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LEAVE BLANK

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

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

1 F ROM (Agency or establishment)
U.S. Department of Commerce 

I n accordance WIth the pr ovrsions of 44 USC 3303a 
2" MAJOR SUBDIVISION the disposal request, including amendments, IS approved Office of the Secretary except for Items that may be marked "d.sposrtron not 
~~~~~~~~~~~~~~~~~~~~~~~~_~~~~~~~~ approved" or "wlthd8wn" In column 10 If no ffiCO~S 
3 MINOR SUBDIVISION are proposed for disp sal, Signature of the Archivist IS Man ag emen t and Inf or ma tion Systems not required 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT 

.~Sherry Cage	 377-4217 
6 CERTIFICATE OF A.GENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In thrs Request of page(s) are not now needed for the business of thrs 
agency or will not be needed after the retention periods specified, and that written concurrence from the General 
Accounting Office, If required under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Aqencies, IS 
attached 

A GAO concurrence D ISattached, or Q ISunnecessary 

D TITLE 

Departmental Records 
Management Officer 

9 GRS	 OR 10 ACTION7 
SUPERSEDED TAKEN

ITEM (With InclUSIVe Dates or RetentIOn Periods} JOB (NARSUSE
NO CITATION ONLY) 

MANAGEMENT AND INFORMATION SYSTEMS 

Management and Information Systems, a Departmental Office
 
which reports to the Assistant Secretary for Administration,
 
was established August 16, 1984.
 

The	 functions of MIS are to: 

a.	 Effectively and economically manage the Department's

information resources, including administrative and
 
management information systems.
 

b.	 Oversee the planning for acquisition and utilization
 
of informat10n technology.
 

c.	 Operate a central computer facility 1n Springfield,

Virginia, through its Office of Computer Services (OCS).
 

Records of Office of Computer Services are not included in
 
this schedule, but are described in a separate schedule
 
developed for its use.
 

NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 

FPMR	 (41 CFR) 101-114 

115-108 
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9 
7 8 DESCRIPTION OF ITEM 10SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

1. D1rlciar'. 
~ocumenting
directing,
Department's 

S~bjlct Filii. Bln.rll carrl.pendanci
the activities of the Director 1n 

developing, and administering the 
management information systems. 

Start 
years 

a new 
old. 

file every year. Destroy when 7 

2. Administrative Subject Files. Office copies of 
documents pertaining to internal housekeeping
activities, ~ time and attendance, travel,
training, budget, requisitions for services and 
supplies, and similar housekeeping activities. 

GRS 23/1 

Destroy when 2 years old. 

3. Chronological
correspondence
officials and 
reference. 

File. Extra copies of outgoing
originated andlor signed by MIS 

maintained solely for convenience of 

GRS 23/3! 
I 

Destroy when 2 years old. 

4. Daily
books,
which 

Activities Log. Calendars,
telephone call logs, and 

reflect the activities of 

appointment
other records 
MIS officials and 

GRS 23/2h 

personnel. 

Destroy when 2 years old. 

5. Correspondence Control Log.
track correspondence aSSigned
offices for response. 

Log
to 

to record 
subordinate 

and 
I

:GRS 23/5
I 

! 

Destroy when 2 years old. 

6. Obligating Documents 
track control numbers 

Log. Log
assigned 

used to record 
to requisitions. 

and ,GRS 23/5 

Destroy when 2 years old. 

i 
I 
I 
I 

I 

__ ~_L I _ 
- - - -- --------

IL _ 

115-203 Four copies Including Original 10 be subrmtted 10 the National Archlveo STANDARD FO .... 

ReVised JUl. 
Pr esc nbec r 

A.dmlnl,::,.'dt t 

FPMR 141 (F" 
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9 
7 8 DESCRIPTION OF ITEM SAMPLE OR 10 

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

7. Financial and Management Information Subject
Files. Letters, memorandums, reports, and other 
correspondence related to the creation,
implementation, study, and operation of as-year
study of financial and management information 
systems. 

Start 
years 

a new 
old. 

file every year. Destroy when 10 

B. Information Policy and Planning Subject File. 
Incoming and outgoing correspondence, reference 
copies, and similar documentation relating to 
development of Departmental information policy
planning for the effective utilization of 
information resources. 

the 
and 

Start 
years 

a new 
old. 

file every year. Destroy when 7 

9. Information Technology Planning Files. Files 
generated in developing the Department's plans for 
the acquisition, management, and utilization of 
automated data processing (ADP) eqUipment.
Included in the files are correspondence
concerning the Department's Five-Year Technology
Plan; proposed project plans and applications of 
operating units and the Department; the 
development of ADP standards; and similar 
activities. 

Destroy when 7 years old. 

10. Information Technology Operating Unit 
Implementation Files. Correspondence with and 
about each operating unit documenting the 
development and implementation of their 
Information Technology Plan. Each operating unit 
file consists of correspondence regarding
initiatives, requirements, ADP acquisitions,
equipment upgrades and maintenance, and similar 
activities. 

Destroy when 7 years old. 

--~--- _ _ 
I 
L 

115-203 Four copre s Including o nqrnat 10 be subml"ed to the National Archives STANDARD FOu" 
RevlseC ¥Il' f 

Prescflbel, -. 
A.drillnIS:' I' 

FPMR 1.11 ':' C' 
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9 
7 8 DESCRIPTION OF ITEM SAMPLE OR 10 

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

11. 

12. 

13. 

Bener.l Accounting OfficI Audit Rlport •• 
Reference copies of on-site BAO audits of 
operating unit information technology activities. 

Destroy 5 years after BAO audit or 
sooner if no longer needed. 

Technical Reference Manuals and Publications. 
Reference manuals, periodicals, and publications
on data processing, ADP applications, and 
information technologies. 

Dispose when superseded, obsolete, or 
when no longer needed. 

Telecommunlcations Subject File. Correspondence
and similar documentation pertaining to 
administration and operation of the Departmental
telecommunications program. The files include 
plans, reports, equipment and telecommunication 
service requests, statistical reports, and records 
relating to installation and servicing of 
telecommunication resources. 

GRS 23/6 

14. 

Destroy when 5 years old. 

Information Systems Subject Files. Files 
pertaining to the development of and technical 
support for management information systems.
Incoming and outgoing correspondence originated
and/or signed by program officials, special
studies, reports, meeting agendas, and other 
pertinent background and reference documents are 
included in the files. 

Start 
years 

a new 
old. 

file every year. Destroy when 7 

I 
I_--.L.... _ 

-- - -- - -~----
115-203 Four cooie s Including onglnal 10 be aunrrutted to the National Archives STANDARD FORM" ~ A 

Hev.sec July :'1- .. 
Pr esc nbeo t.f (';,::. .. 

Administration 

FPMR 1~1 e-FR, 

-.
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9
7 8 DESCRIPTION OF ITEM SAMPLE OR 

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

15. Administrative Systems Subject Files. Letters,
memorandums, reports, and other correspondence
related to detailed design and programming of 
specific ADP applications and related functional 
responsibilities. 

Start a 
15 years 

new file 
old. 

every year. Destroy when 

16. Automated Data Management Files. Processing
documentation showing file description, input and 
output reports descriptions, codes used in the 
system and descriptions of all computer programs
with flow charts and functional narratives. 

Destroy
become 

10 years
i nacti ve. 

after programs/systems 

17. Technical Support File. Reference documentation 
used for research, analysis, historical reviews. 
and as background material. The files include 
vendor advertisements, government and 
non-government training catalogues, copies of 
correspondence from individuals and organizations
related to specific subjects, copies of special
purpose operating instructions such as the 
Springfield Computer Center and other general
subjects. Files are organized alphabetically and 
are purged of inactive records at least every
fiscal year. 

Destroy when records are no longer needed. 

lB. Technical Support Project
documenting the initiation,
management, lmplementation
systems project assignments.
contain documentation that 

Files. Correspondence
development,

and completion of major
Project files 

constitutes the basis 
for 
the 

official 
overall 

action and 
documentation 

are considered 
for a system. 

a part of 

Destroy 7 years after completion of project. 

i 

I 

____ I...L _ , 
L 

115-203 Four coore s Including Original to be submlMed to the National Archives STANDARD FOR~ 
Rpvlsed Jul, • 

Pre;c rlbe!: -. 
AcmlnlS, 'I' 

FPMR ,JI CF" 


