e tio n  a n d  id e n tifying 
b o t t l e n e c k s  , a n d  r e l a t e d  r e co r d s .  

Disposition - S e e  C e n s u s  A dminis t r a tiv e M a n u a l  
C h ap t e i  K 3 ,  " Re co r d s  M a n a g e me n t  
( Ap p e n dix A )  f o r  dis p o s ition in­
s t r u c tion f o r  e a c h  o f  t h e  above 
s e r ie s  o f  r e c o r d s  . 

1 9  . TABULAT I ON S  AND L I S T INGS 

A .  ANNUAL SUMMARY I MPORT TAB U LAT I ONS 

1 .  A n n u a l  s umm a r y  d a t a  o n  impo r t s f r om 
f o r e ig n  cou n t r ie s  o r  s hipm e n t s  f r om U . S  . 
p o s s e s sion s t h a t  a r e a g g r e g a t e d  by T S U S A  

Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised J u ly 1 97 4 
Prescribed by General Services 

Ad ministration 
GPO : 1975 0 - 579·387 F PM R  (41 CF R) 1 01 - 1 14 
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w h e :  

old 
when 
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8. DESCRIPTION OF ITEM 9. 
10.SAMPLE OR ITEM

7. 
NO. 	 (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

or S c h e d u l e  A numb e r  by cou ntr y o f  
by me t h o d  o f  t r a n s p o r t a tion by C u s toms 
d is t r ic t  o f  e n t r y  t og e t h e r  wit h r e l a t e d  
e r r a t a .  

D is p o s itio n  - A .  H a r d  Copy : 

D e s t r oy wh e n  3 y e a r s  o d 
( if mic r o f o r m e d )  o r  

5 y e a r s old  ( if n o t  
mic r o f o r m e d )  • 

B .  	 Mic r o f o r m :  

1 .  	 O r igin a l  S il v e r 
N e g a tiv e :  

D e s t r oy w h e n  1 5  
y e a r s o l d . 

2 .  	 A l l  O th e r  C opie s :  

D e s t r oy wh e n  no 
l on g e r  n e e d e d . 

2 .  O t h e r  A n n u a l  S umm a r y  D a t a-T a b u l a tio n s  

Dispositio n  - A .  H a r d  Copy : 

D e s t r oy w h e n  	3 y e a r s 
( if mic r o f o r m e d )  o r  
5 y e a r s o l d  ( if n o t  
mic r o f o r m e d )  . 

B .  	 Mic r o f o r m :  

1 .  	 O r igin a l  S il v e r  
N e g a tiv e :  

D e s t r oy w h e n  1 0  
y e a r s o l d . 

2 .  	 A l l  O t h e r  C opie s :  

D e s t r oy wh e n  no 
l on g e r  n e e d e d . 

B .  	 MONTHLY AND QUARTERLY SUMMARY I MPORT TABU­
LAT I ON S  

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised J ul y  1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 F PMR (4 1 CF R) 10 1-11 .4 
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JOB Nb .. ' PAGE OF Request for Records Disposition Au�hority-Continuation 13 
8. DESCRIPTION OF ITEM 	 10.SAMPLE OR 

7. 	 9.
ITEM NO. (With Inclusive Dates or Retention Periods) 	 ACTION TAKEN JOB NO. 

1 .  	 Mon t h l y  or q u a r t e r ly s umma r y  d a t a  on 
impo r t s  f r om f o r e ig n  c o u n t r ie s  or  s h ip­
m e n t s  f r om U . S . po s s e s s io n s  t h a t a r e  
a g g r e g a t e d  by T S U S A  o r  S c h e d u l e  A numb e r  
b y  cou n t r y  o f  o r igin b y  m e t h o d  o f  t r a n s­
po r t a tio n  by c u s toms dis t r ic t  o f  e n t r y  
t og e t h e r  wit h r e l a t e d  e r r a t a .  

Dispo s itio n  - A .  H a r d  C o py :  

D e s t r oy w h e n  1 y e a r  
o l d  ( if mic r o f o r m e d ) 1-t 

1. 	 O r igin a l  S il v e r  
N e g a tiv e :  

D e s t r oy wh e n  5 
y e a r s o l d . 

2 .  	A l l  O t h e r  Copie s :  

D e s t r oy w h e n  no 
l o n g e r  n e e d e d .  

C .  	 ANNUAL SUMMARY E XP ORT TAB U LAT I ON S  

1 .  	 A n n u a l  s umm ary d a t a  on expor t s  to f o r ­
e ig n  c o u n t r ie s  or  s h ipm e n t s  t o  U . S .  
po s s e s sio n s  t h a t  a r e  a g g r e g a t e d  by T S U S A  
o r  S c h e d u l e  B n um b e r  o f  c o u n t r y  o f  de s­
tina tio n  by me t h o d  of  t r a n s po r t a tion by 
c u s t oms dis t r ic t  of e x po r t t og e t h e r  with 
r e l a t e d  e r r a t a .  

Dispo s ition - A .  H a r d  C opy : 

D e s t r oy wh e n  3 ye a r s 
o l d  	 ( if mic r o f ilme d )  
o r  w h e n  5 y e a r s  old 
( if not mic r o f ilme d )  . 

B .  Mic r o f o r m :  

1 .  	 O r igin a l  S il v e r  
N e g a tiv e :  

D e s t r oy w h e n  1 5  
y e a r s o l d . 

115-203 	 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A 
Re vise d  July 1 974 
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8. DESCRI PTION OF ITEM 10.SAMPLE OR ITEM NO. 
7. 

(With Inclusive Dates or Retention Periods) 	
9. 

ACTION TAKEN JOB NO. 

2 .  	 A l l  O t h e r  copie s :  

D e s t r oy wh e n  no 
l o ng e r  n e e d e d . 

2 .  	 O t h e r  A n n u a l  E x po r t S umma r y  Dˑt a T a bu­
l a tio n s  

D is po s ition - A .  H a r d  Copy : 

D e s t r oy wh e n  3 ye a r s  
o l d  ( if mic r o f ilm e d )  
o r  whe n  5 y e a r s  o l d  
( if n o t  mic r o f ilme d )  . 

: .... ŀi. ., B • Mic r o f o r m :  

1 .  	 O r igin a l S il v e r  
N e g a tive : 

D e s t r oy w h e n  1 0  
y e a r s o l d . 

2 .  	 A l l  Oth e r  C opie s :  

D e s .t r oy wh e n  n o  
l on g e r  n e e d e d . 

D .  	 MONTHLY AND QUARTERLY S UMMARY E XPORT TAB U­ 

LAT I ON S  


1 .  	 Mon t h l y  or  q u a r te r l y s um m a r y  d a t a  o n  
e xpor t s  to f o r e ig n  co u n t r ie s  or  s hip­
m e n t s  to U . S .  po s s e s s io n s  th a t  a r e  
a g g r e g a t e d  b y  T S U S A  o r  S c h e d u l e · B 
n u mb e r by cou n t r y  of  d e s tin a tio n  by 
m e t h o d  of t r a n s p o r t a tio n a nd c u s toms 
dis t r ic t  o f  e x p o r t .  

D is p o s itio n  - A .  H a r d  C opy : 

D e s t r oy wh e n  1 y e a r  
o l d  ( if mic r o f ilme d )  
o r  wh e n  2 y e ˒r s old  
( if 	 n o t  mic r o f ilme d )  . 

B .  Mic r o f o r m : 

1 .  	 O r igin a l  N e g a tiv e : 
115-203 	 Four copies, Including original, to be submitted to tlie National Archives STANDARD FORM 115-A 
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8. DESCRIPTION OF ITEM 	
9. 

10.SAMPLE OR 
ITEM

7. 
NO. (With Inclusive Dates or Retention Per iods) ACTION TAKEN JOB NO. 

D e s t r oy wh e n  5 
y e ars o l d  . 

2 .  	 A l l  O t h e r  Copie s  : 

D e s t r oy wh e n  no 
l o n g e r  n e e d e d .  

2 .  	 Ot h e r  Mo n t h l y  and  Qu a r t e r ly E x po r t 
S umma r y  T a b u l a tio n s  

Disposition - A .  H a r d  C opy : 

D e s t r oy w h e n  1 y e a r · 
o l d . 

B .  	 Mic r o f or m :  

1 .  	 O r igin a l  N e g a tiv e  : 

D e s t r oy wh e n  5 
y e a r s old . 

A l l  O t h e r  C opie s :  2. 

D e s t r oy wh e n  no 
l o ng e r  n e e d e d . 

E .  	 L I S T INGS AND TAB U LAT I ON S  OF VES S E L  ENTRANCES  
AND CLEARANCES 

T a b u l a tio n s  a n d  lis tin g s  of  e n t r a n c e s and  
c l e a r a nc e s  o f  vess e l s  e n g a g e d  in f o r e ig n  
t r a d e  t h a t a r e  d e r iv e d  f r om C u s toms f o r m s  
14 0 0  a n d  14 0 1. 

Dispositio n  - D e s t r oy wh e n  3 ye a r s  o l d . 

F .  	 LEDGER F I LE TAB U LAT I ONS 

E xp o r t and I mpo r t s˓mm a r y  t a b l e s  t h a t  s how 
c u r r e n t  mo n th a d j u s t e d  a n d  c u m u l a tive to t a l s  
f or commodity , count r y ,  a n d  dis t r ic t  o f  
e xpor t f o r  all m e t h o d s  o f  
s hipm e n t s/ air s h ipm e n t s  t og e t h e r  wit h 
e r r a t a .  

- w h e n  n o  
Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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8. DESCRI PTION OF ITEM 	
9. 

10.SAMPLE O R  7.
ITEM NO. (With Inclusive Dates or Retention Periods) 	 ACTION TAKEN JOB NO. 

G .  	 S P E C I A L  TAB ULAT I ON S  

S pe cia l t a b u l a tion s  s u c h  a s  time s e r ie s  t a b­
u l a tio n s  a n d  non- r o u tin e t a b u l a tio n s  c r e ate d 
f o r s p e cia l r e p o r t s .  

Dis p o s itio n -	 A. H a r d  Copy: 

D e s t r oy w h e n  2 ye a r s  o l d  
( if mic r o f o r m e d )  o r  wh e n  
5 y e a r s  o l d  ( if n o t  mic r o­
f o rme d )  . 

B .  Mic r o f o r m :  

1 .  	 O r igin a l  S il v e r N e g­
a tiv e : 

D e s t r oy wh e n  1 5  y e a r s 
o l d .  

2 .  	 A l l  o t h e r  copie s :  

D e s t r oy wh e n  no lon g e r  
n e e d e d .  

H .  	 COST  RE I MB U RS AB LE TAB U LAT I ONS 

A g g r e g a t e d  d a t a  t a b u l a tio n s  p r ep a r e d f o r  
a g e ncie s , or g a niza tio n s ,  a n d  in divid u a l s  
o u t s id e  t h e  B u r e a u  o n  a c o s t  o r  r e imb u r s­
ab l e  b a sis.  

Dispos ition 	 - D e s t r oy when 2 y e a r s o l d  or  
s oo n e r  if s u b s c r ib e r  is s a tis­
f ie d. 

I .  	 INTE RME D I ATE TABULAT I ONS AND L I S T I NGS 

P r e l imin a r y  and in t e r m e dia t e  t a b u l a tion s  a n d  
l is tin g s .  I n c l u d e d  a r e  t a b u l a tio n s  a n d  
in g s  o f  r e j e c t s , l a t e docume n t s , u n c o r r e c t e d  
r e co r d s , h ig h  	v a l u e  docum e n t s , low v a l u e  
u me n t s , e dit c o r r e c t io n s ,  and r e l a t e d  docu­
m e n t s .  

D is p o s itio n  	- D e s t r oy wh e n  1 y e a r  o l d  o r  
s oo n e r  if n o  l o n g e r  n e e d e d. 

Four Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
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1 7  Request for Recdrd's Disposition A�thority-Continuation J OB Np., , 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

' ' 

9.
SAMPLE O R  

JOB NO. 

PAGE OF 

10. 
ACTION TAKEN 

2 0  . WOR K I NG PAPERS 

B a c k g r ou n d  and s o u r c e  m a te r i a l s  u s e d  in p r e p a r i n  

r e p o r t s  a n d  c o n d u c t i n g d a ta a n a l y s e s ,  s u ch a s  

p r i n t o u t  t a b u l a t i o n s , r e f e r e nc e  m a t e r i a l , non­ 

r e c o r d cop i e s  o f  f ll e  d o c um e n t s  and p u b l i c a t i o n s  

l i b r a r y m a t e r i a l ,  h a ndwr i t t e n  n o t e s , a n d  r o u g h  

d r a f t s  t og e t h e r  w i t h  r e˕a t e d  r e v i ew s  a n d  

c r i t i q u e s .  


D i s p o s i t i o n - D e s t r oy 6 mon t h s  a f t e r  e i t h e r  

p u b l i c a t i on o r  compl e t i o n  o f  

o f f i c i a l  a c t i on , o r  3 y e a r s  a f t e r  

c ompl e t i on o f  t h e  r e por t o r  

a n a l y s i s  i f  t h e r e  wa s no p u b l i ­ 

c a t i on o r  o f f i c i a l a c t i o n  ( GRS # 1 6 , 

I t em 1 0 ) . 


OFF I CE OF THE D I V I S I ON C H I EF/AS S I S TANT D I VI S I ON 

C H I EFS  


2 1 .  S UB JECT.  F I LE S  

V o l ume 32 c u b i c f e e t .  1 9 7 4  a n d  t h e r e a f t e r . 
A n n u a l  a c c umu l a t i on - a p p r ox i m a t e l y  5 - 6 
c u b i c  f e e t .  

G e n e r a l  s u b j e c t  f i l e s  r e l ating t o  a v a r i e ty o f  

p r o g r a m ,  p r o j e c t , a d m i n i s t r a t i v e , a n d  o t h˖r 

m a t t e r s , . i . e .  , f i l e s  t h a t  c on t a i n  b o t h  pe r m a n e n t  

a n d  tempo r a r y  r e c o r d s . T h e s e  f i le s c o n s i s t  o f  

c o r r e s p o n d e n c e , memo r a n d u m s . ,  r e por t s , d i r e c t i ve s ,  

p u b l i c a t i o n s , i s s u a n c e s , a g e n d a  a n d  m i n u t e s  o f  

me e t i n g s , d r a f t s , a n d  t a bl e s . 


- S e g r e g a t e  	m a t e r i a l i n t o :  

a .  	 ( 1 )  d e s c r i b e  t h e  o r i g i n ,  

e ,  a n d  f u n c t i o n s  o f  t h e  D i v i s i on 


i o u s  u n i  t s , o r  ( 2 )  d e s c r i b e  t h e  
o r i g i n ,  p u r  e ,  s c ope , c o n t e n t ,  p r o c e d u r e s , 
c o s t s , a n d  r e s u s o f  t h e  F o r e i g n  T r a d e  
D i v i s i o n  s t a t i s t i p r og r am s  a n d  p r o j e c t s . 

P e r m a n e n t .  

A l l  O t h e r  Ma t e r i als :  

T ern 	 D e s t r o  w h e n  3 
Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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10.8. DESCRIPTION OF ITEM 
9.

SAMPLE OR ACTION TAKEN (With Inclusive Dates or Retention Periods) 
7. 

JOB NO. ITEM NO. 

a. The D ivis i on Ch ief's Sub j e c t  F iles tha t · 2 1 . 
(1) de s c r ibe the or iĶin, s truc ture , and 
func t i ons of the D ivis ion or ( 2 ) document 
the or i g i n, c os t s , purpos e ,  c ont ent , 
procedures , and re sult s of the D ivis i on's 
s tat i s t ic al programs and pro j e c t s . 

Permanent . Cut off annually and plac e in 
inac t ive f ileķ Transfer to FRC when S 
years old. Off er to NARS in S year blocks 
when la t e s t  records are 10 years old . 

b .  	All o ther sub j e c t  f i l e s  of the D i vis i on 
Chief relat ing t o  rout ine adminis trat ion 
of the d iv i s  ione 

D e s troy when 3 years old. 

c .  	A ll sub j e c t  f iles of the A s s i s tant Ch iefs 
of the d i vi s  ion. 

D e s troy when 3 years old . 

STANDARD FORM 115-AFour copies, lncludirig original, to be submitted to the National Archives 
Revised J ul y  1974 
Prescribed by G eneral Services 

Administration 
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7.
ITEM NO. 

for Record's Disposition Authority-Continuation 

8. DESCRI PTION OF ITEM· 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 

PAGE OF 

10. 
ACTION TAKEN 

T h e  o t h e r  r e c o r d s  o f  t h e s e  o f f ˗c e s  a r e  
d e s c r ib e d  in I t em n o s  . 1 .  ( C e n s u s  pu b l ic a tio n s )  , 
2 .  ( C h r on F il e s  N o t  D e s c r ib e d  E l s ewh e r e )  , 3 .  
( Co ng r e s s io n a l  C o r r e s po n d e n c e ) ,  5 .  ( D a t a P r o­
c e s s ing P ape r wo r k  R e c o r d s )  , 8 .  ( F o r eig n  T r a d e  
P r oc e d u r e s  Memo r a n d a )  , 9 .  ( I n f o r m a t i on/P u b li­
c a tion/D a t a T a b u l a tio n  Req u e s t  Fil e s )  , 1 1 .  ( O pe r ­
a tion s  F il e s ) ,  1 2  . ( P e r iodic A c t ivity R epo r t s )  , 
1 4  . ( P r opo s e d  P r o j e c t  Fil e s )  , 1 5  . ( R e f e r e nc e  or  
C o n v e nie n c e  C opy F il e s ) ,  1 6  . ( R e s e a r c h  P r o j  e c t  
P l a n ning Fil e s ) ,  1 7  . ( R e s po n d e n t  C o r r e s po n d e n ce )  , 
1 8  . ( Rou tin e A dminis t r a tiv e or  " H o u s e k e e pin g "  
F il e s ) ,  a n d  2 0 . ( W o r k ing P ape r s )  . 

ADMI N I S TRAT I VE OFF I CE 

T his of f ic e  h a n d l e s  t h e  Division's b u dg e t ,  
pe r s on n e l  , a n d  pr o c u r em e n t  f u n c tion s .  
S pe cif ic a l l y , t h e  u nit pr epa r e s  b u dg e t  a n d  
s t a f fing pa t t e r n  e s tim a t e s  f o r  Division pr o j e c t s  , 
pr o nito r s  c o s t s  t o  s e e  t h a t  t h e y  a r e  c h a r g e d  t o  
t h e  pr ope r pr o j e c t  , pr o j e c t , pr o c e s s e s  pe r s o n n e l  
a tion s ,  a n d  initia t e s  r eq u e sts f o r  o f f ic e  spa c e  , 
eq uipm e n t  , s uppl ie s  , a n d  s e r vic e s  . 

A l l  r e c o r d s  of  t his o f f ice a r e  de s c r ib e d  in I t em 
n o .  1 5  . ( R e f e r e n c e  or  C o n v e nie n c e  Copy F il e s )  
18 . ( Rou tin e  A dminis t r a tio n  or  " H o u s e k e e pin g "  
Fil e s )  . 

AGRI CULTURE , FORES TRY , MI N I NG , AND RELATED PRO­
DUCTS B RANCH 

T his b r a n c h  d e v e l ops pr o d u c t  cl a s s if ic a tio n s  a n d  
d e f initio n s  f or u s e  in t h e  col l e c tio n , ag g r e­
g a tion , a n a l y s is , a n d  pu b l ic a tio n  o f  d a t a , a n d  
w r it e s  r e por t s  a n d  pu b l ic a tio n s  c o n t a ining 
s umm a r y  s t a tis tic a l d ata on export s and imp6r t s  
o f  f ood , a n im a l ,  wood , min e r a l ,  m e t a l  , a n d  t e x ­
til e pr o d u c t s  . I n  a d ditio n , t h e  b r a n c h  e x amin e s  
s e l e c t e d  e x por t a n d  hig h  v a l u e  impo r t  docume n t s  , 
d e vis e s  d a t a  pa r ame t e r s  f o r  t h e  e diting o f  
d e c l a r a tio n s  a n d  impo r t  docume n t s  , r e view s  a n d  
c or r e c t s  d a t a  r e j  e c t e d  in c ompu t e r  e dit s  , a n d  
d e v e l ops e d u c a tio n a l  pr og r am s  f o r  impo r t e r s  a n d  
e xpo r t e r s to in s u r e  a c c u r a t e a n d  compl e t e 
ing o f  in f o r m a tio n . 

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services ' 

Admin istration 
GPO : 1975 0 - 579·387 FPMR (41 CFR) 10 1-11.4 



I Request for Record's Disposition Au,thority-Continuation JOB NO .. · PAGE OF 19 
7. 8. DESCRIPTION OF ITEM 

ITEM NO. (With Incl usive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

2 2 .  BREAKOUT REQU E S T  F I LES 

2 3 .  

Req u e s t s  for  " b r e a k o u t s "  o r  s u b- c l a s s if ic a tio n  
o f  p r o d u c t c o d e s  tog e t h e r  wit h r e plie s  t h e r e t o .  
A n  e x ampl e o f  s u c h  a " b r e a k o u t "  w o u l d  b e  t h e  
" b r e a k in g "  o f  t h e  c o d e  f o r  " n e c k tie s "  in t o  " k nit 
n e c k tie s "  and " n e c k t ie s o f  t e x til e s  not k n it t e d " .  

A r r a n g e d  c h r o n o l o g ic a l ly by y e a r  a n d  t h e n c e  
n um e r ic a l ly b y  c o d e  numb e r  . 

D is p o s itio n  - Tempor a r y .  D e s t r oy upon p u blic a ­
tio n o f  t h e  r e s u l ting c l a s s if ic a tio n . 

COMP ANY L I TERATURE F I LES 

ComÒ a ny l it e r a ture b r oc h u r e s ,  a n d  pto d u c t  
d e s c r ip tion s t h a t  we r e  s e n t  t o  t h e  F o r eig n  T r a d e  
D ivisio n  t o  f a cilit a t e  S c h e d u l e  B c l a s s if ic a tio n  
r e qu e s ts .  

A r r a n g e d  a l p h a b e tic a l ly by n am e  o f  c omp a ny . 

D is po s ition - De s t r oy w h e n  n o  l on g e r  n e e d e d . 

2 4 .  LOG BOOKS 

C o n t r o l  d o c ume n t s  in p r in to u t  f o r ma t  lis ting a l l  
imp o r  t s  o f  $1 mil l io n  o r  mo r e  a n d  e x po r t s  o f  
$5 0 0  , 0 0 0  o r  mo r e  with r e f e r e n c e s  b a c k  to t h e  
individ u a l  impo r t docum e n t s / e x po r t  d e c l a r a tio n s  
f r om whic h  t h e  d a t a  a r e d e r iv e d .  

D is po sitio n  - D e s t r oy w h e n  n o  l on g e r  n e e d e d  . 

2 5 . S C H EDULE B NUME R I CAL F I LE S  

I ncomin g  r e q u e s t s  t h a t  a giv e n  p r o d u c t  b e  giv e n  
a S c h e d u l e  B C l a s sific a t io n N umb e r  with a c c om­
p a nying comp a ny b r oc h u r e s  a n d  p r o d u c t  d e s c r ip­
tio n s  , t og e t h e r  with copie s of r e plie s  t h e r e to .  

. 

A r r a n g e d  eit h e r  n um e r ic a l l y  by S c h e d u l e  B n u m b e r  
o r  a l p h a b e tic a l ly b y  n ame o f  r eq u e s te r . 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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JOB NO .. PAGE OF Request for Records Disposition A�thority-Continuation 20 

8. DESCRIPTION OF ITEM 
9. 

10.SAMPLE O R  7. 
ACTION TAKEN ITEM NO. (With Inclusive Dates or Retention Periods) J O B  NO. 

Dispo s ition - T e mpo r a r y . D e s t r oy upon p u b l ica­ 

tion o f  t h e  r e s u l ting S c h e d u l e  B c l a s s if ic a tio n s . 


O t h e r  r e c o r d s  o f  t his b r a n c h  a r e  d e s c r ib e d  in 
I te m  n o s . 1 .  ( C e n s u s  B u r e a u  P ub l ic a tion s ,  
2 .  ( C h r on F il e s  N o t  D e s c r ib e d  E l s e w h e r e )  , 

3 .  ( C on g r e s s ion a l  C o r r e s p o n d e n c e ) ,  5 .  ( D a t a 

P r oc e s sing P _ 
a p e r wo r k R e c o r d s )  , 6 .  ( E xp o r t/ I mpo r t  

F or m s )  , 7 .  ( F ile D o c um e n t a tion f o r  Mac hin e  R e a d­

a b l e  F il e s )  , 8 .  ( F o r e ig n  T r a d e  P r o c e d u r e s  Memo­

r a n d a ) , 9 .  ( I n f orma tion/ P u bl ic a tio n/D a t a  T a b u­

l a tio n  Requ e s t  F il e s ) ,  1 0 . ( I mpor t/Expor t E dit 

M a s t e r s )  , 1 1 .  ( O pe r a tio n s  F il e s ) ,  1 2  . ( P er iodic 

Activity R ep o r t s )  , 1 3 . ( P r o d u c t  C l a s s if ic a tion 

S c h e d u l e s ) ,  1 4 . ( P r opo s e d  P r o j e c t  Fil e s )  , 
· 1 5  . ( R e f e r e n c e  o r  C o n v e nie n c e  copy F il e s )  , 
1 6 . ( R e s e a r c h  P r o j e c t  P l a n nin g F il e s ) ,  
1 7  . ( R e s p o n d e n t  C o r r e s p o n d e n c e ) ,  1 8  . ( Rou tin e Ad­ 

minis t r a tive or " H o u s e k e epin g "  Fil e s ) ,  1 9  . ( T a b u ­ 

l a tio n s  a n d  Lis tin g s )  , a n d  2 0  (Wo r king P a pe r s )  . 


·' 

MACH I NERY , AND GENERAL MANUFACTURERS .·. 

T his b r a n c h  d e ve l ops p r o d u c t  cl a s sific a tio n s  a n d  
d e finitio n s  f o r  u s e  in t h e  c o l l e c tion , a g g r e­
g a tion , a n a ly s is a n d  p u b l ic a tio n  o f  d a t a , a n d  
w r it e s  r e por t s  apd p u b l ic a tio n s  con t ainin g  
s t a tis tic al d a t a  on e x po r t s  a n d  impo r t s o f  
c h emic a l , m a c h in e r y , m o t o r  v e h ic l e , in du s t r ia l , 
a n d  d u r a b l e  c on s um e r  p r o d u c t s . I n  a ddition , t h e  
b r a n c h  e x amin e s  s e l e c t e d  e x p o r t a n d  hig h v a l u e  
impor t docum e n t s , d e vis e s  d a t a  pa r am e t e r s  f o r  t h e  
e d iting o f  e x p o r t d e c l a r a tio n s  a n d  impo r t  docu­
m e n t s , r e view s  a n d  c o r r e c t s  d a t a  r e j e c t e d  in  com­
p u t e r  edit s , a n d  d e v e l o p s  e d u c a t io n a l  p r og r am s  
impo r t e r s a n d  e x p o r t er s t o  ins u r e  a c c u r a t e a n d  
c ompl e t e r e p o r tin g o f  in f o r m a tion . 

2 6 . REQU E S T  F I L E S . 

- 3 c u bic f e e t .  1 9 7 2 a n d  t h e r e a f t e r . 

f o r  " b r e a k o u t s "  o r  s u b- c l a s s if ic a tio n s  
c o d e s  tog e t h e r  with r e p l ie s  t h er e t o .  A n  


e x amp l e  of  s u c h  a " b r e a k o u t "  w o u l d  b e  t h e  " br e a k­

in g "  o f  t h e  code  f o r  " Mo to r s "  in t o  s e p a r a t e s u b­ 

c o d e s  for " AC m o tors " a n d  " DC m o t o r s . "  
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8. DESCRIPTION OF ITEM 7.
ITEM NO. (With Inclusive Dates or Retentio n Periods) 

A r r a n g e d  c h r onologic a l l y by yea r  a n d  t h e n c e  
n u m e r ic a l l y  b y  c o d e  numb e r  . 

D is p o s itio n - T empo r a r y .  D e s t r oy upon p u b l ic a ti 
o f  t h e  r e s ultin g  c l a s s if ic a tio n s  . 

2 7 .  COMPANY L I TERATURE F I LE S  

Comp a ny lite r a t u r e , b r o c h u r e s , a n d  p r o d u c t  
d e s c r ip tion s t h a t  we r e  s e n t  t o  t h e  F o r eig n  T r a d e  
Divis ion to f a cilit a t e  S c h e d u l e  B c l a s s if ic a tio n  
r eq u e s t s  . 

A r r a n g e d  a l p h a b e tic a l l y  by n am e  o f  comp a ny . 

Dis po s ition - De s t r oy w h e n  no'l on g e r  n e e d e d . 

2 8  . LOG BOOKS 

C o n t r o l  d o c um e n t s  in p r in t o u t  f o r m a t  l is ting a l l  
impor t s  ˚f $1 mil l io n  o r  mo r e  a n d  e x p o r t s  o f  
5 0 0 , 0 0 0  o r  m o r e wit h r e f e r e n c e s  b a c k  t o  t h e  in­
divid u a l  impo r t docume n t s/ e xpor t d e c l a r a tio n s  f r  
whic h  th e d a t a  a r e d e r ive d .  

D is p o s ition - De s t r oy w h e n  n o  l o n g e r  n e e d e d . 

2 9 .  CHEDULE ƒ NUME R I CAL FIL E S .  

r eq u e s t s t h a t  a giv e n  p r o d u c t  b e  giv e n  a 
B C l a s s if ic a tio n  N um b e r  with a c c ompanyin 

omp a ny b r oc h u r e s  a n d  p r o d u c t  de s c r ip tion s ,  
ogeth e r  wit h  copie s o f  r e plie s  t h e r e t o .  

r r a n g e d  eithe r  n um e r ic a l ly by S c h e d u l e  B numb e r 
l p h a b e tic a l l y  by name  o f  r e q u e s t e r . 

ispo sition - Tempor a r y .  D e s t r oy upon public a tio 
f t h e  r e s u l ting S c h e d˛l ˜  B C l a s s if ic a tio n s .  

r e c o r d s  o f  this b r a n c h  a r e  d e s c r ib e d  in 
1 ( C e n s u s  B ur e a u  P u bl ic a t io n s )  , 2 .  ( C h r  

il e s .N o t  D e s 6r ibe d E l s ew h e r e )  , 3 .  ( C o n g r e s si on al 
o r r e s p o n d e nc e )  , ( D a t a  P r oc e s s in g  P ap e r wo r k .s .
e c o r d s )  , 6 .  ( E x po r t/ I mpo r t s  F o r m s )  , 7 . ( F il e D o c  
e n t a tion f o r  Mac h in e  R e a d a b l e  F il e s )  , 8 .  ( F o r e ig 
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7.
ITEM NO. 

3 0 . 


8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

u bl ic a tio n/D a t a  T a b u l a tion R e qu e s t  File s )  , 
o. ( I mp o r t/E x p o r t E dit Ma s t e r s )  , 1 1 . ( Op e r a tio n s  
ile s )  , 1 2 . ( P e r iodic A c tivity Repo r t s )  , 1 3 . ( P r o  
u c t  C l a s sif ic a tion S c h e d u l e s )  , 1 4  . ( P r opo s e d  P r o  
e c t  F il e s ) ,  1 5  . ( R e f e r e n c e  o r  C o n v e nie n c e  Copy 
ile s )  , 1 6  . ( R e s e a r ch P r o j e c t  P la n ning Fil e s )  , 
7 .  ( R e s po n d e n t  C o r r e spond e n c e ) ,  18  . ( Rou tin e 
dminis t r a tiv e o r  " H o u s e k e e pin g "  F il e s )  , 1 4  . ( T a b  
l a tio n s  a n d  Lis tin g s )  , a n d  2 0  . ( Wo r king P a p e r s )  . 

LAS S I F I CA T I ON S CHEDULES AND COORD I NA T I ON S TAFF 

his s t a f f  a c t s  as a c l a s s if ic a tio n  r e s o u r c e  u nit 
o t h e  s u b j e c t  m a t t e r /p r o d u c t  c l a s s if ic a tio n  
r a n c h e s .  I n  a d d ition , this u nit devis e s  c l a s s i­
ic a tion cod e s  f o r  new p r o d u c t  a r e a s , coo r din a t e s  
h e  divisio n  inp u t  t o  t h e  4 8 4  E C ommit t e e  o n  c om­
odity c l a s s if ic a tio n , a n d  d e v e l o p s  c l a s s if ic a tio 
a n u a l s  a n d  c r o s s  c l a s sific a tio n  c o n c o r d a n c e s .  

8 4  E COMM I TTEE F I LE S  

· 
-o l ume 6 -l/2 c u bic f e e t .  1 9 7 7  a n d  t h e r e a f t e r  . 

n n u a l  A c c um u l a tio n  - l e s s  t h a n  1 c u bic f oo t .  

h e  4 8 4  E C ommit t e e  is a U n it e d  S t a t e s  I n t e r ­
a tio n a l  T r a d e  C ommis sion e s t a b l is h e d  commit t e e  
it h the  f u n c tion o f  c l a s s ifying a n d  s u b- c l a s s i­
ying commoditie s wit hin t h e  f r am e wo r k o f  t h e  
o d e s  p u b l is h e d  in t h e  T a r if f  S c h e d u l e s o f  t h e  
nit e d  S t a t e s , A n n o t a t e d  ( TS U S A )  . 

h e  f il e s  con sis t o f  r e c o r d s  r e l a ting t o  b o t h  t h e  
u b c l a s s if ic a t io n  or  " b r e a k ing o u t "  o f  c e r t ain 
omm odity co d e s  a n d  t h e  c l a s sific a t io n  o f  c e r t ain 
r e vio u s ry u n c l a s s if ie d  c ommoditie s .  T h e s e  
e c o r d s  inc l u d e  d e f initio n s  o f  c ommodity t e r m s , 
ia g r ams  o f  t h e  commodity , a g e nd a , d e cisio n  o f  t h  
ommit t e e , n o t e s  a n d  min u t e s  o f  m e e ting s , a n d  r e­
u e s t s  f o r  commodity c l a s sific a tio n s  o r  c h a n g e s  o 

ommis sion . 

n 
f 

exis ting 
r e plie s  

c l a s sific a tio n  
t h e r e t o .  

tog e t h e r  with copie s 

r r  a n g e d  by c ommodity code  numbe r .  

- D e s t r oy 
of  t h e s e  

w h e n  
f il e s  

n o  l ong e r  n e e d e d .  
m ain t ain e d  b y  

T h e  
t h e  

Four copies, Including original, to be submitted to the National Archives 

GPO : 1975 0 - 579•387 

10.
9.

SAMPLE O R  
ACTION TAKEN JOB NO. 

STANDARD FORM 115-A 
Revised J u ly 1 97 4 
Prescribed by G eneral Ser vices 

Ad min istration 
FPMR (41 CFR} 1 01 -1 1 .4 

115-203 



.. 

JOB NO: PAG E O F  Request for Records Disposition Authority-Continuation 
' 23 

8. DESCRIPTION OF ITEM 
9. 

10.SAMPLE OR 7. 
(With Inclusive Dates or Retention Periods) ACTION TAKEN I TE M  NO. JOB NO. 

A RMON I ZED CO D I N G  S Y S TEM 3 1 . 
e c o r d s  r e l a ting to t h e  U nited  N a tion s  s p o n s o r e d  
u s toms Coope r a tion a t t emp t t o  come u p  wit h a n  

"mpor t s/ e xpor t s  coding sy s t em . T his C u s tom s Co­
pe r a tion C o u n cil co n s is t s  o f  r e p r e s e n t a tiv e s  of  
a r io u s  cou n t r ie s  wit h t h e  ti.s. r e p r e s e n t a tive 
e por ting to t h e  I n t e r -A g e ncy C ommi t t e e  on C CC 
a t t e r s .  I n c l u de d  on t his I n t e r -A g ency C ommit t e e  

' s  a r e pr e s e n t a tive of  t h e  B u r e a u . 

h e s e  r e c o r d s  inclu d e  min u t e s  o f  m e e tin g s ,  a g e n d a  , 
r a f t s , o f  p r opo s e d  code s ,  a n d  F e d e r a l  a g e n cy 
omm e n t s  . 

ispo s ition - T e mpo r a r y .  De s t r oy 5 ye a r s  a f t e r  t e 
e r mina tion of  t h e  C u s toms Coope r a tion C o u n cil o r  
h e  I n te r a g ency C ommit t e e  on C C C  Ma t t e r s or  s co n e  

' f  n o  l on g e r  n e e d e d .  S i n c e  t h e s e  r e c o r d s  a r e  d u p  
ic a t e d  in t h e  r e c o r d s  of  t h e  I n t e r a g a n cy C ommit t e 
n CCC Ma t t e r s ,  and in the  r e c o r d s  of t h e  C e n s u s  
u r e a u  r e p r e s e n t a tive o r  his or g a niza tio n a l  u nit , 
h e s e  r e c o r d s  a r e in e f f e c t  R e f e r e n c e  or  C o n v e n­

' e n c e  C opy f ile s . 

3 2 .  O RK UN I T  CON T RO L  RECO RDS 

o n t r o l  r e c or d s  f o r  t h e  c l e r ic a l  h a n d l ing , pr o c e s  ­
ng , a n d  t a bu l a ting o f  i˝c9ming d o c um e n t s . T h˞s e 

'nc l u de a s s ig nm e n t  c on t r o l s h e e t s ,  w o r k - l o a d  r epo t s , 
r ec e s s in g  s t a t u s  r e p o r t s , wor k p r o d u c tion r epo r t , 
ocum e n t  c on t r o l s h e e t s , a n d  r e l a t e d  r e c o r d s . 

ispo sition - D e s t r oy wh e n  .1 y e a r  o l d  or  soon e r  i 
o long e r  n e e de d .  

h e  o t h e r  r e c o r d s  o f  t his b r a n c h  a r e  d e s c r ib e d  in 
tern n o s  . 1. ( C e n s u s  B u r e a u  P u blica tion s )  , 

( C h r o n  F il e s  N o t  D e s c r ib e d  E l s ewhe r e ) ,  5 .  ( Oa t  
r e c e s sing P a p e r wo r k R e c or d s )  , 6. ( E xpor t/ I mpo r t  
o r m s )  , 7 .  ( F il e  D o c ume n t a ti.on f o r  Mac hin e  R e a d a b  e 
ile s )  , 8 .  ( F o r eign T r a de P r oc e d u r e s  Memor a n d a ) ,  

( I n f o r m a tion/ P u blica tion/D a t a-T a b u l a t˟on R e q u e  t 
il e s )  , 1 0 .  ( I mpor t/E x po r t E dit Ma s t e r s )  , 1 1. ( O pe ­
tio n s  F il e s ) ,  1 2 .  ( P e r iodic A c tivity Repo r t s )  , 
3 .  ( P r od u c t  C l a s sific a t ion S c h e d u l e s )  , 1 4 .  ( P r o­
o s e d  P r o j e c t  F ile s )  , 1 5 .  ( Re f e r e n c e  or  Conve nie n e 
opy F il e s ) ,  16. ( Re s e a r c h  P r o j e c t  P l a n ning Fil e s  , 
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17 . ( R e s po n d e n t  C o r r espon d e n c e ) , 1 8 . ( Rou tin e 
Adminis t r a tiv e or  " H o u s e k e epin g "  F il e s )  , 
1 9 . ( T a b u l a tio n s  a n d  Lis ting s )  , a n d  2 9 .  ( W o r k ing 
P ap e r s ) .  

COORD I NAT I ON AND S PE C I F I CA T I ONS B RANCH 
Ľ�--�---ľĿ�--� 

T his b r a n c h  m ain t a in s l iais o n  wit h  u s e r s  of  
f o r eig n  t r a d e  s t a tis tic s , k e e p s  a b r e a s t  o f  u s e r  

. d a t a  n e e d s , d e vis e s  d a t a  o u t p u t  spe cific a tio n s  
d e s ig n e d  to me e t  gove r nm e n t a l  a n d  non- g ov e r n­
m e n t a l  u s e r  n e e d s , a n d  r e view s  d a t a  o u t p u t  t o  
in s u r e  c o n f o r mity to s p e cific a tio n s .  

3 3 .  HEADER S T R I P S  

T a bˠe h e a din g s  a n d  in t r od u c t o r y  s t a t e me n t s  f o r  
tab u l a tio n s  a n d  p u bl ic a tio n s  t o g e the r  with 
s p e cia l n o tic e s  d e n o ting c o r r e c tion s  in t h e  
s t a tis tic a l  t a bl e s , woˡk s h e e t s , a n d  e r r a t a 
s h e e t s  . 

D i s p o sition - D e s t r oy e a c h  he a d e r  s t r ip a n d  it s 
r e l a te d  m a t e r ia l  5 y e a r s a f t e r  t h e  l a s t  pr in ting 
of the p u b l ic a tio n  in which it is u s e d . 

T h e  o t h e r  r e c o r d s ,o f  this br a ˢch a r e  de s c r ib e d  
i n  I t em nos . 1 .  ' ( C e n s uˣ B u r e a u  P u b l ic a tion s )  , 
2 .  ( C h r on F il e s  N o t  D e s crib e d  E l s ewh e r e )  , 
5 · .  ( D a t a  P ro c e s sing P ap e r wo r k R e c o r d s )  , 6. ( E x­
p o r t/ I mpo r t F o r m s )  , 7 .  ( F il e Docum e n t a tio n  f o r  
M a c hin e R e a d a b l e  F il e s )  , 8 .  ( F o r eig n  T r a d e  P r o­
c e d u r e s  Me 'mor a n da )  , 9 .  ( I n f o r m a tio n/P u bl ic a tio n/ 
D a ta T a b ula tio n  R e qu e s t  F il e s ) ,  1 0  . ( I mp o r t/E x- ­
o r t Edit M a s t e r s )  , 1 1 .  ( O pe r a tio n s  F il e s )  , 
1 2 . ( P e r odic A c tivity Rep o r t s )  , 1 3  . ( P r od u c t  
C l a s sifˤc a tio n  S c h e d u l e s )  , 1 5  . ( Re f e r e n c e  o r  
C o n v e nie n c e  C o p y  Fil e s ) ,  1 7 .  ( R e s p o n d e n t  C o r r e­
spon d e n c e ) É 1 8  . (Rou tine Adminis t r a tive o r  
" Ho u s e k e eping" F il e s ) ,  19 . ( T a b u l a tion s  a n d  
L is ting s )  ! a n d  2 0 . ( Wo r king P ap e r s )  . 

C U RRENT S YSTEMS PROGRAMMING B RANCH 

T his b r a n c h  p r o d u c e s  and t e s t s  p r o g r ams  f o r  t h e  
comp u t e r  p r o c e s s in g  a n d  e diting of  m o n t h ly , 
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3 4  . CUS TOMER S H I PMENT RECORDS 

C o n t r o l  l o g s  f o r  c u s tomer  t a pe s , r eq u e s t s  f o r  
c omp u t e r  t ap e  s h ipm e n t s  ( B C - 2 4 8 ) ,  l is t s  o f  
ma j or d a t a  u s e r s ,  m ail con t r ol c a r d s , o f f icial 
c o s t e s tim a t e s  for c u s tomer  o r d e r  s u b s c r ip tio n s  
a n d  spe ˥ia l t a b u l a tio n s ,  o r d e r  f o r m s , p u b l i­
c a tio n  r eq uisitio n s  (˦D- 1 0 ) ,  a n d  o t h e r  m a t e r ia l  
r e l a tin g to t h e  f il l ing a n d  s h ippin g o f  
c u s tom e r  or d e r s .  

D is p o s itio n  - D e s t r oy w h e n  6 mon t h s o l d . 

T h e  o t h e r  r e c o r d s  o f  this b r a n c h  a r e  de s c r ib e d  
i n  I t em n o s . 1 .  ( C e n s u s  B u r e a u  P u b l ic a tio n s )  , 
2 .  ( C h r o n  F il e s N o t  D e s c r ib e d  E l s ewh e r e )  , 
5 .  ( D a t a  P a p e r wo r k R e c o r d s )  , 7 .  ( F il e D o c um e n­
t a tion f o r  M a c hine R e a d a b l e  F il e s )  , 8 .  ( F o r eig n  
T r a d e  P r o c e d u r es Memo r a n d a )  , 1 0 . ( I mp o r  t/E xpor  t 
E dit Ma s t e r s )  , 1 1 . ( O p e r a tio n s  Fil e s )  , 1 2 . ( P e r ­
io dic A c tivity R e p o r t s )  , 1 3 . ( P r od u c t  C l a s sifi­
c a tion S c he d u l e s )  , 1 5 . ( R e f e r e n c e  o r  C o n v e nie n c e  
C o py F il e s ) ,  1 8  . ( Rou tine Adminis t r a tive o r  
" Ho u s e k e e pin g "  F il e s )  , 1 9  . ( T a b u l a tion s  a n d  
Lis tin g s )  , and  2 0 . ( Wo r king P ap e r s )  . 

METHODOLOGY AND QUA L I TY CONTROL B RANCH 

T his b r a n c h  wr it e s  t h e  p r o c e d u r e s  a n d  spe cifi­
c a tio n s  f o r  t h ˧  comp u t e r  p r o c e s ˨ ing . a nd t a bu­
l a tio n  of impor t/ e x port/ s h ipping d a t a , a n d  de­
vis e s  Qu a li ty C o n t r o l  p l a n s  and p r o c e d u r e s  to  
e n s u r e  t h a t  d a t a  p r o c e s sing and s t a tis tic a l  
a g g r e g a t ion s p e c l f ic a tio n s  h a v e  b e e n  f o l l owe d .  

T h e  r e c o r d s  o f  this b r a n c h  are d e s c r ib e d  in I t e m  
n o s . 1 .  ( C e n s u s  B u r e a u  P u b l ic a tion s )  , 2 .  ( C h r on 
F il e s  N o t D e s c r ib e d  E l s e w h e r e )  , 4 .  ( C u s toms S hip 
E n t r y/Exit F o r m s )  , 5 .  ( D a t a  P r oc e s s ing P a p e r wo r k  
R e c o r d s )  , 6 .  ( E xpor t/ I mpo r t F o r m s )  , 7 .  ( F il e D o c ­
u me n t a tio n  f o r  Mac hin e R e a d a b l e  F il e s )  , 8 .  ( F o r ­
e ig n  T r a d e  P r oc e d u r e s  Memor a n d a ) ,  1 0  . ( I mp o r t/ 
E xpor t E dit M a s t e r s )  ; 1 1 . ( Op e r a tion s  F il e s )  , 
1 2 . ( P e r iodic A c tivity R e p or t s )  , 1 3 . ( P r od u c t  
C l a s sific a tio n  S c h e d u l e s )  , 1 5 . ( Re f e r e n c e  o r  
C o n v e nie n c e  C opy F il e s ) ,  1 8  . ( Ro u tine A dminis­
t r a tiv e or  " H ou s e k e e ping F il e s )  , 1 9  . ( T a bu­
l a tio n s  a n d  Lis tin g s )  , and 2 0 . ( Wo r king P a pe r s )  . 
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PROCEDURES B RANCH 

T his b r a nc h  w r it e s  t h e  p r o c e d u r e s  a n d  s p e c˩ f i­
c a tio n s  f o r  t h e  cl e r ic a l  p r o c e s sing a n d  k eyin g 
o f  impor t / e x p o r t doc um e n t s  a n d  f o r  t h e  t r a n s­
mis s ion , c ompil a tio n , a n d  mic r o f o r ming o f  d a t a . 
A s  p a r t o f  t his f u n c tion , t h e  b r a n c h  devis e s 
p l a n s  a n d  p r o c e du r e s  to e n s u r e t h a t  t h e  c l e r ic a l  
p r o c e s sing a n d  k e ying spe cif ic a tio n s  h a v e  b e e n  
f o l l ow e d . 

T h e  r e c o r d s  of  t his b r a n c h  a r e d e s c r ib e d  in 
I t em n o s  . 1 ( C e n s u s  B u r e a u  P u b l ic a tion s )  , 
2 .  ( C h r on F il e s  N o t  D e s c r ib e d  E l s ew h e r e )  , 
4 .  ( C u s toms  S h ip E n t r y/ E xit F o r m s )  , 5 .  ( D a t a 
P r o c e s sing P ap e r wor k R e c o r d s )  , 6. ( E xpor t/ I mpo r t  
F or m s )  , 8 .  ( F or eig n  T r a d e P r oc e du r e s  Memo r a n d a )  , 
1 0  . ( I mp o r t/E x po r t E dit M a s t e r s ) , 1 1. ( O pe r a­
tio n s  Fil e s ) ,  1 2  . ( P e r iodic A c tivity R e p o r t s )  , 
1 3  . ( P r od u c t C l a s sif ic a tio n  S c h e d u l e s )  , 
1 5  . ( R e f e r e n c e  or  C o n v e nie n c e  C opy Fil e s )  , 
1 8  . ( Ro u tin e A dminis t r a tive or  " H o u s e k e epin g "  
F il e s )  , 19 . ( T a b u l a tio n s  a n d  Lis ting s )  , a n d  
2 0 . ( Wo r king P ape r s )  . 

RES EARCH AND S TAT I S T I CAL MEASURES B RANC H  

T his b r a n c h  h a s  ma j or r e s e a r c h  f u n c tio n s ,  e n c om­
p a s s ing among o t h e r  t h ing s t h e  d e v e l opme n t  of 
a u t om a t e d  r e por ting p r o g r a m s  f o r  e x p o r  t e r s  a n d  
impor t e r s ,  t h e  r e c o n cilia tio n  o f  bil a t e r a l  t r a d e  
s t a tis tic s  wit h  m a j o r  t r a ding p a r  t n e r s  , t h e  
d e ve lopm e n t a n d  main t e na n c e  o f  s e a s o n a l  a d j u s t­
n e n t  f ac t o r s a n d  o f  u nit v a l u e  in d e x e s  f o r  b o t h  
e xpor t s  a n d  imp o r t s . 

RECONC I L I AT I ON F I LE S  

D o c um e n t s  r e l a ting t o  t h e  r e con cilia tio n  o f  U . S .  
a nd C a n a d ia n  t i a d e  s t a tis tic s  . Mo s t  of  t h e s e  
d o c ume n t s  a r e p r in to u t s  , p u b l ic a tion s ,  a n d  r e­
p o r t s  of  U . S .  a n d  C a n a dian f o r e ig n  t r a d e  d a t a  
u s u a l l y  a g g r e g a t e d  a t  t h e  commodity a n d/ o r  
C u s toms  D is t r ic t  l e v e l  a n d  abov e )  t og e th e r  with 
r e con cilia tio n  r e por t s  on d a t a  dis c r e p a n cie s .  
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D ispo sition - D e s t r oy ˪h e n  5 y e a r s  ol d .  

O t h e r  r e cor d s  o f  t his b r a n c h  a r e d e s c r ib e d  in 
I te m  n o s . 1 ( C e n u s  B u r e a u  P u b l ic a tio n s )  , 
2 .  ( C h r on F il e s  N o t  D e s c r ib e d  E l s ewh e r e )  , 
4 .  ( C u s t om s  S hip E n t r y/Exit F o r m s )  , 6 .  ( E xpor t/ 
I mpo r t s  F o r m s )  , 8 .  ( F o r eig n  T r a de P r oc e du r e s  
M e mor a n da )  , 9 .  ( I n f o r m a tio n/P u bl ic a tion/D a t a 
T a b ula tio n R e qu e s t  F il e s )  , 1 0 . ( I mpor t/E x po r t 
E dit Ma s t e r s )  , 1 2 . ( P e r iodic A c tivity R e p o r t s )  , 
1 3 .  ( P r od u c t C l a s sific a tio n  S c h e d u l e s )  , 1 4 . ( P r o­
p o s e d  P r o j e c t  F il e s ) ,  1 5  . ( R e f e r e n c e  or  C o n ve n­
i e n c e  Copy F il e s )  , 1 6  . ( R e s e a r c h  P r o j e c t  P l a n ning 
F il e s )  , 1 8  . ( Rou tin e Admin is t r a tiv e or " H ou s e­
k e epin g "  Fil e s }  , 1 9  . ( T a b u l a tion s  a n d  Lis ting s )  , 
a n d  2 0 . ( W o r k in g  P ap e r s )  . 

S PE C I AL PROJ E C T S  AND S Y S TEMS PROGRAMM I NG B RANCH 

T his b r a n c h  p r od u c e s  a n d  t e s t s  pr o g r ams  fo r t h e  
c omp u t e r  p r o c e s sing a n d  e ditin g  o f  one  time 
s t udie s ,  non- r e c u r r in g  c u s t om e r  r eq u e s t s ,  r e­
q u e s t s  f o r  p r io r  y e a r  d a t a , a n d  e r r a t a c o r r e c t­
io n s  to e xis tin g d a t a  f il e s  • I n  a d ditio n , t h e. 

b r a n c h  d e ve l op s  n e w  comp u t e r  p r o c e s s ing sy s t e m s  
a n d  te s t s  n e w  compu t e r  s o f tw a r e dir e c t e d  tow a r d 
imp r oveme n t s  in t h e  division's p r o c e s sing a n d  
p r o g r ammin g ope r a tio n s ˫  

3 6 .  C U S T OMER S H I PMENT RECORDS 

C o n t r ol l o g s  f o r  c u s t o m e r  t a p e s , r eq u e s t s f o r  
c omp u t e r  t ap e  s hipm e n t s  ( B C - 2 {8 )  , l is t s  of  ma j or 
d a t a  u s e r s ,  m ai l  c o n t t ol c a r d s , o f f i cia l c o s t  
e s tim at e s  f o r  c u s t o m e r  or d e r  s u b s c r ip tio ri s  a n d  
s p e cia l t a b u l a tio n s ,  o r d e r  f o r m s , p u b l ic a tion 
r eq uisitio n s  ( C D- 1 0  , and o t h e r  ma t e r ia l  r e l a ting 
to the fil l ing a n d  ahip p i ng of c u s tomer  o r d e r s .  

D ispo s itio n  - D e s t r oy w h e n  6 mon t h s  ol d .  

o t h e r  r e c o r d s  o f  t his b r a n c h  a r e d e s c r ib e d  
i n  I t e m  n o s . 1 .  ( C e n s u s  B u r e a u  P u bl ic a tion s )  , 
2 .  ( C h r o n  F il e s  N o t  D e s c.r i·b e d  E l s e w h e r e }  , 
5 .  	 ( D a t a  P r oc e s sing P ap e r wo r k R e c o r d s )  , 7 .  ( F il e  

f or M a c hine R e a d a b l e  Fil e s )  , 
( F o r e ig n  T r a d e  P ro.c e d u r e s  Memo r a n d a )  , 
( I  n f o r.ma tion/ P u bli c a tio n/D a t a T a b u l a  ti6n 
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Requ e s t  F il e s )  , 1 0  . ( I mp o r t/Expo r t E dit M a s t e r s )  , 
1 1 .  ( O pe r a tio n s  F il e s ) ,  1 2  . ( P e r io dic A c tivity 
R e p or t s )  , 1 3  . ( P r od u c t C l a s sific a tio n  S c h e d u l e s )  , 
1 5  . ( R e f e r e n c e  or  C o n v e nie n c e  Copy Fil e s )  , 
1 8  . ( Rou tin e A dm˭ nis t r a tiv e o r  " H o u s e k e epin g "  
F il e s )  , 1 9  . T a bu l a tio n s a n d  Lis ting s )  , a n d  
2 0  . ( Wo r k ing P a pe r s )  . 

TRADE I NFORMA T I ON AND COS T REPORTS B RANC H  

T his b r a n c h  coo r din a t e s  r e f e r e n c e  s e r vic e o n  a l l 
F or eig n  T r a d e  d a t a  r eq u e s t s  f iom o u t side u s e r s .  
T his a c tivity inv o l v e s t h e  p r e p a r in g  o f  c o s t  
e s tim a t e s  f o r  t h e  t a b u l a tio n s  a n d  e x t r a c ting o f  
d a t a , t h e  coor din a tin g  o f  d a t a  g a t h e r in g  and  p r o ­
c e s sing a c tivitie s  , a n d  t h e  c h e c king o f  t h e  f in a l  
d a t a  a g ain s t  t h e  u s e r  ' s  o r igin a l  spe cific a tio n s .  
I n  a d ditio n , t h e  b r a n c h  h a n dl e s  r o u tin e r e f e r e n c e  
r eq u e s t s  f o r  d a t a  in p u b l is h e d  f o r m ,  mail s o u t  
mic r o f or m  a n d  pu b l ic a tio n s  to s u b s c r ib e r s ,  a n d  
p r e p a r e s  t r a n smit t al l e t t e r s f o r  mailin g  wit h 
c ompu t e r  t ape s h ipme n t s  . 

CONTROL CARDS 

a d d r e s s  lis t s  con t ain i ng n am e s  of d a t a  u s e r s  
u s e d  f o r  m ail in g  a n d  r e p o r t con t r ol 

u r po s e s ,  s u c h  a s  BC- 7 4 8  con t r o l c a r d s . 

is p o sition - D e s t r oy individ u al c a r d s  or  lis t s  
h e n  s u pe r s e d e d  o r  o b s ol e t e . ( GRS # 1 3 , I t em S b )  . 

F F I C IA L  COST  E S T I MATE S F I LE S  

e c o r d s  r e l a tin g  to t h e  p r e p a r a tio n  o f  e s tim a t e s  
n t h e  c o s t  o f  g e n e r a ting ,  t a b u l a tin g , o r  ex­
r a c ting d a t a  for  o u t s id e  d a t a  u s e r s .  The  f il e s  
o n sis t o f  fin a l  c o s t  e s tim a t e s  s u c h  a s  f o r m  
C - 5 0 5A " O f ficia l C o s t  E s tima t e  a n d  A c c e p t a n c e , "  

c o r r e s po n d e n c e , c o s t  e s tim a t e  wor k s h e e t s  
u c h  a s  f o r m  BC - 7 0 4 ,  n o te s ,  in t e r n a l  B u r e a u  memo­
a n d a , and a few r e c o r d layo u t s  and p r in tou t s . 

h e  f il e s  a r e  a r r a n g e d  eit h e r  by F o r eig n  T r a d e  
epor t numb e r  a n d  t h e n c e  a l p h a b e tic a l ly b y  name  
f s u b s c r ib e r  or  by type o f  s u b s c r ib e r  ( s u c h  a s  

o r g aniz a t i o n ;  Gove r nm e n t  a g e ncy , 
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SAMPLE OR 
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v a te o r g a niza tio n )  , t h e r e a f t e r  c h r onol ogic a l ly 
b y  y e a r  or  y e a r  p e r iod , a n d  t h e n c e  
b y  name  o f  s u b s c r ib e r  . 

D is p o sition - D e s t r oy w h e n  5 y e a r s o l d  o r  soo n e r  
i f  n o  l on g e r  n e ede d .  

T h e  o t h e r  r e c o r d s  o f  this b r a n c h  a r e  d e s c r ib e d  
I te m  nos . 1.  ( C e n s u s  B u r e a u  P u b l ic a tio n s )  , 
2 .  ( C h r on F il e s  N o t  D e s c r ib e d  E l s ewhe r e )  , 3 .  
g r e s s io n a l  C o r r e s po n d e nc e )  , 5 .  ( D a t a  P r o c e s sing 
P ap e r wor k R e c o r d s )  , 7 .  ( Fil e D o c ume n t a tio n  f o r  
M a c hin e R e a da b l e  F il e s ) ,  8 .  ( F o r eig n  T r a d e P r o­
c e d u r e s  Memor a n d a )  , 9 .  ( I n f o r m a tion/P u b l ic a tion/ 
D a t a T a b u l a tio n  R e qu e s t  F il e s ) ,  1 1 .  ( Ope r a tio n s  
F il e s ,  1 2 .  ( P e r iodic A c tivity R epo r t s )  , 
1 5 .  ( Re f e r e n c e  or  C o n v e nie n c e  Copy F il e s )  , 
1 8  . ( Rou tin e A dminis t r a tive or  " H ou s e k e epin g "  
F il e s )  , 1 9  . ( T a bu l a tio n s  a n d  Lis ting s ,  a n d  
2 0 .  ( W o r king P a p e r s )  . 

TRADE P _ˮACT I CE S  AND REGULATIONS B RANC H  

T h e  br a n c h  w r it e s  , in t e r p r e t s ,  a n d  a dminis t e r s 
t h e  r e g ul a tion s  g o v e r nin g t h e  col l e c tion o f  
s t a tis tic a l  d a t a  on imp o r t s , e x p o r t s  , a n d  s hip­
ping . A s  p a r t o f  t his f u n c tion , t h e  br a n c h  a c t s  
a s  liais on wit h  o t h e r  F e d e r a l a g e n cie s in vol v e d  
i n  f o r eig n t r a d e , a n d  is s u e s  t h e  F o r e ig n  T r a d e  
S t a tis tics R e g ul a tio n s  . T h e  b r a n c h  a l s o  
a n d  f ormu l a te s  t h e  B u r e a u  po s itio n  o n  a l l  
c o n g r e s s io n a l  l e gis l a tion r e l a tin g  t o  f o r e ig n  
t r a d e . I n  a d ditio n , t h e  b r a n c h  h a n dl e s  a l l  
d om o f  I n f o r m a tio n  A c t c o r r e s p o n d e n c e  r e l a tin g  
f or eig n  t r a d e  d a t a  a n d  r e g u l a tio n s  a n d  a l l  
s p o n d e n c e  invol vin g r e g u l a tio n s  r e l a ting to 
f or e ig n  t r a d e  s t a tis tic s  . 

3 9 .  CORR E S P ONDENCE F I LE S  RE LA T I N G  TO TRADE 

I ncomin g  l e t t e r s r e l a ting t o  r eq u e s t s  f o r  eit h e r  
in f o r m a tio n  a b o u t c u r r e n t  C e n s u s  B u r e a u/C u s to m s  
B u r e a u  r e g u l a t io n s  c o n c e r nin g t h e  r e por tin g  a n d  
c o l l e c tio n  of  s ta tis tic a l  d a t a  o r  
o f  s u c h  r eg u l a tio n s  t og e t h e r  wit h  c opie s of  
r ep l ie s t he r e t o and r e l a t e d  coume n t s . 

D ispo sitio n  - D e s t r oy w h e n  1 0  y e a r s ol d .  
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F i l e s  c r e ated i n  r e s p on s e  to r eq u e sts f o r  f o r e i g  
tr a d e  data u n d e r  th e F r e e dom o f  I n f o r m ati o n  A c t ,  
c o n s i sti n g  o f  th e i nc om i ng r eq u e s t ,  a copy o f  th 
r eply th e r eto , a n d  r e l a te d  s uppor ti n g  mate r i a l . 

D i s po s i ti on - A .  R e q u e s ts T h at A r e  G r a nte d :  

D e s tr oy 2 ye a r s  a f te r  the d ate 
o f  r eply . ( GRS i l 4 ,  I te m  1 6 a ( l ) ) .  

B .  R e q u e s ts F o r  Non- e x i s te nt o r  I 
D a  taMAf_ 

D e str oy 2 y e a r s  th e d a te 
r eply ( GRS i l 4 , I tem l 6 a ( 2 ) ) .  

c .  

D e s tr oy y e a r s a f te r th e d a te 
r ep l y  ( GRS i l 4 , I te m  1 6 a ( 3 ) ) .  

D .  R e q u e s ts T h at A r e  Appe a l e d : 

D e s tr oy 4 ye a r s  a f te r f i n a l  
d e te r m i n ati o n  by th e a g e ncy o r  

-

o f  

o f  

3 y e a r s a f te r  f i n a l  a d j u d i c a ti o n 

b y  the cou r ts , .  w h i c h e v e r  i s  
l a te r ( GRS i l 4 )  , I tem 1 7 a )  . 

4 1 .  FORE I GN TRADE S TAT I S T I CS REGULAT I ONS ( F T S R )  F I LE 

V o l um e  - L e s s  th a n  1 c u b i c  f o ot .  1 9 6 6  a n d  th e r e= 
a f te r . A n n u a l  A c c u m u l ati o n  - N e g l i g i b l e . 

R e g u l a ti o n s  d i r e cte d  to the C u s tom s ·Bur e au , i ts 
r e g i on a l  o f f i c e s , e x po r te r s ,  f r e i g h t  f o r wa r d e r s ,  
e xp o r ti n g  c a r r i e r s ,  e tc .  , c o n c e r n i ng th e c ol l e cti 
o f  f or e i g n  tr a d e  s tati sti c a l  d a ta tog e h te r  w i th r 
l ate d cor r e s p o n d e n c e  a n d  memor a n d a . 

r r a ng e d  c h r onol o g i c a l ly . 

n 

-
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8. DESCRIPTION OF ITEM 
ļ 9. 

10.SAMPLE OR 7.
ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO. 

4 2 . L EG I S LA T I ON F I LE S  

Merner  a n d a , . b r i e f i n g  "no t e boo k s ,  c o r r e s p o n de n c e  , 
p a p e r s ,  b r i e f s  , a n d  cop i e s  o f  b i l l s  r e l a t i ng to 
l e g i s l a t i o n or p r opo s e d  l e g i s l a t i o n  a f f e c t i n g 
C e n s u s  B u r e a u  a n d  i t s  F o r e i g n  T r a d e  S ta t i s t i c s  
P r og r am .  

D i spo s i t i o n  - De s t r oy w h e n  1 0  y e a r s o l d . 
r e cor d copy of  t h e  above  f i l e s  i s  l oc a t e d  
P r o g r am a n d  P o l i cy D e v e l opme n t  O f f i c e  . 

T h e  
i n  t h e  

T h e  o t h e r  r e c o r d s  o f  t h i s  b r a n c h  a r e  d e s c r i be d  
i n  I t em nos  . 1 .  ( C e n s u s  B u r e a u  P u bl i c a t i o n s )  , 
2 .  ( C h r o n  F i l e s  N o t  D e s c r i b e d  E l s ew h e r e )  , 3 .  
g r e s s i on a l  C o r r e sp o n d e n c e )  , 8 .  ( F o r e i g n  T r a d e  
P r o c e d u r e s  Merner a n d a )  , 9 .  ( I n f o r  m a  t i o n/P u b l  i -
c a  t i  on/D a t a  T a b u l a t i on R e qu e s t  F i l e s )  , 
1 2 . ( P e r i o d i c  A c t i v i ty R e po r t s )  , 1 5  . ( Re f e r e n c e  
o r  C o n ve n i e n c e  C o p y  F i l e s )  , 1 7  . ( Re s po n d e n t  
C o r r e s p o n d e n c e )  , 18 . ( Rou t i n e  A dm i n i s t r a t i v e  o r  
" H ou s e k e e p i n g "  F i l e s )  , a n d  2 0 . ( Wo r k i ng P ap e r s )  . 

-

TRAN S P ORTAT I ON ·  AND FORE I GN A I D  B RANCH 

T h i s b r a n c h  g a t he r s  a n d  d i s s e m i n a t e s  i n f o im a t i o n  
r e l a t i n g t o  s h i p  e n t r a n c e s  , s h i p  c l e a r a n c e s , 
s h i pp i n g  impor t s  , s h i pp i ng e x p o r t s  , a i r bo r ne 
i mpor t s  , a i r bo r ne e x p o r t s  , a n d  m i l i t a r y  expor t s  . 
T h i s  i nc l u d e s  wr i t i ng t h e  s pe c i f i c a t i o n s  f o r  
l i n k i n g s h i p  e n t r a n c e / c l e a r a n c e  d a t a  w i t h  
e xpor t d a t a  to p r o d u c e  t h e  s h i pp i ng i mp o r t a n d  
s h i pp i n g  expor t f i l e s  , a n d  o ve r s e e i ng t h e  p r o ­
c e s s i n g o f  t h e  s h i p  e n t r a n c e , s h i p  c l e a r a n c e , 
a n d  mi l i t a r y  expor t d a t a .  I n  a dd i t i on ,  t h e  
b r a n c h  d i s s em i n a t e s  d a t a  i n  p r i n to u t  and  m a c h i n e 
r e a d a b l e  f or m  to o t h e r  F e d e r a l  a g e nc i e s ,  s h i p­
p i n g c omp a n i e s ,  i mpo r t e r s ,  e x p o r t e r s ,  a n d  p o r t 
a u th o r i t i e s  . 

4 3 .  CONVERS I ON DATA PROGRAM P ROCEDURE RECORDS 

V o l um e  - 3 c u b i c  f e e t .  

R e c o r d s  r e l a t i ng t o  t h e  p r o g r am p r o c e d u r e s  f o r  
c o n ve r s i on of  A r my/N a vy/A i r  F o r ce/Dep a r tme n t  o f  
D e f e n s e  d a t a  o n  m i l i t a r y  e x po r t s  i n t o  C e n s u s  
B u r e a u  t r a d e  d a t a . T h e s e  r e c o r d s  
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7.

ITEM NO. 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

o f  m a n u a l s ,  i n s t r u c t i on s , memo r a n d a , a n d  r e ­
l a te d  cor r e s po n d e n c e . T h e s e  r e c o r d s  con t a i n  
m a t e r i a l  c l a s s i f i e d  a s  C on f i d e n t i a l . 

D i s po s i t i o n  - D e s t r oy wh e n  no l o n g e r  n e e d e d . 

T h e  o t h e r  r e c o r d s  o f  t h i s  br a n c h  a r e  d e s c r i b e d  
i n  I t em n o s  . 1 .  ( C en s u s  B u r e a u  P u bl i c a t i on s )  , 
2 .  ( C h r o n  F i l e s  N o t  D e s c r i b e d  E l s e w h e r e )  , 
4 .  ( C u s toms S h i p E n t r y/E x i t  F o r m s ) 5 .  ( D a t a 
P r oc e s s i n g P a pe r wo r k R e c o r d s )  , 7 .  ( F i l e D o c u­
m e n t a t i o n  f o r  M a c h i n e R e a d a b l e  F i l e s )  , 8 .  ( F o r ­
e i g n  T r a d e  P r oc e d u r e s  Memo r a n d a )  , 9 .  ( I n f o r ­
m a t i o n/P tib l i c a t i o n/D a t a T a b u l a t i o n R e qu e s t  
F i l e s )  , 1 1  . ( O pe r a t i o n s  F i l e s )  , 12 . ( P e r i o d i c  
A c t i v i  ty R e p or t s )  , 1 3  . ( P r od u c t  C l a s s i f i c a t i on 
S c h e d u l e s )  , 1 4  . ( P r opo s e d  P r o j e c t  F i l e s )  , 
1 5  . ( R e f e r e n c e  o r  C o n v e n i e n c e  C opy F i l e s )  , 
1 7  . ( R e s pon d e n t  C o r r e.spo n d e n c e )  ·, 1 8  . ( Rou t i n e  
A dm i n i s t r a t i ve o r  " H o u s e k e e p i n g "  F i l e s )  , 
1 9  . ( T a bu l a t i o n s  a n d  L i s t i ng s )  , a n d  2 9  . ( Wo r k ­
i ng P a p e r s )  . 

MAC H I N E  READAB L E  F I LE S  

T h e  R e c o r d s  S c h e d u l e  f o r  F o r e i g n  T r a d e  D i v i s i on 
m a c h i n e  r e a d a b l e  r e c o r d s  i s  b r o k e n  i n to two 
p a r t s  : 

P a r t  I d e s c r i b e s  m ac h i n e  r e a d a b l e  r e c or d s  t h a t  
a r e  c r e a t e d  du r i n g  ph a s e s  o f  t h e  d a t a  p r oc e s s i n g 
o p e r a t i on .  T h e  r e te n t i on s t a t u s  of  t h e s e  
r e c o r d s  doe s n o t  d e p e n d  o n  t h e i r  con t e n t  b u t  o n  
t h e i r  s t a t u s  a s  i n t e r m e d i a t e s t e p s  towa r d  t h e  
c r e a t i on of  a f i n a l  p r o d u c t .  

P a r t  I I  d e s c r i b e s  m a c h i n e  r e a d a b l e  r e c o r d s  t h a t  
r e p r e s e n t  a f i n a l  p r o d u c t w h o s e  r e t e n t i o n  s t a t u s  
d e p e n d s  on t h e i r  c o n t e n t . M o s t o f  t h e  r e c o r d s  
d e s c r i be d  h e r e i n  a r e  f i n a l  e d i t e d  m i c r od a t a  o r  
d e t a i l  f i l e s ,  bu t s o m e  f i n a l  . e d i t e d  a g g r e g a t e d  
f i l e s  a r e  d e s c r i b e d  a l s o .  
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8. DESCRIPTION OF ITEM 10.
9.7. 

SAMPLE OR ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO. 

4 4  . 

4 5 ˂  

4 6 . 

4 7 .  

4 8 .  

PART I 

PROGRAM TAPE S 

T a p e s  c on t a i n i ng t h e  s e q u e n c e  o f  i n s t r u c t i o n s  ' r eq u i r e d to p r o c e s s , a g g r e g a t e , r e t r i e v e , e x ­
t r a c t , a d d , de l e te , o r  mod i f y d a t a  o n  a d a t a  
t ape . 

D i s po s i t i on - D e s t r oy wh e n  t h e  pr og ʿ am i s  d i s­
c on t i n u e d . 

PUNCH CARD S 

P u n c h  c a r d s  u s e d  f o r  i np u t  o f  e i th e r  d a t a  o r  
p r o g r am i n s t r u c t i o ns i n to t h e  c ompu t e r . 

D i s po s i t i on - D e s t r oy a f t e r  i np u t .  

" RAW " ·  UNE D I TED M I C RODATA TAP E S /D I S C PAC K S  

M a c h i n e  r e a d a b l e  m e d i a  con t ˀi n i ng m i c r od a t a  f r om 
F OS C I C  m i c r o f i lm ,  p u n c h  c a r d s , o r  o t h e r  m a c h i n e 
r e a d a b l e  f i l e s  a n d  e n t e r e d i n to t h e  sy s t em f o r  
t h e  f i r s t  t i me . 

D i s p o s i t i on D i s po s e  a f t e r  e i th e r  t h e  t h i r d  up­
d a t e  c y c l e  or  the c r e a t i on of a f i n a l  e d i t e d  
d a t a  f i l e  ( GRS # 2 0 , P a r t I I , I t e m  3 4 )  . & 

M I C RODATA F I LE S  I N  I N T E RMED I ATE ED I T  PHA S E S  

M a c h i n e r e a d a b l e  m e d i a  con t a i n i ng o u tpu t i n  
w h i c h  r aw or  p r e v i o u s ly r u n o r  p r e v i ou s ly e d i t e d  
d a ta h a s  b e e n  e d i t e d , m a n i p u l a te d , · s o r t e d , e tc .  

D i sp o s i t i on - D i spo s e  a f te r  s u b s e qu e n t  e d i t e d  
o r  f i n a l  m i c r od a t a f i l es h a v e  b e e n  c r e a t e d  
( GRS # 2 0 , P a r t I I , I t e m  1 2  1 3 ) . & 

D I ARY TAPES 

Ma c h i n e  r e a d a bi e m e d i a  s h ow i ng ˁ a t a anomal i e s ,  
r e c o r d a dd i t i o n s , r e c o r d  de l e t i on s , r e c o r d  
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10.8. DESCRI PTION OF ITEM 
9.

SAMPLE OR ACTION TAKEN 7. 
(With Inclusive Dates or Retention Periods) JOB NO. ITEM NO. 

c h a n g e s ,  e d i t i n g upda t e s , a n d  s t e p s  i n  t h e  p r o­
c e s s i ng op e r a t i on f o r  a f i l e o r  t h e  r e c o r d s  . 
w i t h i n .  T h e s e  f i l e s  a r e o f t e n  r e t a i n e d  t o  
i n d i c a te t h e  e d i t i n g c h a n g e s  t h a t  a g i v e n  f i l e 
h a s  u n d e r g o n e  a n d  t o  c h e c k  t h e  a c c u r acy o f  t h e  
compu t e r  p r o c e s s i ng .  

- D e s t r oy 2 ye a r s a f t e r  t h e  c r e a t i on 
o f  the  f i n a l  e d i t e d· m i c r o d a ta/d e ta i l  fi l e  o r  
s oo n e r  i f  n o  l o n g e r  n e e de d .  • '  

4 9 .  F I NAL ED I TED DETA I L/MI C RbDATA F I LE S  

S E E  PART I I  

5 0 .  " RAW " AGGREGATED DATA F I LE S  

M a c h i n e  r e a d a b l e  m e d i a  con t a i n i ng t a b u l a t i o n s  
a n d  agg r e g a t i on s  o f  d a t a , d e r i v e d  f r om e it h e r  
c omp u t e r  cou n t s  o f  . m i c r o d a t a  r e c o r d s  o r  p u n c h  
c a r d  t a b u l a t i o n s , th a t  h a v e  g o n e  t h r ou g h  a n  
e d i t i n g r o u t i n e . 

D i s po s i t i on - D e s t r oy a f t e r  t h e  s u b s e q u e n t  e d i t­
e d  " r aw "  a g g r e g a t e d  d a t a  f i l e  h a s  b e e n  c r e a t e d  
a n d  p r o v e n  s a t i s f a c to r y  ( GRS # 2 0 ,  P a r t I I , I t em 
3 4 )  •& 

5 1 .  AGGREGATED DATA F I LE S  I N  INTERMED IATE E D I T  PHAS E S  

M a c h i n e  r e a d a b l e  m e d i a  con t a i n i ng t a b u l a t i on s  
a nd ag g r e g a t i on s  o f  d a t a , d e r i v e d  o r i g i n a l ly 
f r om e i t h e r  compu t e r  co u n t s  o f  r e c o r d s  i n  f i n a l  
e d i t e d  m i c r od a t a  f i l e s  o r  f r om o t h e r  d a t a  
s o u r c e s , a n d  s u b s eq u e n t l y  f r om p r e v i o u s ly e d i t e d  
d a t a  a g g r e g a t i o n s  t h a t  h a v e  b e e n  e d i t e d , 
w e i g h t e d , m a n i p u l a t e d , s o r t e d , c r o s s- t a b u l a te d ,  
s u b j e c t  t o  s t a t i s t i c a l  c a l c u l a t i on , e t c .  

D i s po s i t i on - D e s t r oy a f t e r  s u b s eq u e n t  e d i t e d  o r  
f i n a l  e d i t e d  a g g r e g a t e d  d a t a  f i l e s  h a v e  b e e n  
c r e a t e d  ( GRS # 2 0 , P a r t I I , I t e m s  1 2  1 3 ) . & 
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7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

5 2  . F I NAL AGGREGATED DATA F I LE S  

S E E  PART I I  

5 3  . S E C U R I TY BAC KUP TAPE F I LE S  

D upl i c a t e c op i e s  o f  a n  o r i g i n a l  f i l e  t h a t  i s  r e­
t a i n e d  a s  a s e c u r i ty b a c k u p i n  c a s e  t h e  o r i g i n a l  
f i l e i s  d a m a g Ï˃ o r  i n a dve r t e n t l y  d e s t r oy e d . 

D i spo s i t i o n - A .  F o r  A l l  O r i g i n a l  F i l e s  D e s i g­
n a t e d  P e r m a n e n t :  

R e t a i n  u n t i l ·  t h e  o r i g i n a l  f i l e  
i s  t r a n s f e r r e d  t o  t h e  N a t i on a l  
A r c h i ve s ,  t h e n  e i t h e r  de s t r oy 
o r  of f e r  to t h e  N a t i on a l  
A r c h i ve s  a l o n g  w i t h  t h e  o r i g i ­
n a l . 

B .  A l l  O t h e r  N o n- P e r m a n e n t  O r i g i ­
n a l  F i l e s :  

R e t a i n  a s  l on g  a s  t h e  o r i g i n a l  
t ape f i l e i s  r e t a i n e d .  
D e s t r oy a l o n g  w i t h  t h e  or i g i ­
n a l  f i l e .  

5 4  . PRI NT/PUB L I CAT I ON F I LE S  

M a c h i n e r e a d a b l e  m e d i a  con t a i n i n g  a gg r e g a t e d  
d a t a  t h a t  i s  e i t h e r  r e p r o d u c e d  a n d  d i s s e m i n a t e d  
a s  a p u b l i c a t i o n  , u s e d  f o r  p r o d u c i ng a p r i n t e d  
p u b l i c a t i o n ,  o r  u s e d  f o r  p r o d u c i n g  r equ i r e d 
r epor t s .  

D i s po s i t i on 

iOB gO. • 
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8. DESCRIPTION OF ITEM 

9. 
1 0. SAMPLE OR 

ITEM NO. 
7. 

(With Inclusive Dates or Retention Periods) ACTION TAKEN JOB NO. 

PART I I  

A l l  f i l e s  d e s c r i be d  h e r e i n  a r e  f i n a l  e d i t e d  
m i c r o d a t a  or  d e t a i l  f i l e s  u n l e s s  o t h e r w i s e  no t e d . 

S ome tape  f i l e s  a r e p r o t e c t e d  by 1 5  C o d e  o f  F e d­
e r a l R e g u l a t i o n s  ( CF R )  3 0 . 9 0  a n d  3 0 . 9 1 b e c a u s e  · 
t h ey con t a i n  d a t a  t h a t  p e r m i t s  d i s c l o s u r e  o f  
i n f o r m a t i on o n  i nd i v i d u a l ly i de n t i f i a b l e  i mpo r t­
e r s  or e x p o r t e r s .  T h e s e  f i l e s  a r e  d e no t e d  by a n  
a s t e r i s k  . 

T h e  d i s po s i t i o n  i n s t r u c t i o n s  f o r  t h e  f i l e s  l i s t­
e d  be l ow a r e  a l s o  t h e  d i s po s i t i on i n s t r u c t i on s  
f or a l l  f i l e doc ume n t a t i on . F i l e u s e r s s h o u l d  
p l a c e  i n  D a t a  S to r a g e  a copy o f  t h e  f i l e docu­
m e n t a t i on for  all  f i l e s  t h a t  a r e d e s i g n a t e d  
P ERMANENT . T h e  f i l e  d o c um e n t a t i o n s h o u l d  i n­
c l u d e  e a c h  o f  t h e  f o l l o w i ˄g : r e c o r d  l ay ou t ,  
c od i n g s h e e t s/ c o d e  book/D a t a  F i e l d  d e s c r i p t i on s , 
a t e c h n i c a l  d e s c r i p t io n . o f t h e  f i l e ( C e n s u s  
F or m  B C - 2 4 8  o r  NARS F o r m  7 0 9 1  o r  t h e  i n f o r ma­
t i on a l  e qu i v a l e n t )  , F i l e U s e r  M a n u a l s ,  a s t a t e ­
m e n t  o f  t h e  e d i t i n g p r oc e d u r e s , a n d  a ny o t h e r  
i n f o r m a t i on t h a t  w ou l d  b e  u s e f u l  o r  n e c e s s a r y  
f o r  a u s e r  t o  h a v e  i n  o r d e r  t o  u s e  t h e  f i l e 
te . g .  b a c k g r o u n d  d a t a  o n  t h e  s t a t i s t i c a l  ag g r e­
g a t i on p r o c e d u r e s , p r o b l em s  w i t h  t h e  d a t a , 
r e por t s  r e s u l t i n g  f r om t h e  f i l e , e tc )  . 

5 5 .  EXPORT ED I T  MAS TERS 

E d i t/ r e f e r e n c e  con t r o l  f i l e s  con t a i n i ng r e f e r ­
e nc e  d a t a  o n  4 , 5 0 0  e x p o ˅t commod i t i e s  s u c h  a s  
u n i t  p r i c e , u n i t wˆ i g h t , u n i t  q u a n t i ty ,  
c o u n t r i e s t o  wh i c h  a n  i t em i s  s h i pp e d ,  u n i t 
p r i c e  o f  t h e  comm o d i ty i n  1 9 6 7  do l l a r s ,  a n d  
s e a s o n a l  a d j u s tm e n t  f a c to r s .  T h e s e  r e c o r d s  a r e  
u s e d  f o r  impu t i n g , e d i t i n g , a n d  t a b u l a ti n g  d a t a . 

D i s po s i t i on - D e s t r oy wh e n  no l o n g e r  n e e d e d  

( N C l - 2 9 - 7 8 - 2 1 , I t e m  N o . 8 )  . 


* 5 6 .  E XPORT F I LE ( EM 5 2 1  NET F iiE ) 

1 9 7 6  a n d  t h e r e a f te r . 2 t a p e s  p e r  m on t h . 

Mon t h l y  m i b r od a t a  f i l e  c on t a i n i ng d a t a  e x t r a c t e d  · 
Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 1 1  5-203 

Revised July 197 4 
Prescribed by General Services 
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7.
ITEM NO. 

. · #  8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9 . 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

f r om i n d i v i d u a l  copi e s  o f  s h i pp e r  ' s  e x po r t 
d e c l a r a t i on s  t h a t  a r e  s uppl i e d  t o  t h e  C e n s u s  
B u r e a u  f o r  p u r po s e s  o f  s t a t i s t i c a l  a g g r e g a t i on . 
T h e  f i l e i n c l u de s t h e  f o l l ow i ng d a t a : S ch e d u l e  
B c ommo d i ty c o d e  numb e r ;  po r t  a n d  c ou n t r y  o f  
d e s t i n a t i on ;  por t o f  emb a r k a t i o n ;  me t h od of  
t r a n s por t a t i o n ;  q u a n t i ty ,  s h opp i n g  we i g h t  and 
v a l u e  of  comm o d ity ; and a i r l i n e/ve s s e l  code . -

D i spos i t i o n - D e s t r oy w h e n  2 y e a r s o l d . 

5 7 .  MONTHLY S UMMARY E XPORT 

1 9 7 6  a n d  t h e r e a f t e r  . 2 t a p e s  p e r  mon t h . 

A g g r e g a t e  d a t a  f i l e s  co n t a i n i ng mon t h l y  summ a r y  
d a t a  on e x p o r t s . D a t a i nc l u d e s  n am e  o f  c ommod­
i ty ,  t o t a l  q u a n t i ty/we i g h t/ v a l u e  , por t o f  
e m b a r k a t i o n ,  co u n t r y  o f  d e s t i n a t i on ,  a n d  mode 
o f  t r a n spor t a t i o n . T h e s e  f il e s  a r e  u s e d  t o  
c r e a t e  t h e  ANNUAL SUMMARY E XP ORTS F I LE . 

D i s po s i t i on - A .  D a t a B an k  F i l e s  ( EM5 2 2  F i l e )  
a n d  A s s o c i a t e d  E r r a t a :  

T r a n s f e r  1 copy t o  t h e  C e n t e r  
f o r  M a c h i n e  R e a d a b l e  R e c o r d s  
w h e n  f i l e i s  m a d e  a v a i l abl e t o  
s u b s c r i b e r s .  D e s t r oy w h e n  5 
y e a r s o l d  or  wh e n  r e f e r e n c e  
u s e c e a s e s . 

o t h e r  c op i e s  w h e n  2 
y e a r s o l d  ( NC l - 2 9 - 7 8 - 2 5  , I t em 
N o .  4 )  . 

B .  Al l O t h e r  F i l e s : 

D e s t r oy w h e n  2 y e a r s  o l d  
( N C l- 2 9 - 7 8 - 2 5  , I tem N o . 4 )  . 

5 8  . ANNUAL S UMMARY E XPORTS 

V o l um e  - 10  r e e l s .  1 9 7 3  a n d  t h e r e a f t e r  . A n n u a l  
a c cumu l a t i o n  - 2 r e e l s .  

Ag g r e g a t e d  d a t a  f i l e s  con t a i n i n g  a n n u a l  s umma r y  
B 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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7.
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

5 9  . 

commod i ty c od e ; co u n t r y  o f  d e s t i n a t i o n ;  d i s t r i c t  
o f  expor t ;  a n d  q u a n t i ty a n d  v a l u e  f o r  a l l/ v e s s e l  
a i r  s h i pm e n t s  . 

D i s pos i t i on - A .  D a t a  B a n k  F i l e s  ( EA 6 2 2  D a t a  
B a n k )  a n d  A s s oc i a te d  E r r a t a :  

1 9 7 6 

P e r m a n e n t .  T r an s f e r  t o  t h e  
N a t i on a l  A r c h i v e s  wh e n  5 y e a r s 
o l d  ( N C l - 2 9 - 7 8 - 2 1 ,  I te m  No . 6 )  

B .  A l 1  O t h e r  F i l e s  : 

D e s t r oy w h e n  5 y e a r s o l d  
{ N C l - 2 9 - 7 8 - 2 1  , I t em N o . 6 )  . 

E XPORTS TO PUERTO R I CO AND U . S .  

• 

A g g r e g a t e d  con t a i n i ng mon t h l y  s umm a r y  
d a t a  o n  expor t s  t h e  U n i t e d  S t a t e s  t o  P u e r to 
R i co a n d  U . S . D a t a i n c l u d e s  
S c h e d u l e  B c ommod i ty cod d e s t i n a t i o n ,  d i s t r i c t  
o f  e x p o r t ,  q u a n t i ty a n d  v a  f o r  a l l/ve s s e l/ a i r  
s h i pˇ e n t s .  

D i s po s i t i o n - D e s t r oy wh e n  2 y e a r s  o 

6 0 .  E XPORTS TO PUERTO R I C O  AND U . S  . 

a n d  t h e r e a f t e r . A n n u a l  

A gg r e g a t e d  d a t a  f i l e s  co i n i ng a n n u a l  s umm a r y  
d a t a  on expor t s  f r om t h e  U n  d S t a t e s  t o  P u e r to 
R i c o  a n d  U . S .  po s s e s s i on s . i n c l u d e s  
S c h e d u l e  B commo d i ty code ; d e s t i n  ' o n ;  d i s t r i c t  
o f  e x p o r t ;  a n d  q u a n t i ty a n d  v a l u e  f o  1 1/ v e s s e l  
a i r  s h i pme n t s . A b s t r a c t s  o f  t h e  d a t a  t h e s e  
f i l e s  a r e p u b l i s h e d  i n  F T 8 0 0 /A n n u a l  " U . S .  
w i t h  P u e r t o  R i c o a n d  U . S .  P o s s e s s i o n s . "  

D i sp o s i t i on - D e s t r oy w h e n  5 y e a r s ol d .  

115-203 Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services · 

Administration 
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10.8. DESCRI PTION O F  ITEM 	
9.

SAMPLE OR ACTION TAKEN 
7. 	

(With Inclusive Dates or Retention Periods) ITEM NO. 	 JOB NO. 

Monthly Trade Summaries  be tw e en the Uni t ed 
S ta t e s  and U .  S .  P o s s e s s i ons (EM 594 ) .,  

Monthly summary inf orma t i on on sh ipments of 
merehand is e from Puerto R ic o  t o  the United 
S ta t e s  and sh ipment s of merchand i s e  from the 
U .  s .  to Puerto R ic o  and the V irgin I s lands. 
Data includes S chedule B c ommod ity c ode , 
d e s t i nat i on ,  d i s tr i c t  of export , quant i ty 
and value f or all/ve s s el/a ir sh ipment s  . 

D e s troy wÇen tw o years old ., 

6 0. 	 A nnual Trade Summar i e s  between the Uni t ed S t at s 
and u .  s .  P o s s e s s  i ons ( EA  694 ). 

' ...,• .... ĺ 
' .. 

.... 

A nnual summary inf ormat i on on sh ipments of 
merchand i s e  from Puerto R ic o  t o  the United 
S ta t e s  and shipments of merchand i s e  ;from the 
U. s .  t o  Puerto R ic o  and · the V irgin I s lands ., 
Data includes S chedule B commod i ty c ode s , 
des t ina t i on ,  d i s tr.ic t  of export , and quant i ty 
and value f or all ve s s el/a iĸ shipment s.  
Abs trac t s  of  the da ta in the s e  f iles are pub­
l i shed in FTC\ 00/.Annual " U .  s .  · Trade w i th 
Puer t o  R ic o  and u .  s .  P o s s e s s i ons . "  

· 

A .,  	Da ta Bank f i les  and any a s s oc iated errata 
( EA  694 ). ·. ' 

Permane nt. Transf'er to the Na t i onal 
A rch ives when made ava ilable to sub­
s c r ibers or when f i ve years old , wh ich ­
e ver i s  s ooner . 

B. A ll other f iles  . 

D e s troy when f ive years old ., 

Four copl�s, lncludlrig original, to be submitted to_the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Ad ministration 
GPO : 1975 O - 579-387 FPMR (41 CFR) 101 - 1 1 .4 
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3 9  JOB NO. PAGE OF Request for Records Disposition Authority-Continuation 
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8. DESCRIPTION OF ITEM 	
9. 

10.SAMPLE OR 7.
ITEM NO. (With Inclusive Dates or Retention Periods) 	 ACTION TAKENJOB NO. 

6 1 .  EXTRACT F I LE S  NOT E L S EWHERE D E S C R I B E D  

E x t r a c t s  of  m a c h i n e  r e a d a b l e  f i l e s  n o t  l i s t e d  
e l s ew h e r e .  Mo s t  o f  t h e s e  e x t r a c t  f i l e s  con s i s t  
o f  e i t h e r  m i c r o d a t a  o r  a g g r e g a t e d  d a t a  r e c o r d s  
r e l a t i ng t o  s p e c i f i c  commo d i t i e s ; c o u n t r i e s , 
mode s o f  t r a n s p o r t ˈ  q u a n t i t i e s/ v a l u e/we i g h t  
c it e gor i e s , a n d/ o r  s pe c i a l  c l a s s e s  o f  goods/ 
expor t s / i mpor t s  . 

E x amp l e  o f  s u c h  f i l e s  a r e  f o r e i g n  a i d  s h i pme n t s , 
m i l i t a r y  e x p o r t s , e n e r g y i mpor t s , e x p o r t s  to 
c ommu n i s t  co u n t r i e s , and t e x t i l e  impor t s . 

D i s po s i t i on - A .  	 M i c r od a t a  E x t r a c t s  a n d  Mon t h l y  
S umma r y  E x t r a c t s :  

D e s t r oy wh e n  2 y e a r s  ol d .  

B .  A n n u a l  S umm a r y  E x t r a c t s : 

D e s t r oy wh e n  5 y e a r s o l d . 

6 2 .  I MPORT ED I T  MAS TERS 

E d i t  c o n t r o l  f i l e s  c on t a i n i r'g r e f e r e n c e  d a t a  o ni
1 0 , 0 0 0  i mpor t commod i t i e s  s u c h  a s  u n i t  pr i c e , 
u n i t  we i g h t , •u ri i t q u a n t i ty ,  c o u n t r i e s  w h i c h  
s upply a g i v e n  commo d i ty , u n i t  p r i cˉ o f  
i n  1 9 6 7  do l l a r s ,  a n d  s e a s o n a l  a d j u s tm e n t  f a c to r s .  
T h e s e  r e co r d s  a r e  u s e d  f o r  i mpu t i ng , e d i t i ng ,  

· t a bul a t i ng d a t a . 

D i s pos i t i on - D e s t r oy w h e n  no l on g e r  n e e d e d  

( NC l - 2 9 - 7 8 - 2 1 ,  I t e m  N o .  1 )  . 


* 6 3 .  I MP O RT ENTRY F I LE ( 1M l l 5  NET F I L E )  . 

1 9 7 6  a n d  t h e r e a f t e r . 2 t a p e s  pe r mon t h . 

Mon t h l y  m i c r o d a t a  	f i.l e con t a i n i n g d a t a  e x t r a c t e d  
f r om i n d i v i d u a l  c o p i e s  o f  C u s tom s B u r e a u  i mpo r t 
e n t r y  docum e n t s  " t h a t  a r e  s u ppl i e d  t o  t h e  C e n s u s  
B.u r e a u  f o r  p u r p o s e s  o f  s t a t i s t i c a l  ag g r e g a t i on . 
T h e  f i l e  i n c l u d e s  	t h e  f o l l ow i n g  d a ta : T S U S A  
c ommod i ty c o d e ;  c o u n t r y  o f  or i g i n  a n d  f o r e i g n  
por t o f  e x p o r t ;  q u a n t i ty ,  v a l u e  ( i n $ )  a n d  

Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A115-203 
Revised J u ly 1 97 4 
Prescribed by General Services 

Admin istration 
GPO : 1975 Ƹ - 579-387 FPMR (41 CFR) 101 -1 1.4 
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7.

ITEM NO. 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9.
SAMPLE O R  

JOB NO. 
10. 

ACTION TAKEN 

( l b s )  o f  c ommo d i ty ;  p r i c e  impor t e r  w a s  b i l l e d ;  
c u s toms d u ty ;  mode  o f  t r a n spor t a t i on ;  a i r l i n e  o r  
v e s s e l  c o d e ; a n d  s t a t e  o f  u l t i m a t e  d e s t i n a t i o n . 

D i sp o s i t i on Â D e s t r oy wh e n  2 y e a r s o l d . 

6 4 .  MONTHLY S UMMARY I MPORT S  

1 9 7 6  a n d  t h e r e a f t e r  . 2 t a p e s  p e r  mon t h . 

A gg r e g a t e d  d a t a  f i l e s  co n t a i n i n g  mon t h l y  s umma r y  
d a t a  o n  impor t s  . D a t a  i n c l u d e s  n am e  o f  c ommo d i ­
ty , t o t a l  q u a n t i ty/we i g h t/ v a l u e , c o u n t r y  o f  
o r i g i n , por t o f  e n t r y , t a r i f f  r a t e p r ov i s i on ,  
a nd m o d e  o f  t r a n s por t a t i on .  T h e s e  f i l e s  a r e  
u s e d  t o  c r e a t e  t h e  ANNUAL SUMMARY I MPORTS F I LE .  

D i s po s i t i on - A .  

B • 

D a t a B a n k  F i l e s  ( I M1 4 5  F i l e )  
a nd A s s o c i a t e d  E r r a t a :  

T r a n s f e r  1 copy t o  t h e  C e n t e r  
f o r  M a c h i n e  R e a d a b l e  R e c o r d s  
w h e n  t h e  f i l e i s  m a d e  av a i l­
b l e  t o  s u b s c r i b e r s .  D e s t r oy 
w h e n  5 y e a r s ol d o r  wh e n  
r e f e r e n c e  u s e  c e a s e s . D e s t r oy 
o t heˋ  copi e s  wh e n  2 y e a r s  o l d . 

A l l  O t h e r  F i l e s : 

D e s t r oy w h e n  2 y e a r s o l d . 

6 5 .  ANNUAL S UMMARY I MPORTS 
.. 

V o l um e  - 1 0  r e e l s .  1 9 7 3  a n d  t h e r e a f t e r  . A n n u a l  
A c c um u l a t i o n  - 2 r e e l s  ( 6  , 2 5 0 )  p e r  y e a r  . 

A n  a g g r e g a t e d  d a t a  f i l e  c on t a i n i ng a n n u a l 
s umma r y  d a t a  o n  i mp o r t s .  D a t a  i n c l u d e s T S U S A  
c ommod i ty c od e ; c ou n t r y  o f  o r i g i n ;  d i s t r i c t  o f  
e n t r y/ u n l a d i n g ; u n i t  o f  q u a n t i ty ;  q ˌ a n t i ty a n d  
t o t a l  v a l u e  ( C u s toms v a l u e  , F r e e  A l o n g s i d e S h i p  
v a l u e , a n d  C o s t/ I n s u r a nc e/F r e i g h t  v a l u e )  f o r  
a l l/ v e s s e l/ a i r s h i pme n t s ;  a n d  e s t i m a t e  of  t h e  
t o t a l  amo u n t  o f  d u ty p a i d .  

D i spo s i t i on - A .  D a t a  B a n k  F i l e s  ( I A 2 4 5  D a t a 
B a n k )  a n d  A s s o c i a t e d  E r r a t a :  

Four copies, Including orlglnal, to be su	‹bmltted to the National Archives STANDARD FORM 115-A 
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7.
ITEM NO. 

8. DESCRI PTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR

JOB NO. 
10. 

ACTION TAKEN 

P e r m a n e n t .  T r a n s f e r  to t h e  
N a t i on a l  A r c h i v e s  w h e n  5 y e a r s 
o l d  ( NC l- 2 9 - 7 8 - 2 1  , I te m  N o .  3 )  

B .  Al l O t h e r  F i l e s  

D e s t r oy wh e n  5 y e a r s o l d  
( NC l - 2 9 - 7 8 - 2 1 ,  I te m  N o . 3 )  . 

6 6 .  F ROM PUERTO R I C O  AN D 

1 9 7 6  

A g g r e g a t e d  c on t a i n i ng mon t h l y  s umm a r y  
d a t a  o n  i m p o r t s  · t o  t h e  U n i t e d  S t a t e s  f r om 
P u e r t o  R i co , t h e  i n  I s l a nd s  , a n d  o t h e r  U . S  . 
p o s s e s s i on s  . D a t a in  d e s  the  TSUSA c ommo d i ty 
code , d i s t r i c t  of e n t r y  l a d i n g , p l a c e  o f  
o r i g i n ,  a n d  q u a n t i ty a n d  u e  f o r  a l l/ v e s s el/  
a i r  s h i pm e n t s  . 

D i spo s i t i on - D e s t r oy 

6 7 • . A AL SUMMARY I MPORTS FROM PUERTO R I CO AND 

Vo l um e  - 5 r e e l s . 
p e r  y e a r  . 

A n n u a l  

A gg r e g a t e d  c on t a i n i n g a n n u a l  summ a r y  
d a t a  o n  i mp o r t s  t o  t h e  U n i t e d  S t a t e s  f r om 
P u e r t o R i co , t h e  · r g i n  I s l a n d s  , a n d  o t h e r  U . S .  
p o s s e s s i on s .  D a t a 
S c h e d u l e  P comm o d i ty d e , d i s t r i c t  of  e n t r y/ 
u n l a d i n g , p l a c e  o f  o r i g  , a n d  q u an t i ty a n d  
v a l u e  f o r  a l l/ v e s s e l/ a i r  i pm e n t s  . A b s t r a c t s  
o f  t h e  d a t a  i n  t h e s e  f i l e s  e p u b l i s h e d  i n  
F T 8 0 0 /A n n u a l  " U . S .  T r a d e  w i t u e r to R i c o and  
u:S: P osses s i on s  . "  

D i spo s i t i on - D e s t r oy wh e n  5 

'lf 6 8  . 8 0 6 / 8 0 7  NET F I LE 

E x t r a c t  of  t h e  I MPORT ENTRY ( 1M l l 5  NET ) F I LE 
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7.
ITEM NO. 

6 9 .  

7 0 .  

8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 


c on s i s t i ng o f  t h o s e  r e cor d s  w h i c h  d e s c r i be 
c omm od i t i e s  t h a t  co n s i s t  o f , o r  con t a i n  a s  com­
p o n e n t  p a r t s , U . S .  g o o d s  r e t u r n i n g to t h i s  
c o u n t r y  a f t e r  h a v i ng b e e n  p r o c e s s e d , a s s e mb l e d ,  
o r  e n h a n c e d  i n  v a l u e  o v e r s e a s . U n l i k e  t h e  
I MPORT ENTRY F I LE , h o w e v e r , t h i s  f i l e  h a s  t h e  
U . S .  v a l u e  a s  w e l l  a s  t h e  C u s tom s d u t i a b l e  
v a l u e . 

D i s po s i t i o n - T e mpor a r y .  D e s t r oy w h e n  2 ye a r s  
o l d .  

8 0 6 / 8 0 7  MONTHLY S UMMARY F I LE S  

V o l ume - 8 r e el s  ( 4 - 6 , 2 5 0 , 4 - 1 , 6 0 0 )  . 

1 9 7 5 a n d  t h e r e a f t e r . A n n u a l  A c c um u l a t i on - 4 
r e e l s .  

A g g r e g a t e d  d a t a  f i l e  c on t a i n i ng m o n t h l y  s umma r y  
d a t a  on commod i t i e s  t h a t  c o n s i s t  o f ˍ  or  con t a i n  
a s  compo n e n t  p a r t s , U . S .  go'o d s  r e t u r n i ng t o  
t h i s  c o u n t r y  a f t e r  h a v i n g b e e n  p r o c e s s e d ,  
a s s em b l e d , o r  e n h a n c e d  i n  v a l u e  ov e r s e a s . D a t a  
i nc l u d e s  commod i ty code , c o u n t r y  o f  or i g i n , t h e  
v a l u e  o f  t h e  U . S .  a n d  t h e  f o r e i g n  compon e n t s  o f  
t h e  p r o d u c e , a n d  t h e  q u a n t i ty .  

D i s po s i t i on - D e s t r oy w h e n  2 ye a r s  o l d  ( NC l - 2 9 ­
7 8 - 2 1 ,  I t e m  N o . 2 )  . 

8 0 6 / 8 0 7  ANNUAL SUMMARY F I LE S  

V o l um e  - 4 . r e e l s .  1 9 7 3  a n d  t h e r e a f t e r . A n n u a l  
A cc um u l a t i o n  - 4 r e e l s .  

A gg r e g a t e d  d a t a  f i l e con t a i n i n g  a n n u a l . s umm a r y  
d a t a  on commod i t i e s  t h a t  c o n s i s t  o f , o r  c on t a i n  
a s  compon e n t  p a r t s , U . S .  g o o d s  r e t u r n i n g  t o  t h i s  
c ou n t r y  a f t e r  h a v i n g  b e e n  p r o c e s s e d ,  a s s em b l e d , 
o r  e n h a n c e d  i n  v a l u e  o ve r s e a s . D a t a i n c l u d e s 
c ommo d i ty c o d e , c ou n t r y  o f  o r i g i n , t h e  v a l u e  o f  
t he U . S .  a n d  f o r e i g n  c ompon e n t s  o f  t h e  p r o d u c t ,  
ˎ n d  t h e  q u a n t i t y .  

D i s po s i t i on - D e s t r oy wh e n  5 y e a r s o l d  ( N C l - 2 9 ­
7 8 - 2 1 ,  I t em N o . 2 )  . 
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8. DESCRIPTION OF ITEM 7.
ITEM NO. 	 (With Inclusive Dates or Retention Periods) 

7 1 .  LEDGER F I LES 

I mp o r t and E x p o r t s umm a r y  d a t a  t a b l e  t ap e  f i l e s  
c o n t a i n i ng c u r r e n t  m o n t h  a d j u s t e d  a n d  y e a r  to 
d a t e  cumu l a t i ve t o t a l s for d a t a  con t a i n e d  in t h e\ 	
Mon t hly a n d  A n n u a l  A g g r e g a t e d  D a t a  F i l e s .  
L e dg e r  F i l e d a t a d i f f e r s f r om t h e  Mon t h l y/An n u a l 
a g g r e g a t e d  d a t a  i n  t h a t  L e d g e r  F i l e  d a t a  i s  
a g g r e g a t e d  a t  h i g h e r  l e v e l s  o f  a gg r e g a t i on a n d  
i s  i n  . .  t a b l e  f or m a t .  T h e  L e d g e r  f i l e s  a r e  u s e d  
f or b a l a n c i ng s t a t i s ti c a l  t a b u l a t i o n s  b e f o r e 
p u b l i c a t i o n a n d  f o r  r e f e r e nc e  p u r p o s e s .  

D i s pos i t i o n  - A .  J u n e  a n d  D e c embe r :  

D e s t r oy wh e n  5 y e a r s o l d . 

B .  A l l  O t h e r  Mo n t h s :  

D e s t r oy wh e n  n o  l o n g e r  n e e d e d . 

7 2 .  S H I P ENTRY F I LE S  ( A E 3 5 0 )  

1 t ap e  p e r  y e a r . 1 9 77 a n d  t h e r e a f t e r . 

A n n u a l  M i c r o d a t a  f i l e c o n t a i n i ng d a t a  e x t r a c t e d  
f r om i n d i v i d u a l  c o p i e s  o f  C u s toms B u r e a u  F o r m  
1 4 0 0  ( R e c o r d o f  V e s s e l s  E ng a g e d  i n  F o r e i g n  
T r a d e  - E n t e r e d o r  A r r i ve d  u n d e r  P e r m i t t o  P r o­
c e e d )  t h a t  a r e  f i l l e d  o u t  f o r  e a c h  s h i p  e n te r i n g  
p o r t t h a t  i s  e n g a g e d  i n  f o r e i g n  t r a d e . T h e  f i l e  
i n c l u d e s  t h e  f o l low i n g  d a t a : d a t e  a n d  por t o f  
e n t r y , n am e  o f  v e s s e l , type a n d  n a t i o n a l i ty o f  
v e s s e l , u l t i m a t e  a n d  l a s t  por t/c o u n t r y  o f  o r i g i n  
type o f  c a r g o , v e s s e l  d r a f t ,  a n d  n u m b e r  o f  p a s s ­
e ng e r s d i s e m b a r k i n g .  

D i sp o s i t i on - D e s t r oy w h e n  1 y e a r  o l d  ( N C l - 2 9 - 7 9  
2 ,  I t e m  2 ( 3 ) ) .  

S H I P  DE PARTURE F I LE S  ( AE 7 5 0  F I LE S ) 

1 t ap e  p e r  y e a r . 1 9 7 7  a n d  t h e r e a f t e r . 

A n n u a l  m i c r od a t a  f i l e  c on t a i n i n g d a t a  ex t r a c t e d  
f r om i n d i v i d u a l  o f  C u s tom s B u r e a u  F o r m  

Four copies, Including original, to be submitted to the National Archives 115-203 
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7.
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

* 7 4 .  

1 4 0 1  ( R e c o r d  of V e s s e l s  E n g a g e d  i n  F o r e i g n  
T r a d e  - C l e a r e d  or  G r a n t e d  P e r m i t to P r o c e e d )  
t h a t  a r e  f i l l e d o u t f o r  e a c h  s h i p  l e av i n g por t 
th a t  i s  e n g a g e d  i n  f o r e i g n  t r a d e . T h e  f i l e  i n­
c l u d e s  t h e  f o l l ow i ng d a t a  d a t e  a n d  por t o f  em­
b a r k a t i on ,  n a m e  of  v e s s e l , type and n a t i o n a l i ty 
o f  v e s s e l  , por t a n d  c o u n t r y  of  f i r s t/ s u b s eq u e n t/ 
f i n a l  d e s t i n a t i on ,  type of  c a r g o ,  ve s s e l  d r a f t ,  
a n d  numb e r  of  p a s s e n ge r s  emba r k i ng .  

D i s pos i t i o n  - D e s t r oy w h e n  1 y e a r  o l d  ( NC l- 2 9 ­
7 9 - 2  , I te m  N o .  7 ( 1 ) ) .  

S H I PP I NG E XP O RTS F I LE ( S M7 0 4  F I LE )  

1 9 7 6  a n d  t h e r e a f te r  . 1 t a p e  p e r  mon t h . 

A m o n t h l y  m i c ro d a t a  e x t r a c t  f i l e c r e a t e d  f o r  t h e  
p u r po s e  of  m a k i n g s t a t i s t i c a l  a g g r e g a t i o n s  d e ­
s i r e d b y  por t a u t h o r i ty of f i c i a l s .  T h e  f i l e  
c o n s i s t s  o f  t h e  f o l l ow i ng 1 )  a l l  r e c or d s  w i t h ­
i n  t h e  EM5 2 1  NET F I LE i n d i c a t i n g t h a t  t h e  com­
m o d i ty d e s c r i b e d  t h e r e i n  i s  b e i ng t r a n sp o r t e d  by 
v e s s e l  , 2 )  copi e s  of  a l l  s h i pp e r  ' s  e x po r t d e c l a ­
r a t i on s  wi t h  a commod i ty v a l u e  of  $ 2 5 1  or  mor e 
i n d i c a t i n g t h a t  t h e  commo d i ty d e s c r i b e d  t he r e i n  
w a s  i n- t r a n s i t  ( go i ng f r om o n e  f o r e i g n c o u n t r y  
to a n o t h e r ) ,  a n d  3 )  d a t a  on D e p a r tme n t  of  D e f e n s  
c o n t r o l l e d  c a r g oe s  t h a t  a r e  b e i ng s h i pp e d  on 
comme r c i a l v e s s e l s .  T h e  f i l e  i n c l u d e s  t h e  
f ol low i ng d a t a  S c h e d u l e  B c ommo d i ty code , d i s­
t r i c t  a n d  por t of  e m b a r k a t i o n , f o r e i g ri por t  a n d  
c ou n t r y  o f  d e s t i n a t i on , m an i f e s t  numbe r ,  v e s s e l  
c o d e , v a l u e  a n d  we i g h t  o f  commod i ty ,  a n d  type of  
v e s s e l  ( l i n e r  , t a n k e r  , o r  t r amp )  . 

D i s pos i t i on - D e s t r oy w he n  2 y e a r s ol d .  

7 5 .  MONTHLY S UMMARY S H I P P ING E XPORTS 

1 9 7 6  a n d  t h e r e a f t e r  . 1 t ap e  p e r  mon t h . 

A n  a g g r e g a t e d  d a t a  f i l e  c r e a t e d  to p r o v i d e  
s t a t i s t i c a l  a gg r e g a t i o n s  d e s i r e d  by por t a u t h o r ­
i ty o f f i c i a l s  . T h i s  f i l e  con s i s t s of  t h e  
f ol l ow i n g  1 )  a n  e x t r a c t  o f  a l l  r e c o r d s  wi t h i n  
t h e  EM5 2 2  MONTHLY S UMMARY E XPORTS F I LE t h a t  

STANDARD FORM 115-A 
Revised J u ly 1974 
Prescribed by General Services 

Admin istration 
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ITEM
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2 )  s umm a r y  r e c o r d s  o f  i n- t r a n s i t  commod i t i e s  
l e a v i ng by v e s s e l ,  a n d  3 )  s umma r y  d a t a  o n  D e p a r t 
m e n t  o f  D e f e n s e con t r ol l e d  c a r goe s t h a t  l e a v e  on 
c omme r c i al v e s s e l s .  D a ta in  t h e  f i l e  con s i s t s 
n am e  o f  commo d i ty ,  to t a l  q u a n t i ty/we i g h t/ va l u e , 
por t o f  e m b a ʵ k a t i on ,  a n d  c o u n t r y  a n d  por t o f  
d e s t i n a t i on , type  o f  v e s s e l  ( l i ne r , t a n k e r , o r  
t r amp ) . T h e s e  f i l e s  a r e  u s e d  to c r e a te t h e  
ANNUAL SUMMARY S H I P P I NG E XPORTS F I LE .  

D i s po s i t i o n - A .  	 D a ta B a n k F i l e s  ( SM7 0 5  F I LE )  
a nd A s s o c i a te d  E r r a t a  

T r a n s f e r  1 copy t o  t h e  C e n t e r  
f o r Ma c h i n e R e a d a b l e  R e c o r d s  
w h e n  f i l e i s  m a d e  	a v a i l ab l e  to 
s ub s c r i be r s .  D e s t r oy w he n  5 
y e a r s o l d  o r  w h e n  	r e f e r e n c e  
c e a s e s . D e s t r oy o t h e r  copi e s  
w h e n  2 ye a r s  ol d .  

B .  A l l  O th e r  F i l e s  

D e s t r oy w h e n  2 y e a r s  o l d .  	
"' 

7 6 .  ANNUAL S UMMARY S H I P P I NG EXPORT F I LE 

Vol ume - 5 r e e l s .  1 9 7 3  a n d  t he r e a f te r . 1 r e e l  
( 6 , 2 5 0. ) ,pe r  y e a r ʶ 

A g g r e g a t e d  d a t a  f i l e  con t a i ni n g  ʷ n n u a l  s um m a r y  
d a t a · on a l l  good s 	 l e a v i n g  b y  s h i p ,  i nc l u d i n g  
i n- t r a n s i t  goods  a n d  D e pa r tm e n t  o f  D e f e n s e  
c a r go e s  a s  we l l  a s  expor t s .  T h i s  f i l e i s  
f r om t h e  MONTH LY S UMMARY S H I P P I N G  E XPORTS F I LE 
( S M7 0 5  F I L E )  to p r ov i de s t a t i s t i c ʸ! a g g r e g a t i on s  
d e s i r e d  by por t a u t ho r i ty o f f i c i a l s .  D a ta i n  
f i l e  i nc l u d e s  t h e  name  o f  t h e  commo d i ty a n d  t h e  
S c h e du l e  B commod i ty c o d e ; t h e  d i s t r i c t  a n d  po r t  
o f  expor t ;  t h e  f o r e i g n  por t a n d  cou n t r y  o f  d e s t i  
n a t i o n ;  a n d  t h e  to t a l  v a l u e  a n d  we i g h t  o f  t h e  
commo d i ty .  

D i s po s i t i o n  - D e s t r oy wh e n  5 y e a r s o l d . 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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.. 7 7 .  S H I PP I NG I MP O RTS F I LE ( SM 3 0 4 )  

1 9 7 6  a n d  t h e r e a f t e r . 1 t ap e  p e r  mon t h . 

A m o n t h l y  m i c r od a t a  e x t r a c t  f i l e  c r e a te d  f o r  
t h e  p u r pos e o f  ma k i ng s t a t i s t i c a l  a gg r e g a t i o n s  
d e s i r e d  b y  por t o f f i c i a l s .  T h e  f i l e  c on s i s t s 
t h e  f o l l ow i ng 1 )  a l l  r e co r d s  w i t h i n  t h e  1Ml l 5  
NET F I LE i n d i c a t i ng t h a t  t h e  commo d i ty 
t h e r e i n  wa s t r a n spor t e d  by · ve s s e l , 2 )  c op i e s  o f  
impor t e n t r y  d o c um e n t s  w i t h  a commo d i ty v a l u e  
$ 2 5 1  o r  mo r e  i n d i c a t i n g t h a t  t h e  comm o d i ty d e s­
c r i be d  t h e r e i n  w a s  i n- t r a n s i t ( go i ng f r om o n e  
f o r e i g n  cou n t r y  t o  a n o t h e r ) ,  a n d  3 )  d a t a  o n  
D e p a r tme n t  o f  D e f e n s e  con t r o l l e d  c a r goe s t h a t  
a r e  be i ng s h i pp e d  o n  c ommm e r c i a l v e s s e l s .  T h e  
f i l e  i n c l u d e s  t h e  f o l l ow i n g  d a t a  S ch e d u l e  A 
c ommo d i ty c od e , d i s t r i c t  a n d  por t o f  e n t r y , 
f or e i g n  por t a n d  c o u n t r y  o f  o r i g i n , m a n i f e s t  
n um be r , v e s s e l  c o d e , v a l u e  a n d  we i g h t  o f  commod 
i ty ,  a n d  type o f  ve s s e l  ( l i n e r , t a n k e r , or 

D i s p o s i t i on - D e s t r oy wh e n  2 ye a r s  o l d  ( N C l - 2 9 ­
7 9 - 2 , I t e m  2 ( 1 ) ) .  

7 8  . MONTHLY SUMMARY S H I P P I NG I MPORTS 

1 9 7 6  a n d  t he r e a f t e r  . 1 t ap e  p e r  mon t h . 

A n  a g g r e g a t e d  d a t a  f i l e  c r e a t e d  to p r o v i d e  
s t a t i s t i c a l  a g g r e g a t i on s  d e s i r e d b y  por t 
a u t h o r i ty o f f i c i a l s . T h i s  f i l e  c on s i s t s o f  t h e  
f ol l ow i ng 1 )  a n  e x t r a c t  o f  a l l  r e cor d s  w i t h i n  
t h e  I M1 4 5  MONTHLY S UMMARY I MPORTS F I LE t h a t  
d e s c r i b e  i mpo r t s  a r r i v i n g b y  ve s s e l , 2 )  s umm a r y  
r e cor d s  o f  i n- t r a n s i t  commod i t i e s  a r r i v i n g  by 
v e s s e l , a n d  3 )  s umm a r y  d a t a  o n  D e p a r tme n t  of 
D e f e n s e  con t r o l l e d  c a r g o e s  t h a t  a r r i ve o n  com­
m e r i c a l ve s s e l s .  	 D ʼ t a  i n  t h e  f i l e  c on s i s t s  o f  
t h e  n a m e  of t h e  commod i ty ,  t o t a l  
v a l u e , d i s t r i c t  a n d  por t o f  e n t r y , por t a n d  
c ou n t r y  o f  o r i g i n ,  a n d  t y p e  o f  v e s s e l  ( l i ne r , 
t a n k e r , o r  t r a m p )  . T h e s e  f i l e s  a r e  u s e d  t o  
c r e a t e t h e  ANNUAL 	S UMMARY S H I P P I NG I MPORTS F I LE . 

D i s p o s i t i on - A .  	 D a t a  B a n k  F i l e s  ( SM 3 0 5  F I LE ) 
a n d  A s s o c i a te d  E r r a t a 

STANDARD FORM 115-A 
115-203 Revised July 1 974 

Prescribed by General Services 
Ad min istration 

FPMR (41 CFR) 1 01 -1 1 .4 GPO : 1975 0 - 579-387 



• 

U S E  

( N C l- 2 9 - 7 8 ʾ  

Request fer Records
. 
Disposition Auth,ority-Continuation 

, 

PAGE OF 4 7  

7.
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

f or Ma c h i n e R e a d a b l e  R e c o r d s  
w h e n  f i l e  i s  m a d e  a va i l a b l e  to 
s u b s c r i b e r s .  D e s t r oy w h e n  5 
y e a r s o l d  o r  wh e n  r e f e r e n c e  
c e a s e s .  D e s t r oy o t h e r  copi e s  
w h e n  2 ye a r s  o l d  ( N C l- 2 9 - 7 9 - 2  , 
I te m  N o .  1 ( 1 ) ) .  

B .  A l l  O t h e r  F i l e s  

D e s t r oy wh e n  2 ye a r s  o l d . 

7 9 .  	 ANNUAL SUMMARY S H I P P I NG I MPORTS F I LE ( SA 3 0 5  DATA 
BANK ) 

Vol ume - 5 r e e l s . - 1 9 7 3  a n d  t h e r e a f te r . - 1  r e e l  
( 6 , 2 5 0 )  p e r  y e a r . 

A g g r e g a t e d  d a t a  f i l e  c on ta i n i ng a n n u a l  s umma r y  
d a t a  o n  a l l  good s a r r i v i ng b y  s h i p ,  i nc l u ʽi n g  
i n- t r a n s i t  good s a n d  D e p artment · of D e f e n s e 
c a r go e s a s  w e l l a s  impor t s . T h i s f i l e  i s  c r e a te d  
f r om t h e  MONTHLY S UMMARY S H I P P I NG I MPORTS F I LE 
( SM3 0 5  F I LE )  t o  p r ovi d e  s ta t i s t i c a l  a g g r e g a t i o n s  
d e s i r e d  by por t a u t h o r i ty o f f i c i a l s .  D a t a  i n  t h e  
f i l e i n c l u d e s  t h e  n a m e  o f  t h e  commod i ty · a n d  t h e  
S c h e d u l e  A commo d i ty c od e ; t h e  d i s t r i c t  a n d  por t 
o f  e n t r y ;  t h e  c o u n t r y  a n d  por t o f  o r i g i n ;  a n d  t h e  
t o t a l  v a l u e  a n d  we i g h t  o f  t h e  c ommo d i ty .  

D i s p o s i t i on - D e s t r oy wh e n  5 y e a r s o l d  
2 1 ,  I te m  4 )  . 
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