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INTRODUCTION
 

1. BackgrOl~nd and Scope. The Federal Records Ac t of 1950 
requ1res all Pederal Agencies to prepare Schedules for the 
retention and disposition of their records. This Schedule 
was prepared by direction of the Assistant Secretary for 
Domestic and International Business, under the general
supervision of the Director, Office of Management and 
Systems. After preparation, this Schedule was approved by 
the Archivist of the United States. 

a. In the course of preparing the Schedule, an effort 
was made to examine each file in Domestic and Interna-
tional Business Administration (DIBA). Prior to finaliza-
tion, the language describing each file and the retention 
period assigned to it was cleared by the responsible DIBA 
operating official. 

b. The Schedule provides all operating officials with 
continuous authority to retire, transfer or dispose of 
papers in accordance with the retention period prescribed 
for each file. This should enable many offices to reduce 
the voillineof papers and realize savings in both office 
space and file equipment. 

c. Dcpurt~ent Administrative Order 205-1, Section 6.04 
prescribes, and adopts by reference, this and other 
approved schedules, which gives them the same force and 
effect as the Order itself. 

d. The minimum retention provisions of the Schedule are 
mandato~2' This means that papers must not be destroyed 
sooner than allowed by the Schedule. However, to meet 
contingencies, operating officials may retain papers
beyond the date on which they become eligible for dis-
posal. If an extension involves a lengthy period of 
time and/or a significant volume of papers, the respon-
sible official should satisfy hL~self that such action 
is really necessary. See Federal Property Management 
Regulations (41 CFR 101-11.4). 

2. Distribution. At headquarters, distribution of the 
Schedule w i.Ll, be centrally controlled by the DIBA Records 
Management Officer. A copy will be sent to the records-

i 
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keeper, or key~erson, in each DIBA offia down through the 
branch level. Revised or new pages, with appropriate
instructions, will be sent to employees holding copies of 
the Schedule. 

Regional Office Directors will serve as Records Management
Liaison Officers. The Records Management Liaison Officer 
for each regional office will be responsible for the dis-
tribution and control of the Schedule and revision notices. 

The Schedule \-lillbe revised as necessary. So that changes
can be made easily and inexpensively, the Schedule is 
issued in loose-leaf form. 

3. Records Hana, ement Liaison Officers and Ke Records-
keepers. At headquarters, eacn 0 ice or divis~on has 
designated a Records Management Liaison Officer to work 
,·liththe DIBA Records Nanagement Officer in implementing
this schedule anu such other records management steps as 
may be needed. 

The Records Management Liaison Officer for each regional
office is responsible for staff supervision and control 
of all transfer of DIBA records to the nearest regional
Federal Archives and Records Center (FARC). 

All elements of DIBA having records eligible for transfer 
to FAl"1.C should prepare them for tran~[er in accordance 
with the instructions herein. 

4. Retirement of Records at Headquarters. A Staging
and Holding Area, known as the Business Trade and Records 
Section (BTRS), is operated by the DIBA Records Hanage-
ment Officer to receive records from operating units of 
DIBA before they are eligible for transfer elsewhere or 
for disposal. The prime purpose of BTRS is to provide
offices with a place where they can send records that 
are not needed too frequently but still need to be kept
reasonable accessible. 

a. Recordskeepers should retire records to BTRS as soon 
as they are not needed too frequently for current business. 
If possible, papers should be held in offices until there 
is at least enough of them to fill one Federal Records 
Center box supplied for retirement of records. A few 
folders should never be retired to BTRS to be interfiled 
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wi th records !eadY held there. Hhen ir'erfiling among

• retired records is necessary, the folders to be inter-
filed should be held in the office and retired in a 
b~tch at the end of six months or a year. 

b. All folders or papers borrowed from retired records 
should be returned to the DIBA Records Management Officer 
for refiling as soon as the requestor has finished with 
them. 

c. All retired records must be arranged and packed in 
Federal Records Center boxes. A black marking pencil
should be used to fill in the necessary information 
requested on the end of each box. Boxes and forms for 
retirement of records wi LL be furnished by the BTRS 
Records Management Officer, on request. 

d. Records to be retired also must be listed on Standard 
Form 135, Records Transmittal and Receipt (Exhibit 1),
and the continuation sheet SF-135A. A copy of SF-135 
covering each retirement of records should be submitted 
to the DIBA Records l1anagement Officer, Room 2061, Hain 
Commerce Building. 

e. Special care should be taken to determine the item 
in the Schedule that covers each box of records retired. 
The number of this item should be cited in Column 14 on 
SF-135, Records Transmittal and Receipt, in the manner 
shown in Exhibit 1, and also in the 10'VI7er left hand 
corner of the end of each box. 

f. To facilitate servicing and ultimate disposition of 
the records, a separate transmittal (SF-135) should be 
prepared for each file, unless two or more files are 
retired that cover the same period of time and have the 
same retention period. The boxes covered by each trans-
mittal should be numbered consecutively starting with 1. 

g. Any restriction on the availability or use of the 
records should be stated in Box 1 on the SF-135. Leave 
Box 9 blank. The office retiring the records should 
keep one copy of the SF-135 and forward the first copy
to the DIBA Records Management Officer. 

h. File folders or boxes containing retired records will 
be returned on loan to DIBA employees by the Records 
Management Officer upon receipt of a request by telephone 
(189-3430) . 

iii 

~----



5. Trans fer of He adqu art ers Records to Hash ington National 
Records Center. All records earmarked in the Schedule for 
transier to the Washington National Records Center (WNRC)
will first be retired to BTRS. Subsequently, the Records 
Management Officer \ViII make the necessary transfer 
arrangements ~nd take all other steps necessary to ensure 
that ultimate disposition of the records is made in accord-
ance with law and regulation. 

6. Transfer of Regional Office Records to Federal Archives 
and Records Center. Each regional office holding records 
eligible for transfer to FARC in accordance w i.th this 
Schedule is responsible for treating them in the following
manner: 

a. Use only Federal Archives and Records Center boxes 
(15" X 12" X 10") for arranging and packing the records. 

b. Separate the papers being treated according to files 
(series). Using this Schedule as a guide only put records 
in each box that have the same disposal date. Never mix 
temporary and permanent records in the same box. 

c. Number the boxes in the upper left corner of the 
10" X 12" end of the box that is not stitched. Begin
with No.1 of (total nQ~ber), etc. Address the boxes 
en the 15" side to tnc nearest Federa.l Archives and 
Records Center. For the nearest FARC see Federal Prop-
erty Regulation 101-11.410-1. 

d. Place letter-size material in the box with guide
cards and tabs facing the numbered end. Put legal-size
material in the box w i.t.htabs facing the left of the box 
as you face the numbered end. Leave all guides or tabs 
in the file that 'viII help provide reference service on 
it. Do not overpack the boxes, taking care to leave 
some space in each box so that the material is loose 
enough to work. 

e. Each consignment of records transferred to FARC must 
be described on Standard Form 135 and l35A, Records 
Transmittal and Receipt, and Continuation. Fill in 
blocks on the SF-135 except the top section, "To be 
completed at Federal Records Center" and the part of 
Item 12 captioned "FRC Only." Show the mailing address 
of the Regional Office under "FROM," and the mailing
address of the appropriate FARe under "TO." Under 
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Item 1 specif.ny national security claafication and/or
any other restrictL.1n that apply to the records. Items 2 
and 3 are self-explanatory. Under Item 4 show the number 
of boxes being transferred. 

In Items 5 through 7 show the name, etc. of the Regional
Records Management Liaison Officer. Items 9 through 11 
should also be the" name, etc. of the DIBA Records Manage-
ment Liaison who serves as the representative \'lithFARC. 

In Item 13 describe the records showing organizational
location, subject content, inclusive dates, and the file 
designations showing the contents of each box. Enter in 
Item 14 the job number of this Schedule wh i.ch appears on 
page 1 in the upper right hand box of the form in the 
style and manner of NA 176-101. Under the job numbe r 
enter the item number(s) in this Schedule that apply to 
the records transmitted (Exhibit 2). 

f. Prepare F01TIS SF-135 and l35A in at least an original
and four copies. The originating office should hold one 
copy and forward three copies to the Regional Records 
Liaison Officer at least twelve days in advance of the 
planned transfer. 

g. The DIBA Records Management Liaison Officer shall for-
ward the original and one copy to FARC, hold one copy in 
suspense tind trtinsmit one copy of Forms SF-135 and 13SA 
covering each transfer to the DIBA Records }Ianagement
Officer, Room 6047, Department of Commerce, 14th and 
Constitution Avenue, N.W., Washington, D.C. 20230. 

h. The Regional Records Management Liaison Officer is 
responsible for making all necessary arrangements with 
FARe for transfers of records and for their maintenance 
thereafter in accordance with law and regulations. 

7. Records Disposal. In those cases where the Schedule 
provides for nothing more than the disposal of papers
(described in a given item) after the expiration of a 
specified period, it is intended that they be destroyed
on site. Supervisors and recordskeepers are urged to do 
this and to immediately notify the DIBA Records Hanage-
ment Officer in writing of the volume of papers destroyed
(one full file drawer equals 2 cubic feet).

\ 
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Offices need r4t be concerned about reco_ they have 
retired to BTRS or FARC, earmarked for disposal at some 
later point in time, since the DIBA Records Management
Officer or the Regional Records Management Liaison 
Officers will take care of the matter. Before any
records in ETRS (or any Federal Records Center) are 
destroyed, the DIBA Records Nanagement Officer or Records 
Nanagement Liaison Officer will secure the approval of 
the operating official having primary interest. 

8. Revie\'lof the Schedule. The Schedule w i l.L rapidly
lose its usefulness unless professionals, supervisors,
records liaison officers and recorciskeepers frequently
review that portion of the Schedule that pertains to 
their records. As a minimum requirement these people
should review the Schedule at least annually. 

9. Revision of the Schedule. To make revision of the 
Schedule as easy and effortless as possibJe, Form CD-282 
is provided for this purpose (Exhibit 3). A supply of 
the form may be obtained by calling the DIBA Records 
Management Officer or the Regional Records Management
Liaison Officer . 

.a. Professionals, supervisors and records keepers should 
submit a revision of the Schedule anytime that they find 
an opportunity to improve it, e.g., by clarifying the 
description of the records~ by adding a new item (file),
by deleting an item which no longer accumulates, or by
providing a better retention period. 

b. All revisions will be submitted to the DIBA Records 
Management Officer who will compile them on a SF-lIS,
Request for Authority to Dispose of Records and forward 
it to the Archivist of the United States. When the 
SF-lIS is approved and returned, the DIBA Records 
Management Officer will process and distribute appropri-
ate pages of the Schedule which will reflect the approved
changes. 

10. Coordination of Filing Practices. The Records Dis-
position Nanagement and Files Nanagement elements of the 
program are so closely interrelated that the work steps
and techniques used in each of these areas must supple-
ment one another. For ins tance, the eas e with wh Lch 
papers can be processed and retired is dependent on the 
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file being arr!ged so that eligible pape" can simply
be taken out of a file drawer in toto and packed in 
Federal Records Center boxes. ---

a. Subj ect or name files arranged alphabetically present
the greatest nu~ber of problems when the time comes to 
retire them. l'lostgenerally, these files are built wi.t.lr-
out any thought of wha t ,..Till have to be done when they
are retired to BIRS. In such cases, recordskeepers
usually reduce the volume of these files by selecting 
file folders from them for retirement. This is a most 
unsatisfactory practice that can be avoided by arranging 
alphabetical files first by fiscal or calendar year, if 
the volume involved is large enough. 

b. Short-term aDd long-term papers should never be inter-
mingled or made a part of the same file. When papers that 
must be kept only t\'70 years are filed w i.th others that 
must be kept only five years, practical considerations 
generally require retention of all of them for the longer
period. By reviewing the Schedule, recordskeepers can 
acquaint themselves vi.t.hthe short and long-term papers
that most commonly occur in DIBA. This will enable them 
to restructure their files to separate papers having dif-
ferent retention values. 

c. Restricted and unrestricted records should DeV9r be 
intermingled in the Sat'TIe It is officl.al Commerce box. 
policy that records restricted to the public under the 
Freedom of Information Act (includes national security
classified papers) and those which are available to the 
public (i.e., unrestricted) shall not be boxed together
as set forth in DAO 205-12. 

d. Screening files on a paper by paper basis is a most 
undersirable and uneconomical practice. The need for such 
screening need never occur. The need for it can almost be 
eliminated if all professionals and supervisors will make 
it part of their daily regimen to earmark papers of only
marginal value for inclusion in a separate Temporary File. 
This is a very wo r thwh Ll,e practice when it is considered 
that it is less costly to keep a file dzawe r of papers as 
long as ten years than it is to have a professional or 
supervisory employee screen the papers. Hore importantly,
the residual docu~entation after screening is inadequate
because it is usually incomprehensible. 
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e. A labe 1 shlld be put on every file d"\'Jer show irig 
the tltle of the file as it appears in the Schedule. 
This may seem a bit redundant at first, however, it is 
essential to identify the papers themselves by the same 
title that is given them in the Schedule. 

f. A record copy of every "official" or action paper pre-
pared in the Department is required by the United States 
Government Correspondence Manual adopted by the Department,
April 1, 1969 (see DAO 214-0). It is also specifically
required that this record copy be prepared on yellow
tissue. All units should comply with these requirements
without exception, since the presence or absense of yellow
copies are prime factors used to determine the legal
status of a given file and to evaluate it. 

g. Nonrecord material should never be included in an 
official file (see DAO 205-1). Some examples of this 
type of material are as follows: 

o	 Extra copies of documents preserved only for 
convenience of reference. This group includes 
"reading file" copies, "tickler" or "follow-up"
copies, if their use is temporary. 

-. o Carbon or "hot" copies or informational memo-
randa and incoming tran~mittal letters which 
do not affecc or aid in determining the action 
to be taken on the documents transmitted. 

o	 Preliminary drafts or work sheets that do not 
represent significant steps in the preparation
of other documents. 

o	 Stock of blank forms, publications and processed
documents. 

o	 Surplus copies of mimeographed, multilithed,
dittoed, printed, or processed circulars,
memoranda, or forms. 

o	 Shorthand and other notes, tapes and dictation 
records (unless specifically described in this 
Schedule) that have been transcribed. 
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o	 Routil.reques t for publications ed ncknowl cdg -
ments. 

o	 Library and museum material made or acquired
and preserved solely for reference or exhibition 
purposes. 

o	 Memoranda or other papers that do not serve as 
the basis of official actions; for example,
charity appeals and notices of activities of 
Govern~ent associations or unions. 

h. Nonrecord material may be disposed of when it has 
served its purpose without any special authority. 

11. Library and Technical Reference Materials. Many
DIBA units accumulate and maintain technical and general
reference materials on shelves, in bookcases and file 
cabinets, and on window ledges. This reference material 
consists of such items as Bureau of the Census reports
on manufactured materials and conmodities, reports on 
manpower and transportation from other agencies like 
the Department of Labor and the Department of Transpor-
tation, reports from the United Nations, copies of the 
Congressional Record and Federal Register, text books 
and encyclopedic material, vendor catalogues, profes-
sional journals and magazines. 

Since much of this material is maintained in the Depart-
ment Library, and special items like United Nations and 
Bureau of the Census reports have public as \VeIl as 
internal use, consideration should be given to greater
library useand less office maintenance of these materials. 

Office space and equipment should only be employed for 
frequently used and limited interest type reference 
items. Office reference holdings should be reviewed 
annually for the purpose of justifying item maintence 
and identifying and destroying needless items. In 
addition, every effort should be made to set a ten year
age limit on reference materials available from other 
sources in the Department. 

All reference material over ten years old referred to 
above and maintained in DIEA offices must be justified
in ~riting to the Office of Management and Systems for..
an exception to keep them in office space. 
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12. If additional advice or assistance is needed, please 
call the DIBA Records Management Officer, Extension 3630e 

) (FTS 202-967-3630). 
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Send 

FROrvl: (.'\·aJlic o)'d »uidrcss of A;;rr(c!! tran et crr.r e rc cor ds ; Federal Rocords Center, GSA 
U.S. Department of Com:ncrce Wa sh ingron Nnt ion al Records Center
 
Domestic and International Bu s in c s s Adm in isr rat ion Accc s s ion Division
 
Room 2061, Commerce Building STOP 206 Washington, D.C. 20409
 

1. C1TE SECURITY C!..'\~SIF:CAno~ I..~.JO/OR11(5TRIC~ICN 0"" :.JSF'OF R[CORDS. IF A~Y 

(Top Secret, Secret, Conf idcnt ial, re sui cted to agency offi r ial s , or non e.) 

9. AGENCY OFF!CI"L (Signet.,,)

_--'_'J~~~~~ -----, 
12 13. DESCRiPT10r~ OF RECOrtD5 Willi INCLUS!VE DATES 14 (W:I'OSt.L I,Ul,JO:llTY 

FRC ONL'; (Sho.c' flivani=ctwTW[ com poncw! creclln9 record.,) (Sc'ud.:l( w:d l tcr» .\".] ) 

Show organizational position of the office that created or maintained the (Leave mad:) 
records, for e xarnp l c: 

Domestic and International Bu s in e s s Administration 
Director arc of Adm ini str at ivc ~fallagemcnt 
Officc of Management and Systems 

Brid statement of the major duci cs or functions of the office rh at created 
or maintained the records. Menrion th e law under which it operates if it 
is pertinent. 

Fully describe rhe type of records being retired to the BTRS, such as Indicate t1:e 
correspondence, memoranda, reports, contracts, ere. Include the proper Records 
arrangement of the records (alphaberi cal , numerical, de c im al ciassifica- Can trol Schedule 
rion, ercc) and rhe inclusive dare coverage of the reco:ds. I (RCS) item numbers. 
Follow the above paragraph with a listing of the contenr s of each box I Be sure the 
being transferred. Boxes are to be numbered sequentially beginning I described recorc sIwith No.1. march the schedule. 

On the list of records being transferred, give each file, at its beg inn ing , ia de scripri vc tirle, e.g., Country File, Export Licenses, Tariff Subject I 
File, Administrative Subject File, Import-Export General Correspondence, iand the like. 

III Administrative Subject File Item 5 
.Accounting - Printing (List each folder when 

necessary to control 
Adrn ini srracivc Subject File and find inforrnat ion) Item 7 

Space - Vehicles 

Contract File Item 20 
70-1 rhru 70-50 

• / 

nANDI.~D roc .... 135 (U:;e Standard ForN 1'15A lor c(I7!tinuation s/z''eds) IJ~-IOj
JuL\' I>GI s o i r ro « 
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Slt.ND.\RO f'01U-1 135 r{(;COi~D~fJ..Ns'!:'Trl'J.L '-;-c-;·~.~-Io-r,~~O!!.-f_C_O~~~/.!-It'·!~!:J:~l[-?~,':c·~~r"D:-l;,c,.o.",~,~~~~.~Ei!.~~~.---~= 
G! r.~iU'L S[HV'('~ 5 AII!>.~It;.	 ,. '-- - I, r • I' V 'V 

rp~~~(4; CI'I') Il"-11 4 AN~[CEWr 

~-.---- --.LI-r~-S-T-R-t.l-C-T-IO-N-'-S-------------+ ,IGN:.WR[ ~---~~;[ RFC;nnS R~~;;~-o-'-
Send crig ina l and two copies to appropriate 1 

Federal Recore's Center.	 -'I'-TLl-' ---------.----.-

fROtv1: (Name and ac!d,('~.l of A!;'('lICII t1CJ~I"."crTIJI;) T(Corc!s~ TO: Federal nCl:(lnh Center, GSA 

u .S. Uepart"~<:rll. of Commerce Federal Archives 211d Records Center 
(Regional Oifice and Address) (Regional FARC Address) 

I. CITE SECUHIlY CLA$"lnC~1I0a M.D/OR I;(STEICTIO:< 0, cs, OF R~COP[lS. IF A~Y Example: 
the Federal Reports Act, "Secret," "Confidential." or "None." 

2S-Q-UA-n-[ r[ET-C-F-S-PftC[ CL£f..f1! D I 3 ---F-'L-I "I-G-~ r L M?T1ED :~--4-c.u-a-l: ~-E--' -:"r-R-.< C.-~-;;I-)S-Q-U-I-i'~-.~-G-.

A. DrfICC-n caD. = G"'Sq: IT[-~-;~(jr.I.GE- I' A f:cf: C~81~f.TS	 iJ TRM<S r:w (No.) c. SH(LV,~iL~ri.)1 Center(,\'0) (r~l~~~~~'d~
(Sq. ft., if any)!	 80x = 1 Cul-c Ft.) ___ ,_,_, . ..1___	 _ .1.-- -----1.---------__ _-'--_ 

5. N'.ME OF AGEN:Y CuSrO:l:A'; 0, RECOHO:. (Type date form 6. BUIL<lINGftNO ROOM NO_. ~'. lEur, O"E _~'_1.

is prepared here)
 

.---. ------'--_. -
8 MAY THE RI.COROS O[ O,SIROYfO AS SCHEDUL(O W/TriCIJT fURT«ER AGfNCY CO';CURR[NCE' 0 YES !Xl NO
 

l,o.-~-IT-Lli-----------.--11-. -O-AI-E-9. Ar.EhCY OfFICIAL (Si~naturc) 

_______ --'_Records Man3~.!ment Liaison Otncer (L':::J\e .~!afl.!2.L _ 

DF.SC~IPTION Of Ii,-~O;;DS wn H Jr<CLUS:VE DATES i4. DISPOS,\L AUTHORITY 

FRC ONLY t.CD.eY (SholC Clr~atli.-atl(ir.al com ponrnt crL.ltW? ,.cc;rc!.<e) (S ...·h,dulr o:.c l trm .Vo.) 

"ShoVi organizational position of the office that created or 111altltained the 'records, (Enter here the 
ior example: Neltional ArchivesI 

Office of Field Operations	 Job No. assigned to 
Office of the Director	 this schedule which 

appears on page 1
SI ief statement of the major duties or functions (If the office that created cr 

;1) \h~ sty:(: and
maiiltaiiJed tht- ret o.ds. i\ie:llio~ ihe iaw under which it operates ii	 it is 

manner of NC 176·101) pertinent. 

Fully describe the type of records being retired to the STRS, such as 
correspondence, nenoranda, reports. contracts, etc. Include the arrangement 
of the records (alphabellcal, numerical. decimal classification, etc.) and the 
inclusive date coverage of the records. 

Follow the above paragraph with a listing of tile contents of each box being 
transferred. Boxes are to be numbered sequentially beginning with	 No. 1. 
On the list of records being transferred, give each file, at Its beginning, a 
descriptive title. e.g., Country File, Export Licenses. Tariff Subject File, 
Administrative Subject File, lmport-Export General Correspondence, Division 
Program Subject File, etc., for example: 

Director's Program Subject File. 1972 - 1975	 (Enter Item No. in 
Schedule that covers 
records in each box) 

#1 A-L	 Item 2 

Item 2M-P 

Q-Z Item 2 

(List ellch case or file folder separately w!Je"ever ne.::essory for purpose cf 
control/ing N finding material or infcrmation). 

SlAh::>AR~ rop.,! 13_ (Use Standard Form 135A/or ctmtimwtion sheets)	 13:>- lC5 
JULY 1561 (DIT'Opt xii 
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rFe EM -C-D-2-B-2------------
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0 ...0 205 II 

RECOi?l)S COi'r.ROL SCHEDULE REVISIOH 

I.	 TO: 2. FROM:
 
?hIMARY OPER"T1/~G UNI1:
 

DcpartrG(,rlrd Ciiice of Adm in is rr at ivc Service s
 
Records a nd Forms Ma nr 5une:ll Branch
 

IRoom 6047 Main Commerce I3ui ld ing J
 
__________________________________________________ • __ __ __	 __0 F_F_I_C_E O_I_V_I_S_IO_N~_N_O

HSVISE TiiE SCHEDULE AS SPECIFiED BELOW: (Check o ppropr iot c- bo xc s and suop/y Item /los.) 

DELET-IO-N-S---------- --------	 -l~--:DDD,TI~N~~R CONSOLIDATioNS 
3. o ITEM NO. _DELETE ITEM NO. I1~ ITS ENTlF.ETY.	 ADD NEW ITEM FOL:"OWING 

CONTAINltjG LANGUAGE AS SHOVIN IN ITcH o FILE IS NO LONGER KEPT.	 58ELOW. 

o FUNCTION AND ru.as TRANSC-f:.RRED TO 

ORGANIZATION SHOWN IN ITEM S. CONSO~IDATE ITEMS NOS. , -----, o 
AND SUe:STITlJTE FOP. THE'A A !~;::W 

o	 FUNCTION AND/OR ,II,CTlVITY DISCONTWUED. ITEM CONTAI!jING LANGUAGE AS SHOVIN IN ITEM 

(; BELOW. o Ot:LCTE RETENTION PERIOD FOR ITEM NO.
 
___ liND r.l,\KE IT READ AS SHOVm IN


I ITEM 5 DELO,"'. 

IS. GIVE PRECISf: L",~'C:U!':~E THAT 15 TO APPEAR IN THE REVISED SCHEDULE. (PI"B6t> jliT6 the numher of "He" it ..", tr eet e d.} 1i ~'~.:;Coddl,i.;;r.'" "~C"" of I.~nd if n6~d(lj.)	 !. 

I 
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e Department Lni r Lat.ed arid assigned this function to a neHly•crec ted Bur eau of Foreign Corrme rce . 

From 1844 to 1903, the workload of ehc Bureau of Statis-
tic~ in the Treas~ry Department grew in both scope and 
content. The s cc pe or ·...to rk was Lnc reas ed in the addition 
of new areas like transportation, and the volume of work 
increased with the growth of the nation and the increase 
in trade. 

In 1903, the State Department's .Bureau of Foreign Commerce 
and the Treasury Department's Bureau of Statistics were 
reoved to and made a part of the newly c~eated Department
of Conme rce 8.TId Labcr . 

In 1905, the Department of Commerce and Labor, in an 
effort to playa more ac~ive role in foreign trade,
established the Bureau of l1anufactures. The Bureau of 
Manufactures sent representatives around the world to 
col18ct market intelligence and promote the sale of U.S. 
products. In the course of its ~ork, the Bureau prepar80
and issued the "Daily and Consular Trade Reports" which 
featured foreign trade opportunities and the "World Trade 
Dd rec t.ory" wh Lch identified potential foreign buyers. 

In 1912, just one year before Labor was split from 
Corrmerce and made a seoarate department, the Bureau of 
Statistics and the Bureau of Manufactures were combined 
and made the Bureau of Foreign and Domestic Com.rnerce. 
As cne of it~ primary tasks, the Bureau of Foreign and 
Domestic Commerce stepped up the promotion of U.S. pro-
ducts. The :3ureau placed commercial rtttaches ana agents
in fourteen countries, and shortly before World War I, 
establish~d district offices to provide information and 
assistance to u.S. business at the local level. 

In the 1920's the Bureau of Domestic and Foreign Commerce 
was assigned the job of fixing the price and production
levels of materials marketed by foreign cartels. In the 
193015, increased pol_itical pressures in addition to 
economic pressures produced a closer working relation-
shi.p between the Bureau 5.nd the Consular Service in the 
Department of State. Eventually, in 1939, the diffi-
culties in securing export markets dictated the trans-
fer of the Bureau's foreign officers to the Department
of State. 
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'{llor .'. .wa r . tn'j .... a pe r.l a'ilU _·.0!c:i~:Ue.wni.cn '0 '.n\vc<: was r.od 
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pr-ospe r i.ty . It ~'I[i.S 31~~oa, pe r Lod Ln which the Bur eau 
of Domes tic and Forc.i.gn J-ommeyce undcrrwent; rLUmer01JS 

reorgani zat Lo ns to cope -:;'lith the r equ i.r emen t s of the 
worlct;s economy. World War II, and later the reconstruc-
tion of Europe and parts of ·the Pacific area, created an 
unusupl demand for American materials. I~ter, in the 
1950.1'3,the Kor ean "hr shifted the direction of demand 
for materials and tile accompanying flow of currency. 

In 1953: the Bureau of Domestic and Foreign Commer-ce was
 
repJaced, by the Business and DefensE Services Administra-
tion and, the Bureau of FOrEign Commerce. The Busi.r:ess
 
and Def~nse S2r~i~es Adrnini~trat~on ass~~e~ re~ponsibi~ity

for na t iona I anu de feris e or-cduc t i.on . mobl.Lt.z.at.Lon readJ.-
ness,. ar.d national bus i.ne s s and industrLal services. At
 
the s ame time, the Bure au of Foreign Cornrner'c e tooK on the
 
t ask . of promoting U. S. pr oduc ts through foreign trade
 
fairs, reducing and reffioving. export rest~ictions, and
 
pu t t Lng out .ct new pub I Lca t Lon called, Hor J.d Trade· Lnf or «
 

mat.Lon Ser v i e.c. --

In the late 1950's: U,~, .trade relations '\-:ere endange r e d
 
by an un f avo r ab Le be Lance of paymen t s . In 1961, to s t Iru-
u l.at;e exporting, the Bur eau of Fore ign COr11?Al"Cewas
 
replaced by the BureaU of Internc:tional Operfitious and
 
the Bure.au of Lnt crric t i.onc I 1-':-cogrLms.
 

In 1963, the Office of Domestic find~Internatibnal Busin8ss 
was establi.shed 8S part of t.he cont.Lnu Lr-g effort to Lnc r e.as e 
exports and create 2. f avo r ab I.e ba Lance of payments, Along 
wf.tb this change the Bur e au of International 'Programs and 
the. Buze au of Internat Lona I Business Operations) whLch h ad 
only been constituted t'i..... years e a r Lf er ~ wer e absorbedO by
the new l.y founded Bureau of International COlT'-'11CrCe. 

To stimulate trade, the Of'fice of Domes tic and Interna-
tIona I Bus Lnes s intensi.fied its pr og r am for increas ing
 
exports. The Office of Domestic and International Business
 
,promo~ed U.S. produces 2t trade fairs and trade centers, 
and'worked for the rem8val of export restrictions. In 
1972 the Bureau of East-West Trade was established in 

:t~e Office of Domestic and International Business to pro-
mote and f ac Ll Lt.a t,e che expand i.ng trade relationship w i.t.h 
the socialist world . 
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On Novembe:::-17~ 1972, Lhe. OfficI.?of Domes'.c and lnterna-
tional Business became the Domestic and International 
Business Administration (DrEA). DIBA undertook the mis-
sion of promoting 1j. S. industry ct'Clr1 commerce both at horne 
and abroad, s t.Lmu iat Lng the exp an sl.on of U. S. exports, ;-dic.( 
preparing and executin~ plans for industrial mobilization 
readiness. Today, 1975, in striving to accomplish its 
mission, DIBA is served by five bureaus and seven staff 
units. The line units are the Burc:.ausof (1) Domestic 
Conunerct?, (2) International Economic Policy and Research,
(3) East-West Trade, (4) International Corrmerce, and 
(5) Resources and Trade As sLstance:' The staff units 
are the (1) Office of Public Affairs, (2) Office of 
Field Operations, (3) General Counsel, (4) Office of 
Personnel, (5) Office of ManageQcnt and Systems,
(6) Office of Administrative SUPPOyt, and (7) Office of 
BudgEt. 

Major programs of DlBA w i lL be described in more detail 
under the major organizational subdivision that has 
prime responsibility for them. 

Accounting and payroll services are performed for DlBA 
by the Central Accounting Division, Office of the Secre-
tary. Pe~sonnel Management is provided by the Personnel 
Division, Office of the Assistant Secretary for Domestic 
and International Business. Record copies of DIBA docu-
ment s pe rtai.ni.ng to t l.c se functions are maintained in 
the office performing the service. 

DIBA collects a large quantity of secondary source mate-
rials (printed and processed) from other government agen-
cies, organizations in the private sector in this 
country, and fro~ various sources in foreign countries. 
Host of this material is nonrecord in character and is 
not treated in this schedule. Howe ve r , where such ma te 
rial poses a problem, it is included in the schedule to 

« 

help resolve the problem. 

Binder. Although this schedule is presented in an organi-
zatIona.1 rorQat, a change of title or organi.zational loca-
tion of any unit shall have no effect on its provisions so 
long as the files described continue to accumulate and 
serve the same purpose. 
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. 
All provis ionfef ~be ~:;'~'er<li\\;~;O;~S Scl_ules issued 
by the General Service s 7~Jilllriri[rnEro'11-;i:Ce"'-superseded 
by the pr ov i s ion s of th I s s che du Le wh Lch inc Lude s all 
general and housekeeping records of the Domestic and 
International Business Administr3tion. 

All disposal schedules, covering records of DIBA and 
predecessor agencies, issued prior to the approval date 
of this schedule are hereby superseded. Specifically
superseded are disposal authorities bearing the fol-
Lowi.ng job numbers: 

Job No. pate of~oval 

345-S296 June 8) 19L~5 
346-S80 October 17, 1945 
346-S263 Harch 29, 1946 
II··NNA-1007 A '1 ./, ]9-. 1.J,+prl_ 1° 
NN-164-21. September 25, 1963 

Disposal lists are not listed since they do not provide
any continuous authority to dispose of records. 

ASS ISTP,NT SECRETARY }'OR---_._-----------
DONESTIC AND INTERNATIONAL BUSINESS 

As the chief executive of the Administration, the Assist-
ant Secretary is responsible fo~ the development and 
direction of <ill programs and activities conducted by it. 

For purposes of records and archival management the files 
created by the Office of the Assistant Secretary will be 
treate~ as a part of the records of the Office of the 
Secretary. 

1. Co~resEondence Subject File - Correspondence handled 
by tEe Asslstant Secretary p0rsolV1lly o;oyrepared for __,~ r. 
his signature by other offic.es.#YlUlfd ·--r~'eAV"~ A-r~7:U;- . 

CJ·I Permanent. Start a new file every 2 years,. ~/1I retire to Staging and Ho LdLng (SIIA, Room, 6047) , ~(f})~ I C<y· transfer to WNRC 3 years Lar.er . CJ/Iu,J ¥O N~£ I ~. 

20 'J~ 1»-16PV~ 



2. ~ort_ ..I~"~§\;bj~::_ Fil:: ~orres ~)(.enc2 with the 
pr Lvace sector and ocher gcve rnment; af~eflcies on expor t 
import ma t ters Lnc LudLng for e Lgn economic policy, labor 

« 

management, tariffs, and trade and legielative files in 
the field. 

Start a new file every 3 years, retire to SHAand 
tr ans f er to HNRC 2 years later. Dispose when 
10 years old. 

3. Committee Files - DOCnffiE':ntatilJnincluding reports,
membershi~ lists, minutes, agenda and proposals for con-
s iderat ion ·-:;f commi.r tees CD wh i.ch tIl§?Ass ista.l)t Secretary . 
eijJler serve~.sr j.s interested in. ~au-fe-£ I-'h.<-~~ ~11'\1 

?f~K~.vv ~ ~c.., 
. cr;. Permanent. Retire to SHAwhen there is a change

rnyll V _ of Ass is tant traJ;1~fer to H1'RCS(,c~JJ:.c:::-y)_ap\d ~«D. 
'" " ~ /t". 2 years later. ~~ to A.J/Wl~ PTlJ-t...<.-.. Z04~ , 
~~ 1',' / 

lr. Corruno dLtv File .. Dc cumcnt at.Lon of commodities that 
are eitherin suo r t; supp l y , involved in tariff cons Lder a-
tions, or in proposed trade agre~ments. 

St.ar t a' new f i l.e every year, retire to SHAand 
transfer to WN!tC when 5 years old. Dispo se 
when 10 years old. 

5. COL!t,U-V Filt? - 1:'a.pers r el at.Lng LO trade ~n(l economic 
corufff ~ons- OJ:, and negotiations w l th , for-eign countries. 

Start a new file e ver y 3 years, retire to SEA 
and transfer to h'NRC 2 years later. Dispose
when 10 years old. 

6: Br iefin~~~ :- These _~ontui.~l bac~gr?UI!d il;£orir.a-
t t.on prepared b~y~;:-ar.Lous o f f i.ce s about; Lnd Lv i.dua l.s or 
groups w i.t.h whom the Assistant Secretary or Secretary 
expec t to meet. 

Start 3 new file eve.ry year, retire to SHA 
and dis pas e when 3 year sold. 

7. §J2eech File - Invitations to speak, acceptances, and 
copies---or-speed1es made by the Assistant Secretary. 

Jan 76 

6 

http:serve~.sr


· i : "'.......:..~:~: !;\~ - 1'-
- > ,0' .. .-Start a ne~ file every year~ re t Lre CO SH!\ and 

dispose when 3 years old. 

8. Administ.rati.ve Subject Fi.le - These are office copies
of papers on matterssu:c'flaS t:Lrne and attendance reports,
personnel actions, budget~ space, requisitions,for serv-
ices and other objects and similar housekeeping require-
ments. 

Dispose when 2 years old. 

ASSISTANT GENERAL COUNSEL 

The Assistant General Counsel serves as the legal advisor 
to the Assistant Secretary for Domestic and International 
Business Administration (DIBA). In this capacity, the 
General Counsel assists in the development and coordina-
tion of legislative programs, and in the handling or 
legal matters pertaining to foreign trade, taxation, 
consumer affairs, and other related domestic and inter-
national activities. 

For purposes of records and archival management the 
files created by the Assistant General C0unsel will be 
treated as part-of the records of the Assistant Secre~ 
tary for DIBA. 

9. Subject File - Incoming and outgoing correspondence
and other papers concerning foreign trade, tariffs, con-
sumer ma t ters , environmental affairs, taxation, foreign
investment, patent rights, licensing, legislation, and 
other matters relating to domestic and international 
business. 

Start a new file every 4 years. Transfer to SHA 
2 years later and dispose when 8 years old. 

10. Administrative Subiect File - Contains office conies 
of papers on such ma-tters as pUblic affairs, directives,
personnel management, office space and equipment, business 
travel, parking, and slinilar management housekeeping
activities. 

Dispose when 2 years old. 
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e():'V]'(,F or Pu'TB'T 1r> j\l"l,"b T"'~S ,
• ~ .L •• , ..... _.!,J..'-') •.. 1. ..... .It. 

The Office of Pub Li.c Af Ea i.rs provides information services,
conduc t s pub Li.c at Lon programs, pr'ov i.dcs speech wr Lt i.ng and 
scheduling services, and provides advice and guidance on 
all phases of public affairs and information services to 
DIBA officialsand organization elements. 

11. Subject Corresp'ondence File - This contains docu-
mentat~on generated bY the SLatE Director pertaining to 
the public affairs program aimed at keeping the business 
commurri.cy informed of the ac t Lv i.tLes of the Bureau through
utilization of all segments of the news media. The activ-
ity also includes an effort to keep before the American 
business co~~unity th0 potential of and opportunities for 
export trade. 

Start a new file whe n there is a change of the 
Staff Director, retire to BTRS 6 months later. 
Dispose when 10 years old. 

12. Press Relea~es - These are case folders' arranged 
chron.CJlogIcaIly ,vhictlcontains a copy of the press
release as issued, background papers and a copy of the 
p rLnt.Lng requisition. Also Lnc Luded in t he file arc 
activity repo~ts on the product~0n of the unit. 

Dispose of cases when 2 years old. 

13. 'I'echn Lca1 Inform2..tion File ..This con tains typescript ~ 
printed and processed material generated or collected by
the unit for use in the preparation of speeches, press
releases, and other pr('sentation to keep the business 
conununity informed of the current U.S. position in the 
export trade. Typical subjects found in the fil~ include 
export success stories, field services, Office of Minority
Business Enterprise, samp l.e displays, reports, mailing
lists and the like. 

Dispose of individual document or the contents 
of individual file folders when no longer needed 
for current business. 

14. Ln fcrrna t Lon Si)ecialis t's Back"ground and Work Files -
These co nta t.nconve m.cncc co p i.es ot type scr i.pt; materlClT 
maintained e Ls ewhe re in official files along with printed 
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and processcd ·::J.terial data on the... con taLn Lng backgroY.d 
U.S. export trade position. Th~se papers are collected 
for use in the preparation of presentations for news 
media to keep the American business informed of opportu-
nities and potential of export trade. 

Dispose of individucl documents or contents
 
of file folders when they have served their
 
purpose.
 

Speakers 

15. Biog:aphical File - This contains name folders con-
taining bJ.ograPFIicalca.ta on secretar LaL and other key
officials of the Depcrtment. These data are used for 
various purposes by the public affairs activities. 

Dispose 2 years after separation of the subject
official. 

16. Speaker's Staff General File - Documentation gener-
ated and corrected by the Director BIC speakers staff per-
taining to selection Clnd provision of speakers as requested
by government agencies and private organizations. Also 
included are some houspkeeping papers such as the chrono-

.~.~ .. Ls i t Lo oi-~-""-"'')t .-~""''''""'and ..Lll1.~ (..4. _;.lUbJ_·.-aJ.'1 __ .. c~-;,_..I_i.t:. ~"""_4 1. .LL,nS, I.,....1...0V, __ ,_, and ..... O'.J. .~."-fon"'~_L J..C:y'U.1...~ aJ.l. ........ ....'"
 

anee papers. 

Dispose when 5 years old. 

17. Regional end Field Office Conferences - These are 
requests for speakers from regional offfC"'esto address 
conferences that are scheduled to occur once or twice 
pe r year. The papers sbow Lng the action taken are filed 
with the request by th~ name of the conference. In some 
cases a transcript or report of the conference proceedings
is inc Luded, 

Tht file also includes requests for speakers submitted by
Department of Commerce Field Offices with related papers. 

Dispose when 10 years old. 
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18. Asspc i" t! s ),Il.£ - 'ro is conta in s r! es t from trade 
and other as soc i.at Lons pr Lmar i.Ly Ln the private sector 
for s peake rs to address conferences, seminars and s i!nilar 
meetings. A~so i~cluded are papers showing the action 
taken on the reql.les t and pr Lnt cd and processed materia 1 
containing background information on the associations. 
The papers are arranged alphabc::tir;allyby asscciation 
name. 

Dispose of individual file folders when the associa-
tion has been in an inactive status 5 years or upon

.dissolution of the association, whichever is sooner. 

Publications 

The Staff is responsible for developing publications that 
will keep the i\;-nericanhusiness community informed of 
foreign markets for U.S. exports and of foreign economic 
trends having an impact on these markets. The staff also 
produces special studies wh Lch pz ov Ldc U. S. exporters, or 
potential exporters, wi.th in-depth information on foreign
markets for commodities selectee on a timely hasi.s. 

The publications released by the staff constitute one of 
the' p r inc LpLe channe LCo: of at i.on used by thecO!"!1P.11.mic
Bureau to erlucGte U.S. businessmerl, and keep them 
informed of the opportunities of international commerce. 

19. General Corresponde.nce File - This contains incoming
and ou'.:.go1.ng prim'arily concerned w i.t hcorrespondence
printing and other technicalities involved in the pre-
paration of the publications issued by the staff. There 
is, however, some correspondence of a more general nature 
pertaining to the subject content, distribution, etc.,
of the publications. 

The papers are arranged chronologically. 

Dispose when 2 years old. 

20. Administrative Sub'jec,.EFile -.This file is mostly 
c.omprTsed of pillitIngrequlSl.tlons vlith a much smaller 
quantity of the usual kinds of housekeeping papers such 
as, time and a t tcndarice reports) copies of personnel
actions, and che like. 
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These arc office converri.r-nce copies or wh i.ch record 
copies are main~ain0d in the Offi.ce of Publications,
Office of the Scc ce tar v and e Ls ewhe re . 

•.	 J 

Dispose when 2 years old. 

21. Printer r s Offset Neza t Lve s - The p r Lrit er l s negative
for e'ach public.at~o_r}is :~Pt until there is little or no..
likelihood that there will be. any need to reprint the 
issue. 

a.	 Overseas Business Reports-Negatives - Dispose
wnen 5 years old. 

b.	 All oth8r negatives - Dispose when 2 years old. 

22. Record Set of Publications - TIle BIC publications
staff gets out each year well over a hundred issues of 
publications on international corrunerce. Some of these 
arc serial issues, others are special studies, or one-
ti:ne special purpose publications. 

Subject matter areas covered include: overseas business 
reports, exhibitor export market guides, world markets 
for U.S. exports which covers foreign economic trends 
by country, and special publications. 

Special publications recently issued Lnc lude, Global 
Market Survey - PUfQP~alves and Com12£~ssor~January
J972; U.S. tfultinational Enterprises and the U.S. 
E£Q.non~y,January 1972; and Trends in uirect Investments 
Abroad by U.S. MultL1..ational COLEoratlons 1960 to 1970, 
reJ)ruary. 1972:,.~~""~ 2lGCV'-vdL~-:t;~~c.,..c..,.r"-,;	 ~<... 

Permanent. Transfer to Hl\TRCwhen no longer1"2-C. (. needed for current business, and offer to the 
National Archives 10 years later.L. C. (. 

23. Printing Control Cards ~DIB-97) ~ A 5 X 8 control 
c~rd ~reparea-ror each pu lication issue by the 
staff. It shows the title of the publication, printing
requisition number, name of initiating person and office,
editor's name and the date he received the job, printing 
status, and estimates of printing costs. 

Dispose of individual cards when no longer needed 
for	 current business . 
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The Office of Managemen t and Sy3 tems provides management,
organization, and sy&tems a~alysis assistance to organi-
z~tion components of DIEA. The Off~ce of Management and 
Systems makes management; and organization planning
studies, conducts 'a.. managEment position program, coor~ 
dinates ADP sys terns and the DIB1\ Lnforma t Lon sys tern, and 
performs committee nanagement and records management
functions within DIDA. 

The activities of the Office fall in three functional 
areas: 

1.. I1af!.~ement ~22.?port- Th i.s includes development
and ma~ntenance ot the DIBA issuance system; coor-
dination of the DIBA Managers Improvement, and 
~EEo~er Utili~~~io~.Programs; carrying out orga-
m.z et i.on plans; comrm t tee management; paperwork
management; and the conduct of mdnagernent surveys 
and analytical studies as required. 

2. pa.ta froces.f,in?;._~stem~- This involves serv lng 
as I.translator" be tween program offices and the Data 
Processing Division in developing new ADP sys tems , 
review and evalu~tion of requests fo~ data pro-
C e_~-_.&.b... Q-- i1\0 __ ... ·'/-·I",£...,,·,~--~ c....1 

+-J....- ....... C,....~ ...... lJL ~J.L,c t..'l
'D ""f1G~ 1""'1.: .-1....-e-4- -~,~,~.-" ... l-..lL~. 0LCA..U.J....L':::'lULl	 LL.L.L·· 

tiee	 and target dates for completion of ADP projects. 

3. Report Coordination - Coordinates input, edits, 
secures cTearances-;- reproduces and dis tributes 
reports on bureau-wide development. Among those 
presently involved are the following: 

o Monthly Report to the Secretary
o	 Honthly and Quarterly Improvement

Project Reports
o Semi-monthly Intelligence Report
c Semi-monthly Open Projects Report
o Special Reports as requested. 

The Office has a close wo rk Lng relationship with the staff 
of the Office of Organization and Management Systems,
Assistant Secretary for Administration. 
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24. ~~~nage1Tl~~~J?_~:.l:~~,~.,?>1k_~j-X~·'bocum8n~ion of the~
development ano implc"it::l1t£ltJ_onof t.lie di.rec t Lve s system
staffing patterns, fUDctional and organizational struc-
ture, requests for ADP services and related incoming
and outgoing hav i.ng gpneralcor r es PG;'L~J<~ncc appl ication 
to DlBA management 'activities. These papers are arranged
alphabetically by subj ec t s which reflect the primary
responsibilities of the Division. 

Start a new file every 5 years, retire to ETRS, 
transfer to WNRCone year later. Dispose when 
10 years old~, 

25. THBALs suanc c Svs tern ~;'i]e - This contains a nr Lnt ed 
copy of the BIC l;ai1:T~ist-ra-Eive l"~anual with copies' of 
significant crrafts (~f ('ommenfs~-c.le""irances, and related 
papers covering the development of the manual and the 
authorization on which it is based. Also included is a 
printed copy of each page of the manuaL as rE;yis}1d, with . 
s~~~~;;M~ntation.	 /~~u-( ~ Vt'""~ -«. 

~ G,~' Permanent. Retire to ETRS~,hen no longer needed 
Vlj)~ J v_ for current business, transfer to WNRC2 years 

} /. .1, Iv'- . later e r'rb.r i-..o tV4-'f't.-~ ttl:t.....~4 ~eftv' -r	 . .A \ ~c-r-·< 
26. General 'I'ec.hni.caL Information File - This contains 
copies of-lnaDagenl'el1t- reports OQ -Af51la'ppl Lc at.Lon s and 
S~J8tCt71S. na ne r s OJ!. t~,p ~1an.8;.;e!::"f s Impr ovement; Pr ogxam ,e	 DIBA reso;lr~es, dLr ec t Lve systems and management;- Lnfor
 
mation retrieval. These' papers contain technical data 

«
 

~sed in planning and implementing the management activ-
ities of the Office.
 

Start a new file every 5 years, retire to BTRS, 
transfer to HNRCone year Inter. Dispose when 
10 years old. 

2.7. Committee Man~en.t. File - This contains papers
pertaTning to the -es ta-blishment, functions, membership
and statements of DlEA's interests in various interna-
tional and interdepartmental and other corrunf.t.r-ees . 
Also included are some copies, of committee reports and 
other documents of special interest ::0 DIBA'. The pur-
pose of the file is to service all comnu t t ee s w i.t.h 
wh.i.ch DIBA is primarily concerned and t;o monitor BIC 
representation, if any, on. such committees. The file 

Jan 76 

13 

rr+r 



A '.~;:i:;~fn';; 
.. \-.~~l~.".,,!1~.:}.. ~ 

e'
 
is closed when the COPC.11it:tt::'e
 
is no longer related to it. 

Retire closed caseR to BrRS &t the end of every
5 years, trans fe:( 'Co Wl'.!"RC one ye ar later. Dispose
when 10 yea~s old. 

28. Forms Control Fi,le - This contains the printed
copies of the forms'used by DIBA and the negative or 
other medium used to reproduce it, if any. A Forms Con-
trol Card record and a Historica.l File including all DIBA 
forms aTe maintained in the Record3 Management Division,
Office of the Secretary. 

Dispose of the 'negative (or print reproducible) 
and all printed copies of the form when a revised 
printed copy and negative are received. 

29. Register of Forms - This is a historical register
of alrDIBA forms ever used or in use. The forms are 
designated IiIAi'(IA-57). The .fo rrns are entered in the 
register by number and thereunder shows the requisition
numbe r , date, number of copies, reprint and GPO jacket
number. A line is dr awn through the entry for forms 
that are discontinued. 

This is an essential work too I wh i.ch must be ke pt; in c l.ose 
p:r:oximity to r.h e s t a f f member responsible for f'o rms mari-
agement for the Bureau. However, a record copy of a 
forms control is maintained in the Records Management
Division, Office of the Secretary. 

Dispose when no longer needed for curre!lt business. 

30. ADP Ass:Lstance File, - This con-PrQ&~a!!!""p',~.~,;}oE!!2.ent
tains papers concernlng the dev210pment ana analysis of 
DIBA units that propose to automate some or all of its 
functions. Special assistance is provided in identifyine
and defining the major i~puts, outputs, and special
requirements of the proposed system. Also included is 
documentation of 3uch £eClsibility data as may 'be neces-
sary. 

Start a new file every 5 years, retire to BTRS 
and transfer to HNRC 1 year later. Dispose
when 10 years old. 
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31. ADP Techni.cal Information _File - This contains 
printecI and processed material colTected from a variety
of sources, and some work papers and other papers gener-
ated by_ the Division which contain technical information 
on the ADP discipline. Included are such subjects as 
time sharing, word processing, equipment, so f twar e 
sources, descriptions of data systems, data banks and 
the like. 

Dispose of individual documents of the contents 
of file folders when no longer needed for current 
business. 

32. Reports File - TI1is contains copies _of recurrent or 
one-time reports required by high-er authority and sub-
mitted to the Division by other DIBA units for editing
and computation. Among these are included the Semi-
monthly Open Proiects Report, Quarterly Improvement Pro-
jects Reports, and the Major Accomp1ishm~nts Report~
Record copies of these reports are retained in higher 
echelon offices. 

Dispose when 10 years old. 

OFFICE OF BUDGET 

The Office is responsible for planning and -preparirig the 
Secretarial, Office of Management and Budget (OMB) , and 
the Congressional budget submissions for DIBA. As needed,
staff members attend budget hearings and/or brief DIBA 
officials for such hearings. Appeals from allowances 
are prepared as necessary. 

The Office is also responsible for budget execution func-
tions which include the f'o Ll.owLng : 

o	 Oversees budget and financial management of Bureau. 

o	 Prepares apportionments and allots funds to 
operating units. 

o	 Supervises development of operating units' fiscal 
plans; reviews and-recornrnends-reprograrnming when 
necessary. 
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o	 Moh1t~ the DIEA operating budge_to insure that 
funds are handled in acco rdance wi rh law; main-
tains the necessa~y comrritment ledgers by office 
and cost category in order to certify as to funds 
availability. 

o	 Prepares regular and special budgetary reports for 
use of the DIBA, Department, and higher authorities. 

o	 Interprets budgetary policy decisions for the 
guidance of DIBA officials. 

o	 Handles reimbursable agreements with other agencies. 

The Office maintai.ns liaison with Departmental budget offi-
cials and those of other Commerce Department units. It 
~lso provides liaison of budgeting matters with the Office 
of Financial Managewent Services, Office of Personnel for 
DIB, Bureau program officials and Foreign Service person-
nel overseas. 

Office of the Director 

33. General Correspondence File - This contains selected 
papers generated by all elements of the office which 
require review or signature of the Director or Assistant 
Director. Included Rre papers contain~ng authoritative 
and technical information on accounting, apportionmei1ts,
trade missions, interagency fairs, and special requests
re: legislation, receivables, payables, reports, budget
estimates and submissions, and some information copies of 
documents. 

The Director and Assistant Director devote their time to 
the decision making process necessary to budgeting and 
maintaining financial control of the resources for DIBA. 
Consequently, record copies of action documents pertaining
to specific transactions are retained in that section of 
the Office having primary responsibility for the subject
transaction. 

The file also includes intra-office memorandums and papers
documenting guidelines and procedures, and the Director's 
and Assistant Director's approval of specified action on 
given transactions. These papers are filed under the sub-
ject heading of operating correspondence. 
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Start 2 tIk fii~' every fiscal year,4Ittire to BTRS 

•	 when 3 ye ar s old, transfer to when 5 yearsW~'"R.C
old. Dispose when 10 years old. 

34. Bud~et Submissions - All elements of DIBA submit pro-
posals!p ans for new activities or programs, and for pro-
jected levels of operations of established programs and 
projects. With this input from various elements of DIBA 
a complete budget is prepared. 

This presentation is submitted to the Secretary of Commerce. 
Any changes or additions made by the Secretary are included 
in the submi.ssion to O!:1B. After hearings by OMB, the sub-
mission to Congress is prepared reflecting such additional 
changes as may be necessary. Appeals to the House Allow-
ance may also be submitted to the Senate. 

a.	 Secretary's Submission - (one copy each) Retire 
to BTRS when 3 years old, transfer to WNRC when 
5 years old. Dispose when 8 years old. 

b.	 OMB Submission - (one copy each) Retire to BTRS 
'vfien3 years old, transfer to WNRC when 5 years
old. Dispose wh en 8 years old. 

c.	 Submission including appeals -
one copy eac Ret~re to BTRS when 3 years old,

transfer to WNRC when 5 -years old. Dispose when 
8 years old. 

35. Briefing and Back-up Books for Budget and Submissions 
These books contain factual, analytical, and narrative 
data compiled by the Budget Office to support and validate 
each of the budget estimates as submitted (Secretarial,
OMB, and Congressional). 

Briefing books are used for "dry runs" and contain ques-
tions most likely to be asked at each of the budget pres-
entations, with the information that the official testi-
fying will need to appropriately arisvre r such ques tions. 

Retire one complete set of each to BTRS in annual 
consignments when 10 years old, transfer to WNRC 
when 11 years old. Dispose when 15 years old. 

36. Administrative Subject File - These are convenience 
copies of housekeeping papers such as. time and attendance 
reports, travel orders and vouchers, personnel actions,
requisitions for services and things, requests for space, 
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notices of fu. driv~s, typewr Lter repai.receipts, and 
the like. 

Dispose when 2 years old. 

37. Reading File - This consists of a tissue copy of 
every outgoing item prepared by the Director or Assistant 
Director used for convenience of reference and to keep all 
members of the staff informed of current developments. 

Dispose when I year old. 

Budget Formulation and Operations Division 

38. Bud~et Formulation Support Papers - These consist of 
collecte materials and papers generated in ,the entire pro-
cess of analyzing the submission from various DIBA compo-
nent elements and drafting the final subm~ssion to appro-
priate higher authority. More specifically, this involves 
preliminary tabulations on spread sheets, compilations of 
preliminary data after further analysis and copies of the 
first and all subsequent drafts of the subject budget 
estimates as presented. 

a.	 Secretary's Submission ,<lithFlash Estimates -
Reti.re to BTRS \vhen 3 years old, transfer to WNRC 
whe n 5 years old. Dispose whr=n 8 ye ar s old. 

b.	 OMB Submissions - Retire to BTRS when 3 years
old, transfer to WNRC when 5 years old. Dis-
pose when 8 years old. 

c.	 Ccngressional Submissions and Appeals - Retire 
to BTRS when 3 years old, transter to WNRC when 
5 years old. Dispose when 8 years old. 

39. Special Studies and Project File - This contains 
copies of proposed legislation lnvolving the possibility of 
new or functional expansion of DIBA. Also included are 
papers concerning possible expansion of international pro-
grams the effect of which would broaden current DIBA re-
sponsibilities. Special studies prepared for the use of 
higher authority to determine the impact of certain inter-
national developments on DIBA's budget and similar papers
papers are also included. 

a.	 Papers Pertaining to Established Programs or Pro-
jects - Move forward to appropriate Budget Formu-
lation Support File. 

b.	 All Others - Dispose when 5 years old. 
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Funds Management and Reports Division 

40. Project Files: Trade an~ Ind~strial Exhibits~ Trade 
Centers, Trade Development Centers, ~nd Trade MisSlons 
These contain correspondence relative to the development
and operation of each trade fair, center, and mission. 
More specifically, the files contain papers covering all 
facets of such specific project from initiation of promo-
tion activities through termination. 

Also included are cables and Forms LA-113 (Budget Authori-
zation) which provide funds for each project through the 
State Department and American Embassies. Central Accounting
Division, Office of the Secretary, receives and maintains 
the record copies of the Forms LA-113 transferring funds 
overseas. Forms SF-lOS (Accounts Current) and paid
vouchers supporting overseas expenditures are forwarded 
to the Central Accounting Division by the American Embassy
involved. 

Start a new file every fiscal year, retire to BTRS 
when 2 years old, transfer to WNRC and dispose
when 6 years old. 

41. Contracts Awarded Overseas for Trade Promotion Pro-
iects - These are contracts awarded overseas by the 
General Services Officer for sites, space, construction,
exhibit installations, dismantling, design, market 
research, etc. l for trade fairs, trade centers and 
trade development centers. Record copies of authorized 
funds and expenditures for the contract are maintained 
in Central Accounting Division, Office of the Secretary. 

Start a new file every fiscal year, retire to 
BTRS when 2 years old, transfer to WNRC and 
dispose when 6 years old. 

42. Fiscal Assistant, Trade Fair o~ratin~ Records - A 
manager from Washington, a Director of Mar eting Activi-
ties, and a Fiscal Assistant are assigned to each show. 
The Fiscal Assistant is responsible for documentating
the operations and transactions of the show. 

When the show is terminated the Fiscal Assistant forwards 
the records to the Office of Budget, DIBA and they are 
included in this file. 
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Start a new file every fiscal year, retire to 
BTRS when 2 years old, transfer to HNRC and 
dispose when 6 years old. 

43. Reimbursable Agreements File - This contains copies
of reimbursable agreements with other government agencies
and subdivisionsof the Department for personal services,
and other services. Record copies of all fiscal docu-
mentation flowing from these agreements are maintained 
in the Central Accounting Division, Office of the Secre~ 
tary. The agreements and related papers contained in 
this file are office copies used for budget and finance 
control purposes. 

Start a new file every fiscal year, retire to 
BTRS when 2 years old, transfer to ~lNRC and 
dispose when S years old. 

44. Recurrent Reports File - These are copies or recur-
ring reports submitted to higher ~uthority by the Budget
Division, DIBA, such as Balance of Payments, User Report,
GSA Space Rentals, Monthly Obligation Outlays and Employ-
ments, Analysis of Travel, and others. 

Dispose when 10 years old. 

4~: Q£erating Budget Cont~ol~ - All DIBA ~~~ds 3re 
allotted to the Director, DIBA and he prOV~Qes funds to 
each of the DIBA operating units based on their approved
fiscal plans for the fiscal year. The file includes fis-
cal plans and copies of Forms SEC-S89 for each operating
unit, as well as monthly reports of obligations incurred 
by each operating unit. These controls are used to peri-
odically advise the operating units of the balance of 
funds that are available to them for the remainder of 
the fiscal year. 

Start a new file every fiscal year. Dispose when 
3 years old. 

46. Accounting Advlces - This includes corrections of 
various accounting printouts, accrued expenditures and 
GPO billings. 

a. Accrued Expenditures - Dispose when 3 years old. 
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b. All Other Papers - Dispose when 2 years old. 

47. Domestic Hospitality File - American firms and 
individuals participating in overseas trade promotion
events contribute a portion of their participation fee 
for the reception of foreign dignitaries who visit this 
country. These are case files under the name of the 
dignitary entertained which contain record copies of 
the authorization of the hospitality and the expendi-
tures for it. The Central Accounting Division, Office 
of the Secretary pays the expenses upon receipt of a 
memorandum authorization from the Budget Division. 

Dispose when 6 years old. 

48. Job Orders and Requisitions - This consists of job
orders for work to be pertormed by GSA, requisitions for 
printing, and copies of purchase orders f~r services and 
things. The record copies of these papers are 'maintained 
in Central Accounting Division, Office of the Secretary. 

Start a new file every fiscal year and dispose
one year after payment. 

49. General Corres~ondence and Technical Information -
These contain incom~ng and outgoing correspondence con-
cerning mattprs of ge~eral applicAr.;on to all ove~se~s 
trade promotion projects, State Department administra-
tive support, procedural matters applying to all pro-
jects, and typescript, printed and processed material 
pertaining to the professional and technical discipline
of promoting, structuring, and operating successful 
trade promotion projects overseas. 

Dispose of individual docu~ents or the contents of 
file folders when superseded or when they have 
served their purpose, whichever is sooner. 

(ADP Printouts) 

50. Batch Proof Listings - These are comprised of: 

Fail Edit Listings - Personal Services 
Fail Edit Listings - Other Objects
JV Proof Listings - Manual Journal Vouchers 
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These are int.ne~'~_ate computer runs thaare produced
as part of the make-ready for preparation of the Detail 
Batch Listings. They are used to check the data stored 
in the computer ana the accuracy of keypunch and machine 
operations. The nature and extent of these intermediate 
runs may vary from time to time depending on changes in 
the system and the demands on it. Record copies are 
maintained in the Central Accounting Division, Office 
of the Secretary. 

Dispose when superseded by new issue. 

51. Monthly Detail Batch Listings'- These include the 
following types ofbc1.tch listings issued monthly by CAD: 

.!YE.£ of Detail Batch Numbers 

Undelivered orders (month-end 083, 084 
obligations)

Refunds, Corrections & misc. 025, 026 
Personal Services 033-035, 038~039,

042-043 
Foreign accruals 056 
Leave and benefits 058-059, 063-065 
Month-end accruals 085-086 
Cost transferred in 093 
Accounts payable, other objects, 101-131, 300-331;

including Cldjustments 401-431, 600-631 

These listings are the books of original entry showing
the complete accounting classification (bureau, appro-
priation, project, cost center, cost category, subob-
ject class, and subcost category). They also show 
document and batch numbers. The Formal Cost Statements 
with the detailed data arranged in var10US sequences
are automatically prepared from these listings except
that the docrunent and batch numbers are dropped. 

Dispose when one year old. 

52. Disbursements Monthl Detail Batch Listin s - These 
inclu e the fol oW1ng: 

Disbursements/Foreign - Batch No. 057 
Personal Services Disbursement - Batch Nos. 070-074 
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Accounts Payable/Disbursements/Other Objects -

Batch Nos. 201-231 
Accounts Payable/Disbursements/T~ansport~tion -

Batch Nos. 501-531 . 

These listings are the books of original entry showing
needed detail (bureau, appropriation, and cost category).
Also shown are the document, schedule, and batch numbers. 
The entries in these listings are not included in the 
Formal Cost Statements. These listings are primarily
used for purposes of reconciliation and for establishing
an audit trail. 

Dispose when one year old. 

53. Preliminary Cost Statement - These statements are 
primarily used by the accounting operations branches to 
establish the accuracy of the entries in the Undelivered 
Orders and Acc~uals Monthly Batch Listings stored in the 
computer. The Preliminary Cost Statement establishes the 
accuracy of the totals used in the Formal Cost State-
ments. The Preliminary Cost Statements c~te penn~es
wbile the Formal Cost Statements are rounded to the 
nearest doIIar. Accordingly, it is useful as a reference 
for correction of errors, because precise accounting
adjustments must be made. 

Dispose when 3 years old. 

54. Monthly, Quarterly, and Annual Formal Cost State-
ments - These are cost statements Nos. 1, 2A, 2C, 3,
4, 13, 21, 22, 23, 24, 25~ 26, 27, 28, 29, and 30. 
These contain essentially the same information the Pre-
lL~inary Cost S~atements. They are prepared for diS=--
tribution to the primary operating units served, with 
the sequence of entries arranged in the manner requested
by client unit. 

a.	 Monthly and Quarterly issues - Dispose when 
superseded. 

'b. Annual issues - Dispose when 3 years old. 

55. Personal Services Listings - These include 12 bi-
weekly listings on Personal Services and Personal Bene-
fits data, and monthly reports on overtime and cumula-
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tive manhours~d costs. They are all byttroduct listings
produced from the Comprehensive Payroll and Master Payroll
data stored in the computer. 

In general, they are used by accounting operations
branches and Payroll Section to establish accuracy of 
accountability. Client units also use some of them for 
procedural and production analysis and other managerial
purposes. Thus, they are of short term value since the 
data base changes very rapidly. 

Dispose when one year old. 

56. Accounting Listin8..~- These include the following
monthly reports: 

Bridge Report
Cash Disbursement 
Accounts Payable-Other Objects
Accounts Payable-Transportation
Discrepancies between Payments

Objects
Discrepancies between Payments 

and 

and 

Accruals-Other 

Accruals-Trans-
portation

Matched Accruals and Payments-Other Objects
Hatched Accruals and Payments-Transportation 

r.," .. :. 1-· "1. ~1'- ......"1 1· ..lhese are by-proGuct lstlUgS aer1veu ~rom unaeL1verea 
Orders, Accruals, and Disbursements Detail Batch Listings.
In general, they are used by accounting operations branches 
to make detailed reconciliations and for the preparation
of monthly reports. Client units use them for various 
internal purposes. 

Dispose when one year old. 

57. Status ~eports Fi.le - This contains work and support
papers behin monthly status of funds reports, current 
year fiscal plans, funding and program papers for each 
unit of DIBA, and related papers pertaining to re-pro-
gramming funds as required for about forty organizational 
sub-divisions. 

The papers in this file pertain only to activities based 
in Washington, except that summary statements of funding
for trade shows are occasionally included in reports on 
an as-needed basis. 
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The final copies of the reports, plans, and special
studies are on file in the Office of the Director, Office 
of Budget. The record copies essentially duplicate the 
papers in this file. 

Start a new file every fiscal year, retire to BTRS 
when 3 years old. Dispose when 5 years old. 

58. Trade Fair Fiscal Plans and Authorization - This con-
tains a fiscal plan for each approved trade fair that is 
prepared prior to the opening of the subject fair. With 
each plan are related cablegrams authorizing funds for 
the fair and budget authorizations that confirm the terms 
of the cablegrams. 

~~en the fair is terminated the last fiscal plan and the 
last budget authorization are moved forward to an his-
torical file and at the same time the identification of 
all budget authorizations and the amounts involved are 
posted on a ruled sheet and made a part of the historical 
file on the fair. All other papers are then destroyed. 

a.	 His torical File - Dispose when 10 years old. 

b.	 All Other Papers - Dispose when the last fiscal 
plan and the last budget authorized are moved 
to the historical file after termination of 
the fair. 

59. Report on Status of Approved Budget (L6..-ll9)- This 
is a monthly report of status of funds submitted by the 
Hanager of each trade fair. It shows the total approved
budget, obligated commitments, estimated future costs,
total estimated costs, and anticipated final balance of 
approved budget. 

Dispose when 3 years old. 

60. Marke~ Research Budget Authorizations - These are 
budget authorizations of funds for market research with 
supporting work papers. 

a.	 Move the last budget authorization to an his-
torical file upon termination of the fair. 
Dispose when 10 years old. 
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All 0'l(~r Pa pCTE; - D'Lst.o s e v.i:len.!e. frLr: is 
t.e rmt.nat er' im(~ t he l"a~~: budget au tho r iza c Lon 
has b cen r::':"i'led to the his tor i_'.::a.l file. 

61. Cashiers Suret¥ ~ond - These are copies of surety
bonds- for ·cres-f.~;natecJ c.::-1sh·iers r ece Lv lng cash amount s for 
disbursement overseas in connection with trade fairs and 
centers, with related papers. 

Dispose 6 years after termination of the subject
c~shiers designDtion and sett18ment of his account. 

62. Monthl x.Re~rt .-.2.f~9"Ql.~~~}:Jns and _J;:xpenditures (F0E.~
IA-J7~nd RFC-60)- These are sUiJmitted by American Em-
Dassies responsibre fer overseas expenditures in connec-
tion \vith trade fairs, centers, and missions. They show 
amounts authorized, expenditures, obligations, and unob-
ligated balance. 

Dispose when 3 years old. 

63. Overseas Transactions Review File - A coPy of the 
pur ch-ase-orci'er , vo"illJicr,-bills, contra"ets ~ or other docu-. 
mcnt.at.Lon of an expenditure made ove rseas for trade fairs, 
centers or missions is submitted for review and trans-
mission to the Central Accounting Division, Office of 
the Scc ret arv . Each t~;:::ns<3ct:::'()nre... fc.L' conf'orm-is ;j oo·\\7ed 
anc e with acl~ninis t.t arLve , budget, and DIBA policy. As 
the documents are reviewed complete data on each trans-
action are posted on tabulation sheets and notifications 
of all exceptions are prepared and sent Co the Regional
Exhibits Director, the fair Manager and z'or other appro~·
prlate. 0_f f LclClai 1s. 

Dispose of individua.l documents or file folders 
when 3 years old. 

Program !:l~ing and AnaJvsis Division 

The Division has functional responsibilities in four 
areas: 

1. Prozram evalu~ion. Studies selected ouputs in 
relation to prol3ram"()bjectives and planning assump-
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tions; delops and 'n~vi2ws l't1it ~Ofe11e3.SUres for 
quantifiable DIBA out.put s ; ana lyz e s , adv i.ses em pro-
gram a l.t crnat ions ;.as sLs t syo f f i.ccs to develop planning
factors and wor k mcasur estwhe i; outputs are not readily
quantifi.able. 

2. Prog!_?~aSUY~.t2j11ent. Develops and maintains an 
output repor t Lng sy::, tcm for Bu reau management and 
control, Departmental reporting_re~uirements, and 
program ~emoranda and budget inputs; and coordinates 
and reviews preparation of annua I plans of outputs
and other measures. 

3. P:t;Og~~~lg, budge till~~L~~ man~emel1t. 
Coo rd Lna t.es deve Lopmen t and sefectlon()T topics for 
program issue studies (new program proposals), and 
participates or coordinates i.n their preparation;
prepares the flash budget narrative, draft proBram
memoranduln for the Secretarial budget submission, and 
the final prog ram memor-andum for the OMB budget sub-
mission; analyzes and advises on program structure;
and as appropriate, reviews, interprets, and commu« 
nicates instructions and proceJures concerning pro-
gram planning, budgeting, a<ld management. 

4. 8..R~cialsrud Les • The Division also carries out 
spec1alStl1dies such as OMB's project to measure 
1j1-nc1'flrr';~T;!-';- i"~ :-~IC- Fe de r a I s e ct.o r and o t....he..~ -:l'ila-t ...· - ---- --- --J ---- ---- - ---.... -_ ......., - ..& -

lytical program studies ~s required. 

64. Technical Information File - This contains printed
and processed rnater~al collected from various sources,
vlOrkpapers, and some tissue copies of papers produced by
the unit including reports and studies on trade fairs,
shoVls, missions, and other efforts to promote export
trade. Also included are materials dealing with,the 
process and technicalities of program organization and 
output measurement. The file is arranged in accordance 
wi.th a subject-numeric classification. 

Dispose of individual documents or contents of 
file folders when 3 years old. 

65. Prooram Evaluation Subject File - Documentation 
g€nerate~ or ~l)1Tected by the,-DiVTS'Ton in the process of 
monitoring the program outputs of l.HBA. More specifi-
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Start a new f i l c every 5 year, retire to BTRS,
transfer to WNRC on.~ year latAI'. Dispose when 
10 years old. 

66: Program and Bl!dfJe.r=- Ana)ys is~e~e~_al File - This corr-
t atns papers pc rt at.m.ng to t 1(~ e s tD.ob ..shment and opera-
tions of prog ram planning, budgeting, and management
including submissions from component units of DIBA,
Lns truc t Lons from higher authority, operating reports,
evaluations, and r-ecommenda t Lon s , supporti.ng documenta-
tion for portions of the several budget submissions. 

Reti.re to ETRS. transfer to ,"'NRC 2 years later. 
Dispose whe n 10 years old. 

OFFICE OF ADMINISTRf\TIVE SUPPORT 

The Office of Adm.LnIst rat Lve ~';upportpr ov Lde s cOI'respond~
ence man~gement, parking and space management, personnel
and facility security and safety management, and procure-
ment and travel manAgement support services to all organi-
zat Lon elements of DIBiL In add i.t i.on , the Of£:Lce of 
Administrative Support maintains and coordinates all 
cornmun Lcat Lon s be t.ween the Department of Comme.r ce and 
all pests abroad. 

67. Procurement File - This cOi1.sistsof requisitions,
pur chc se orders, ~.:Jork orders, bLanke t orders, requests
for Imprest Funds and copies of contracts that have been 
awar ded , Pending Lt ems ar e he Ld in case file fa lders 
until completed and then the order is closed and filed 
numeri.cally. These 1.re office copies of which the 
record copy is maintained in the Central Accounting
Division and supported by a procurement copy in the 
Procurement Divisjon, Office of thE::Secretary. 
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Start a new fi12 at the heginning of each fiscal 
year. Dispose when .'2 years old. 

68. Foreig~ __~ubscLi prion and,.DistL~L!?ution_~!:. - This is 
a cara record 1)£ purchC!~3esof s Lagi.e pUblicat~ons and for 
subsc~iptions to r~currcnt publications of 'foreign coun-
tries for DIEA offices and units. distribution made1"I.1e
of each item 18 also posted on the card. 

Dispose of individual cards when replaced by a 
new card or when obsolete, whichever Ls sooner. 

69. Card Record cf Domestic Publications - This record 
shows the t i t Le and d is tr Lbut Lon of puhTIcations purchased
for various units of DIBA. 

Dispose of individual cards when replaced by a 
new c ar d or when obsolete, whichever is sooner. 

70. Request to Purchase Publicatjons (Country File) -
These are copies of airgrams and other requests to U.S. 
Embassies and missions tCJ procure the publication listed 
for the indicated DIBA organizational unit. These papers
are arranged alphabetically by name of country. 

Dispose of individual documents or the contents 
of file folders when one year old. 

71. Orders for Te~hone Service - These are office 
copiesorc;rdf~rs reque sri.ng telephone installations and 
service. The record copy is Qaintained in the Central 
Accounting Division, Office of the Secretary. 

Dispose when 2 years old. 

72. Printing Requisitions .-These are office_ copies of 
printing requisltions duplicated by record copies main-
tained in the. Office of Publications and in the Central 
Accounting Division, Office of the Secretary. These 
requisitions are arranged numerically, thereunder by
month. 

Dispose when one year Old. 
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73. Administr~t~v~ Sutiect ?il~ - Thj.s contains office 
copicsor·hffi.isekt~epTi1f::·PdI)21:s-'()n such matters as account> 
ability, building maintenance, delegations of authority,
equipment, letterh?ads, parking~ personnel actions, ~ro-
cur ernent , space, t unekc cpe rs ' payr o L'l list, time and 
attendance reports, and travel. Also included are 
requests for and copies of security and other clearances. 

B.	 Parking Lo? Requests and Related Papers -
Dispose when tile space is wLt hd rawn [rom the 
employee or released by him. 

b.	 Payroll Lists - Dispose when one year old. 

c.	 Security ClEarances - Dispose one year after 
separation of subject individual or t~rmina-
tion of the clearance. 

d.	 All Other Papers - Dispose of individual docu-
ments or contents of file folders whe n 2 ve.' ar s 
old. 

74·. Executive Reserve Papers - These include the Execu-
tive Reserve Hanual, and a log of building passes, civil 
defense and eyecutive reser~e, and other restricted mate-
rial, and nuwber passes and identification cards issued 
to members of the Exec ut Lve Re serve . 

Dispose of individual documents when superseded
or obsolete, whichever is sooner. 

75. Telephone Direccory Servic'2 - This consists of a 
card locator fflesnoHing the location and telephone
extension for each DIBA employee and copies of revisions 
of the telephone directory submitted to the Office of 
Administrative Services and Procurement, Office of the 
Secretary. 

a.	 Locator Card - Dispose upon termination of 
subject enployee . 

.h.	 Revisions of Telephone Directory - Dispose
upon recsipt of the new issues of the direc-
tory. 
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When the show is closed these records are forwarded to 
the Administrative Services Branch, Comptroller's St.aff 
by the Fiscal Representative or Manager of the show for 
final disposition of the products or equipment that were 
exhibited. In some c as e s when one show closes the equf.p -

"merit; r ans sh i.ppcd In c as e sis t to another 811m". these a 
new case file covering the equipITlEntat the neH show is 
opened by completion of a new Participation Agreement
and a new Authority/Receipt for Disposition of Exhibi-
tor's Property with the American firm involved. The old 
case for the closed show is forwarded to Washington. 

\-Thenthese case files from d closed show are received in 
~.;rashington,each cas e is r ev Lewcd to make certain that 
the equipment covered has been disposed of in accordance 
with the exhibitor's instructions. Adjustments or 
arrangements arE: made to meet thi.s requirement ::lndthe 
case is closed. 

Retire closed cases to BTRS every G months (June 30 
and December 31), transfer to W1TR.C6 months later. 
Dispose when 10 years old. 

77. Insurance File - This contains policies and related
 
paperS""C':-nlcernIng-Comprehensive Li.abLl.Lt y and all Risk
 
Insurance carried by the Bureau to cover Joss of certain
 
exhibits and Lnjur y or loss to third parties.
 

Dispose of policy and related papers 2 years
after expiration or termination of the policy. 

78. Printou~.f Trade Promotion (Government) Prope$ . 
Inventory - Th Ls is a cornput.e r pr t.n t out; produced pe rLod i,« 
early to"-shO\vall Government pr ope rty assigned to trade 
centers including date of allocation, allocating docu-
ment numbe r , supplier, quantity, description of the 
item, location and purchase value. Each center submits 
an ennual revised inventory to Washington. 
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Dispose e lh~ 

, ' 

!·;~..iai:e.apers.i1-i~~;a~~o)~5:~:;J~m when 
one ye ar 01 d. 

79. Err~ployee.:.s Fi:~ .- T'h~s consists (IfA~co~t~.hilltv a 
(3X5) card recoro ('.C x tems 1.S sued toac·::::ount'ccbIe employees
such as room keys, exec ut Lve :d Ln i.ng room passes ~ parking
spaces, building passes, official cr~deutials, books, 
cameras, portable t.ypewri ter s and the like. 

Dispose of individual ca~ds and related papers upon
separation of the subject employee and clearance 
of his accountability. 

BO. Inventorv of Machines - This is an inventory of all 
machines ass j.gned to employees or orgar.izational units 
at headquarters. It shows the date of assignment, loca-
tion, serial number, purchase order number, and the pur-
chase price. 

Dispose of individual cards whe replaced by
new cards or Hhen the machine is dispose of. 

B1. Foreign Contracts - These are copies of contracts 
awarded overseas for market research, leasin?, of buildings,
alteration, employment of aliens, repair and improvement
of buildings, building maintenance, and for the procure-
ment of certain equipment and material. These contracts 
D'Le awarde d tl-:]~cfu~~l!.;!..!~18).Lc an Emba s s Le s fo r the pl.l1~T'I)S8 

of promoting traae by operation of trade fairs, exhibi-
tions, and trade centers. The contracts ar-e admini.s-
tered by the Managers or Fiscal Agent of the subject
trade show with the assistance of the State Department.
The record copies of these contracts are maintained in 
the appropriate J..mericanEmbassy where they are audited 
by representatives of the General Accounting Office. 
After receipt of copies of the contracts at headquarters
in .... D.C. an administrative review is made Jashington, of 
each contract. 

Retire to BTRS June 30 and December 31 of each 
year. Dispose when one year old. 

82. Travel Orders .:These are copies of travel orders. 
vouchers, anar-e'Tated papers on travel performed by DrBA 
and EDC personnel in this country mld abroad. These 
copies are maintained for control purposes only, since 
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all	 requirements. 
,

Dispose when 2 years old. 

83. Travel Reservations - These are (5X8) card records 
of reservatlons made on carriers of employees traveling
on official bus i.ncss . These cards show times of depar-
ture and arri~al at various points on the traveler's 
itinerary and his name. 

Start a new fi Le every ye ar and dispose when 
2 years old. 

84. TE.~yel Registers	 and Control:l....Schedu1es 00er 
RecordS - These consist of registers ot tran spo r tat Lon 
requests issued to employees, voucher and schedules of 
pn~nents, proposed foreign travel, completed recoTd 0f 
gifts and bequests and similar control records related 
to travel of employees on official business. 

a.	 Register of Transportation Requests Issued -
Dispose when 5 years old. 

b.	 All Other Pnpers - Dispose when 2 years old. 

_ (:;s. Campaign EIllEloyeesFunds ThisChE.:r..-i..!:X cl~,.d - inc Ludes 
_	 papers pertaining to the Com ineCl Federal Campai.gn, col-

lection and expenditures of funds for flowers and other 
expressions of empathy from funds contributed by
employees. 

Dispose Hhen 2 years old. 

Co~~unications Manageme~~Di~isi~ 

The Communications Hana gement; Division has been assigned
the responsibility for coordinating and maintaining all 
communicutions betw2en the Department of Commerce and 
posts abroad. It provides a Department-wide system for 
the receipt ~ analysis, con tro L, action assignment,
reporting Appraisal, distribution, and clearance and 
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8.6. DCl?::~_~l!2~~t oJ Co!."~c:~c.~_il?OC)_L~omir:'0 __Cor.tmti;:ic3t iOllS 
.Iil~ -- State Oep art.merit; a i.r gr ams , State Dcpt'l-r-t;:pent t e Le « 

gz ams . Opera tiona 3. Hemo r anda , .anr' Depar tt11ent of Commerce 
~ . , f f'	 . .... dbL ·~t~e.Leg:t·2ms r ec e r.vcc .r orn or e i.gn se r v i.c e po s t s . 1: a i.e y 

geographic ar ea , the r eunde r by embassy, C111d thereunder 
chr ono Log Lcc Ll y . 

a. 

b.	 Qp~.I:~0a?_.}"J.Eln?I'a~~~..2.!2:I DO~_~e.l~gro!~~ - Hold 
TOr--b rnon r n s . I'r an st e r to B1RS and dlSPOS':-
after one ye ar . 

87. 1?~~.r:.mE:nt of g.c?~~!.l..::rce {DOC) OU~EC?inB__g.ommunicat:ions
File -- All DOC comn-un i.c a t Lons , exc e ot; lor the U.S. :CraveT 
Ser';ice, that nrc sent to foreign service posts. Filed 
nume r Lca Ll.y by commuo Lce.t Lon number. 

2.	 Tissue Copies - Dispose when 3 months old. 

b.	 File Copies - Hold 6 months. T~ansfer to ETRS 
and dispose after one year. 

88. &,tc~_~J2~.r~?.~nt_()uJ:goin~Telegra.lTls File - Outgoing 
comtrnm i.c a t Lon s received bitne Depe r rmen t or-Commerce 
'for informational purposes. 

Df.spcs-e when 6 months old. 

89. -2!=~:.t~.,J2.t?~·t!~~t Out?-oin&-1~_~I.52:":~~!J1e - Out.go Lng 
con11lluni'c-at-lons recelved by the Depa r t.ment; Comrner c e for 
informational purposes. 

D.is"!;>ose Hhen one year old. 
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~...: ....~'*::-·~:f'~'/~t.#~'... ,-~~.~~:~ '~~~/"": .,'7 ..,..,. 
DIB:\. Sec}:'?.:'tarLa t: 

90. Mail Control Records - These comprise a card record 
of alrTtemsoT contl.:o1Tedmail for DIBA. A Form CD-93,
Mail Control Record, is prepared for Each item referred 
from the Executive S~cretariat, Office of the Secretary,
for all White HOUSE, Congressional, or other VIP mail 
addressed to the Assista~t Secretary for ~omestic and 
International Business, the Director or Deputy Director,
DIBA. 

The	 cards are filed in the following sub-series: 

a.	 White and Green Copies - These are filed by
subject A - Z. The green copy indicates that 
the letter Das referred from the Executive 
Secretariat and the wh i te copy indicates that 
the ite~ was addressed to the Bureau. 

b.	 Pink Copy - These are referrals from the Execu-
tive Secretariat filed numerically according to 
the Secretariat 6 digit control. 

c.	 Blue Copy - These control items addressed to 
the Bureau are filed numerically by their 
4· digit control numbers. 

All mail addressed to the o f f Lc La Is enumer-ated above is 
delivered to this unit where it is opened and routed to 
the appropriate action office. 

Dispose when 3 years old. 

OFFICE OF PERSONNEL 

The Office of Personnel provides and admi.n+sters such 
services and programs as recruitment, selection, place-
ment, executive-management, employee development,
employee relations, position classification, labor-
management. relations, and equal employment opportunity
for all organization components of DIBA. 
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91 . D-1_1~e(:.t:0.2~:.?2:1_~1~:..c~Xi1.:?:."(AlmentsContains g8ner-
ated and rec e ived by tnr:: Dl-l'ectOl"in the course of ope r> 
ati.ng t.he D.L£.A Pe rsorino I.Office. F:i12 contains dat.a on 
awar ds , biographies, esc inspection reports, c La ss t f Lc a .. 
tion. appeals, EEO, h i ring freeze, pe-r s onrie1 management
evaluation and emphasi~ reports: u~nual goals· and objec-
tives, merit systems, retirements~ 8lJpergrades, personnel 
ceilings, field office visits, DIBA divisions, travel,
and the like. 

Start a new file every 2 years. Dispose when 
5 years old. 

92. AEplicant Sunply File - Contains applications for 
employment and rel.ated-papers. Records consist primarily
of SF-17lls a~d/or resumes. Arranged by classificatio~ 
series and grade and cross-referenced by index cards 
alphabetically arranged by applicants name. 

Dispose when 2 years old. 

93. Certification Reauest File - Consists of documents 
pe r ta i.n i.ng to the trUing of pl1sitions in a cc ordanc e w i.rh 
Civil Service recruitment procedures. Records consist of 
log sheets, Certification Req~€st, SF-39, Certificate of 
Eligibles, esc 1844-A, Request for Non-Competitive Action,
SF-59, and any supporting data. 

Dispose·when 2 years old. 

94. Merit Promotion File - Consists of documents per-
taining to the filling---oIpos itions in accordance w Lth 
the Merit Promotion Plan. Records consist of Merit Pro-
motion Certificate, CD~262, SF-171's, applicant rating
sheets, and appraisal forms. 

Dispose when 2 years old. 

95. Chronological File - Correspondence and memos 
originated OJ the Di~ion Chief and his staff. 

Dispose when one year old. 

96. Employment Divi.s.ionSubject ~i1.e - Contains docu-
mentation of a correspondence nature relating to the 
general operation of the Employment Division. File 
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e e
contains information on College Recruitment Program,
Affirmative Action Plan, EEO Plans, classification, fore-
casting personnel needs, goa~and objectives, and travel. 

Start a new file every 2 years and dispose when 
5 years old. 

Employee Development Division 

97. A¥-plication for Tr~ining File - Individual applica-
tionsor employee training. Records consist of Applica-
tions for Training, DIB-254, and related correspondence.
File arranged in chronological order by Bureau, then 
training control number. 

Dispose when 3 years old. 

98. Quarterly Personnel Statistical Report - A machine 
produced report showing total DIBA employment by grade, 
job classification, organization unit, and other cate-
gories. The record copy is maintained in the Office of 
Personnel, Office of the Secretary. 

Dispose Hhen one year old. 

Employee Relations and Compensation Division 

99. Administrative Subject File - Contains documents 
relating to the management operations of the office that 
are of a housekeeping or general administrative nature. 
Records consists of budget reports, space layouts,
organizational charts, purchase requisitions, equipment
brochures, meeting arrangements, travel requests and 
authorizations, and similar housekeeping requirements. 

Dispose when 2 years old. 

100. Ins~ection File - Contains reports and related 
correspon ence on the inspections and reviews of person-
nel management operations in field and headquarters units 
by CSC, GAO, and Department survey teams. 
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Dispose .en 10 years old. e 
101. Employee Relations and Activities Subject File -
Contains correspondence and reports relating to all 
aspects of the organizations employee relations activity.
File contains data on such subjectg as alcoholism, coun-
selling services, executive reorg8nization, housing,
merit system, personnel costs, unions, and grade reduc-
tion. 

Dispose when 5 years old. 

102. Health File - Contains documents on employee health 
and health maintenance. File contains data on blood donor 
program, flu shots, health service program, medical facil-
ities, and employees compensation claims. 

Dispose when 2 years old. 

103. Leave Policies and Procedures File - Contains docu-
ments on employee leave and timekeeplng procedures. File 
contains data on overtime procedures, time and attendance,
leave requirements, jury deferments, and military leave. 

Dispose when 2 years old. 

104. Overseas Operations File - Contains documents on 
~he	 va~ous as~ects of e~ployee :elations.and.assistance 

-"'0 
nff,~p nnpr~~lnr'S ------ c~~t~'n~U.Lll~ .... ~orelpnt	 --t"'- .... '-oJ.... F11~ Vii UQ.L.r.:l ~~-~ L~- -'-~ ~ 

on 
foreign service locals, medical services, home service 
transfer allowance, investigations, benefits, voting
assistance and related correspondence. 

Dispose when 5 years old. 

105. Pay Administration File - Contains documents relating
to employee pay policies and procedures. File contains 
data on salary tables, severance pay, overpayment waivers,
budget restrictions, and withholding taxes. 

Dispose when 5 years old. 

106. Policy and Procedures File - Contains documents on 
directives, policies, and procedures governing the han-
dling or performance of gifts and donations, congres-
sional correspondence, staff meeting, DIBA Announcements, 
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briefings, ete Also, covers relations \vA and data 
on Civil Service Commission and Comptroller General. 

Dispose when superseded, revised, or no longer
needed. 

107. Publications File - Contains documents on public
relations, l1e'hTS newsletters, pamphlets. Fileitems, and 
contains data on Departmental Newsletter, newspaper
articles from Federal Employee columns, Trader mailing
list, Trader Newsletter, speeches by DIBA officials, and 
administrative instructions. 

Dispose when no longer needed. 

108. Reports and Records - Contains reports and supporting
documentation on various employee relations and management
functions. File contains data on appeals report, BDC 
financial situation, personnel program emphasis, records 
disposal, personnel highlights, Ready Reserve Report,
DIBA Employment Report, within grade increase reports,
Whitten Review Report, and similar reports. 

Dispose when 5 years old. 

109. Separations File - Contains documents relating to 
the separation of employees from federal service. File 
contai.ns dat.a on deeth cases, reduction in force, manda-
tory and trial retirement, and retention register. 

Dispose when 10 years old. 

110. Training File - Contains document on employee
training and tralnlng courses. File contains data on 
Civil Service Commission course evaluations, CSC course 
applications, training and courses for hearing examiners,
and related correspondence. 

Dispose when 2 years old. 

111. Transfers-International File - Contains documents 
on the transfer of employees to foreign service posts.
File contains data on transfers to State FSO's detailed 
to Commerce, State/Commerce exchange program, transfer 
of OEP to O/S, and related documentation. 
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Retire to ~ when 5 years old. Tra~r to WNRC
 
3 years la~r, and dispose when 15 years old.
 

112. Employee Relations Case Files - These are name case 
files Cocumenting situations or problems pertaining to 
individual employees which have been or are pending reso-
lution by the Office. File includes within-grade increase 
denial cases. 

Dispose of closed cases 2 years after separation
of the employee from the Department. 

113. Statement of Em loyrnent and Financial Interests -
Statements 0 -outsi e -lnancial interests and emp oyment 
filed by employees, in accordance with the Federal Person-
nel Manual, to avoid development of conflict of interest 
sltuations. 

Dispose 5 years after separation of employee. 

114. Super Grade Position Folders - Copies of the Depart-
ment's request for position descriptions, executive selec-
tion, and notifications of CSC actions for super grade
positions in the Department. Folders include data on 
executive pay rates, position justification, and the like. 

Retire closed cases to SHA when 10 years old,

transfer to WNRC 2 years later. Dispose when
 
20 years old.
 

115. Position Descriptions - Copies of the description
of positions showing their organization location, grade,
responsibilities, and duties. 

Dispose 5 years after position is abolished or 
description is superseded. 

116. Classification Survey Files - Copies of reports con-
taining findings and recommendations resulting from a 
classification audit of all positions in a function~- or 
organizational area. File also contains audit request
and auditor's notes. File maintained by name of organi-
zation unit. 

Dispose when 10 years old. 
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117. Pos ition ~it Files - Rev Lew 
individual position. File contains 
audit, copies of Personnel Actions, 
statement and grade justification.
employee name. 

and evalation of 
requests to make 
auditor's evaluation 
File maintained by 

Dispose when position is abolished. 

118. Gold, Silver, and Bronze Honor A\vards File - Papers
include nominations, recommendations, approval authority,
notification of award. Filed by type of award and then 
nominee. 

Start a new file every fiscal year. Dispose
when 3 years old. 

119. Employee Recognition File - Contains papers sup-
porting cash, achievement, and performance awards. File 
contains notification memo, notes, and action recommenda-
tion. 

Start a new file every fiscal year. Dispose
when 3 years old. 

Staff Records and Processing Unit 

120. Recurrin ecial Re orts - Copies of recurring
reports on esta ~s e personne management area on meas-
urement standards for program analysis and evaluation. 
File includes special one-time reports on special situa-
tions and emergency problems. 

Dispose when 3 years old. 

121. Copies of 
printe by organi-
zation 

Dispose when one year old. 

122. CSC Reports File - Copies of reports showing employ-
ment by occupation, minority group, group and salary. 

Dispose when 3 years old. 
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123. Monthly ttport of Federal EmploY8en __ <SF-113) -
Copies of report submitted to CSC showlng total employ-
ment of DIBA. 

Dispose when 3 years old. 

124. Personnel Management Reports - Copies of reports
on minority group employment, geographic distribution of 
employees, manpower by quarter, occupational distribution 
of employees, employee salary and wage distribution and 
similar subjects prepared by DIBA. 

Dispose when 3 years old. 

125. Re-employment Rights List - Re-employment priority
list. Renewed and reissued semi-annually. 

Dispose upon release of new list. 

126. Official Personnel Folders - This is the official 
record of the civilian serv~ce ~n the Federal Government 
of the name employee. Papers authorized for disposal
elsewhere are not included. Transfer folders of separated
employees to an inactive file on separation in accordance 
with the Federal Personnel Manual. 

Transfer closed folders to the National Personnel 
Records Center 30 days after separation of employee.
Dispose 75 years after birth of employee or 60 years
after date of earliest document in folder if date 
of birth cannot be ascertained, provided employee
has been separated or retired for at least 5 years. 

127. Journals - Copies of all notification of personnel
action arranged chronologically and used for verification 
purposes. 

Dispose when 2 years old. 

128. Alphabetic Roster - An alphabetic list of all 
employees served. Usea primarily to answer inquiries
and verify certain action. 

Dispose upon receipt of new issue. 
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129. Change .tJ~~~m - A'~~ut shling rejected, 
erroneous, and that-<4illis~ or suppliedmissti.ng<'""data corrected 
to update the automated system. 

Dispose when superseded. 

130. Annual Geographic Distribution Report - An annual 
report showing the distribution of employees by pay plan. 

Dispose when 2 years old. 

131.. Minority Re~ort - A biennial -report showing geo-
graphic distributlon of employees by geographic location, 
sex, grade, series, and minority group. It is required
by ese. 

Dispose when 3 years old. 

132. Distribution of the Full-time Em~loyees by Occupa-
tion - This shows geographic distributlon of employees
by pay plan and series. 

Dispose when 2 years old. 

133. Salary and Wage Distribution Report - This shows 
employee distrib~tion by geographic area and pay plan. 

Dispose when 2 years old. 

134. Master File Display Pro~ram - A printout of all data 
stored in the computer on a glven employee furnished on 
request for purposes of checking or verification of 
actions taken or needed. 

Dispose when superseded. 

135. 0Etional Retirement proyram - A printout furnished 
by speclal request showing al employees eligible for 
optional retirement. It is used for planning purposes. 

Dispose when superseded. 

136. Organization Roster - A listing of employees by
organizational unit, thereunder by grade. These are 
furnished to the requesting unit which uses them to 
resolve a variety of questions. 
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Dispose ~4Itn 2 years old. 

137. setaration File Display and SF-7 Display - A chrono-
logicalisting of all personnel actions on each separated
employee. 

Dispose when 3 years old. 

138. SF-113A Display - A CSC bi-monthly report of total 
paid employment. -

Dispose when one month old. 

139. Social Security Number Roster - A list of all DIBA 
employees in both alphabetic and Social Security Number 
order. 

Dispose when superseded. 

140. TICKLE - A report calling attention to up-coming
personnel actions for individual employees. 

Dispose when one month old. 

OFFICE OF FIELD OPE~~TIONS 

The Office of Field Operations serves as the Department's
principal contact with the business cowmunity and imple-
ments DIBA programs and policy at the local level. The 
Office of Field Operations is made up of a headquarters
office and six regional offices which direct the activi-
ties of 37 district offices. The Office of Field Opera-
tions also publishes the "CorrunerceBusiness Daily" and 
serves as the Department's coordinator at the regional
level for federal preparedness planning, crisis manage-
ment, and emergency operations. 

Office of the Director 

141. Director's Sub~ect Correspondence File - This con-
sists O1'incoming an outgoing correspondence collected 
or generat~d by the Director in the process of giving 
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executive dire"ion to the office includie such subjects
as organization, staffing and program planning for the DIBA 
field establisrunent. These are record copies of all corre-
spondence received and/or signed by the Director with 
related material submitted to him by members of the staff. 
The senior staff members in the various program areas of 
the office generate correspondence over their own signature.
However, the correspondence is confined to matters within 
the program area involved and does not document actions 
that have an impact on other elements of the office or of 
its program. This file is arranged alphabetically by sub-
ject. 

Start a new file every 5 years, retire to ETRS and 
transfer to WNRC one year later. Dispose when 
10 years old. 

142. Field Office Correspondence - This contains copies
of incoming and outgoing correspondence with the various 
field offices with related material. 

Start a new file every 5 years, retire to BTRS 
and transfer to WJ:-.J"RC. when 10 yearsDispose old. 

143. Other Government A encies and Bureau Corres ondence -
Incoming an outg01ng correspon ence with ot er bureaus of 
the Department and other Government agencies generated by
the Director and other staff mernbe rs . This c01:-respono-
ence pertains to the interrelationships of the program
of OFO and that of the other organization units involved. 

Start a new file every 5 years, retire to BTRS and 
transfer to WNRC. Dispose when 10 years old. 

144. Director's File - This con-
tains 0 1ce cop1es 0 t e usua 10use eep1ng papers on 
such subjects as budget, audits, equipment, operating
plans, meetings, procurement, activity and production
reports, position descriptions, sick leave, space,
speeches, time and attendance, training, travel, and the 
like. Also included are some internal papers on the 
administrative management of the office pertaining to 
goals and objectives, organization, staffing, work 
arrangements, etc. 

Dispose when 2 years old. 
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e	 .145. Monthly ¥ersonnel Roster - ThlS is 'machine printout
of the OFO personnel shO\nng name, ID number, grade, salary,
date of birth, and group level. 

Dispose when one year old. 

146. Personnel Files - This consists of a name folder for 
each employee on the OFO staff at headquarters and in all 
field offices. The folders contain convenience copies of 
personnel actions, recol1Ullendationsfor a\vards, certifi-
cates of training and awards, commendations, position
descriptions and related docum~ntation pertaining to the 
subject employee's employment. 

Dispose 6 months after separation of subject
employee. 

147. Job Application File - This contains copies of 
applications and related papers submitted to OFO by appli-
cants seeking employment in the organization. 

a.	 Successful Applicant - Forward application to 
the Personnel Division, DAM. 

b.	 Unsuccessful Applications - Return to the appli-
cant not later than 6 months after receipt. 

148. OFO Oper<'ltionsHanual - This is a loose-leaf manual 
containing authoritatlve lnstructions for the field estab-
lishment including policy, program, and operations guid-
ance. 

Revision of the manual is accomplished by replacement of 
pages as required. Generally, the manual is revised on 
a one-year cycle. 

A historical set of the manual pages will provide con-
siderable insight on the development of the field est9P-
¥shment and on its .~:;t~c~ives?~nd ccomp l.Lshmerrts .~d.I'1fo:l2 

~	 JUttJ1V~ 1J1l11tJ~ ; ~",,/v~4/J'td.vc.) ~ JH.#I'LI-. 

~ I ~ Record set (2 copies of eac page issued) -
V IJ)~ ')2; C·· Permanent. Retire to BTRS when no longer ne eded ~~.f 

(f,4/~ 1-,1,., f~r~ %~S~;{~d transfer to WNRC. ()~ 

149. Management Studies and Reports - From time to time 
management studies of the field establishment are con-
ducted by groups drawn from without or within the Depart-
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ment to evaluate the operations and/or accomplishments 
of the field offices. 

A record set of such studies has continuing research 
value since they constitute a large segment of the 
admini-ptrative history of the field organization.

o /~~~£. Lf"-'Y ~pJ--I~- r: 
{Ty~ I elf'· Record set (1 caPy of each report or study) -

Permanent. Retire to BTRS when no longer n~~~fo Je/t"~~ Iv"- ( for current W-tsiness and transfer to WNRC. O'~ ~/!J~.5 ~ -z-o f~ ~ r 

(Domestic Co~merce Program) 

150. Field Office Correspondence - This contains copies
of incoming and cutgoing correspondence with the field 
offices on problems and other matters of concern to the 
domestic busin2ss community. These are convenience copies
maintained for easy reference by the staff in the domestic 
program area, since copies of all papers documentating
substantive action are maintained in the Director's Field 
Office File. These papers appear to have no value after 
staff need for them is met. 

Dispose of individual documents or contcnr.s of 
file folders when one year old. 

151. Assistance and Review Files - This consists of 
records copies ot reports prepared by the various profes-
sional members of the program area staff after having
visited a field office to rev Lew and inspect the program,
plant and facilities, procedures and production of the 
office involved. The report makes recommended changes
and describes such assistance as may have been given
during the visit. 

Start a new file every 5 years, retire to BTRS,
transfer to WNRC. Dispose when 10 years old. 

152. Emergency Readiness File - This contains copies of 
CADRES established in each of the field offices to parti-
cipate in emergency readiness exercises. 

Dispose when a new CADRE is established. 
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153. EmergenC~Readi.neSS Subject File - tiS contains 
copies of correspondence, instructions, and printed and 
processed material pertaining to the plan and conduct of 
the Emergenc~ Readiness Program. 

Dispose of individual documents or contents of 
file folders when superseded. 

154. Commerce Business Daily Director - Notices of Govern-
ment contracts to be let are publishea in Commerce Business 
Daily for the convenience of contractors inthe private
sector who wish to submit bids. This file contains copies
of the correspondence and related papers generated by the 
Director pertaining to the presentation and format of the 
publication as well as what material shall be included or 
excluded from the publication. Also included are special
reports and studies on the effectiveness and efficiency
of Commerce Business DailX. 

a.	 Annual Report to Senate Select Committee on 
Small Business - Special studies and other 
reports, and policy correspondence - Dispose
when 5 years old. 

b.	 All Other Papers - Dispose of individual docu-
ments or contents of file folders when 2 years
old. 

155. Special Reports and Projects - This contains copies
of correspondence, speeches, GAO audit reports, monthly
activity reports, field office studies and related pro-
ject descriptions and papers generated or collected by
the Director of Commerce Business DailZ. 

Dispose when 5 years old. 

156. OFO Operations Bulletins and Notices - This con-
sists of a recora set of two copies of eacn operations
B~11etinJ0£ ~oti~~ ifo~~~.p~_;he ~ffice of Field Opera-
t t.ons . ~aq~ VF~,c..;~, 

Z C,(J. 
~ Permanent. Retire to BTRS when no longer needed /
Lf (~, fO~ASBrren~ business and transfer to WNRC. () ~~
 

N#1'c.-5 /~ '2-D i..-j~ r-U.., 
157. COlnmerce Business ~aily - This is a record set of 
t~oropies ~f each issue of the publication. ~~t-d...... 
'~~7' 
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V""j)~ 8CIt. permanent. Retire to BTRS when no 6er ne eded «. 
G/$-'I ~ Ic.~. fo~· current bus ine ssand trans fer to WNRC. C> '4-,u/ ~ 

j'J/J11.- So ~ ~ '1~ r-e.A.. I 

158. Director's Trade Mission File - The Director Com-
/merce Business Daily participates In trade missions-as-

requlred. This file contains correspondence and related 
papers concerning his participation, and supports the 
report Vlhich he submits on each mission. A record copy
of the report is in the Director's Subject Correspond-
ence File. 

Dispose when 5 years old. 

159. Associate Office Pro ram Files - Chambers of Com-
merce, Boards 0- Tra e an simllar organizations in the 
private sector are designated Associate Offices. Under 
the terms of their designation these organizations agree
to serve as first hand sources of information about 
en~rging business trends and related developments in 
their respective communities. The file contains a copy
of the designations and related correspondence for each 
associate office. Arranged alphabetically by field 
offic~ thereunder by geographical designation. 

Dispose of designations and correspondence when 
the organization withdraws from the program. 

160. AssociAte Office and Feder81-State Relations Corre-
spondence - Tnis fs'- gene-rar-correspondence that does not 
apply to-any single program element or activity and that 
usually either requests or transmits useful information. 

Dispose when one year old. 

161. Domestic Pro ram Develo ment File - Contains copies
of incomlng an outgolng correspondence, printed. and pro-
cessed material pertaining to the general aspects of the 
field office program to assist private enterprise. These 
papers were collected or generated by the head of the 
program area staff at that time. The file also contains 
technical data useful to the specialists involved. The 
papers are arranged alphabetically by subject. 

Dispose of individual documents or contents of 
file folders when 3 years old. 

Jan 76 

49 

, 



162. Field o.ce Program Development c~espondence -
This is lncoming and outgoing correspondence and related 
papers with field offices pertaining to all aspects of 
the program conducted to assist private business. The 
papers are arranged alphabetically by name of field 
offices. 

Move active papers or files forward and dispose
of all other papers when 3 years old. 

163. Domestic Technical Business Services File - This 
contains convenience copies of correspondence and printed
and processed material generated or collected by the head 
of the program area responsible for developing a program
to provide technical business services to the business 
community in the private sector. 

Copies of all documents representing a substantive 
action by OFO are retained in the Director's or some 
other official file. The documentation here is used 
primarily as a source of data used to improved, evalu-
ate, or implement field programs of a domestic nature. 

Dispose of individual documents or contents of 
file folders when 3 years old. 

(Government Procurement Conference Program Area) 

164. Business Opportunity/Federal Procurement Confer-
ence Flle - These conferences are held to provide busI-
nessmen with an opportunity to meet with procurement
specialists from federal agencies, federal prime con-
tractors, and local government purchasing agents and to 
acquaint them with export opportunities available to 
them through the Department of Commerce. Procurement 
specialists at these conferences counsel businessment 
on (1) Federal procurement and contracting, (2) Aids 
and services of Government to business, and (3) Oppor-
tunities to sell to federal 
tractors. 

A folder is established in 
that is held. It contains 
designated by participating 
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giving the parau1ars of the conference eh as sponsors
name, date, place, names of coordinators, etc. The file 
also contains a copy of Commerce Business Daily carrying
a notification of the conference report, requests for 
publications, and answers to the letters of invitation 
and related papers. 

Dispose of individual documents or contents 
of file fo 1ders when 10 years old. 

(International Trade Program Area) 

165. Regional and District Offices corresyondence - In-
coming and outgoing correspondence with re ated papers
pertaining to the coordination, promotion, and implemen-
tation of the export expansion program in regional and 
district offices. 

The first section of the file consists of a folder for 
each district office containing the correspondence with 
it. The second section consists of folders for each 
regional office containing its correspondence. 

Start a new file at the end of every year, retire 
to BTRS and transfer to WNRC one year later. Dis-
pose when 6 years old. 

166. Export Expansion Program Subject File - This file 
contains incoming correspondence and printed and pro-
cessed material pertaining to other related federal and 
state government programs in the field of export expan-
sion. Notable among the subject headings found in the 
file are Asian Development Bank, Foreign Credit, Inter-
change Bureau, International Management and Development
Institute, Japanese Export Seminar Program, Multiplier 
Program, Trade Opportunity Program, Targeting Program,
Trade Missions and the like. 

The file is devoted to technical or general data needed 
by the specialist to plan and coordinate a dynamic export
expansion program for the benefit of U.S. businessmen. 
It does not contain specific data on ongoing activities 
or functions of field offices. 
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Start a new• file every 5 years, retiree to BTRS and 
transfer to WNRC. Dispose when 10 years old. 

167. ~ort Expansion Conference - A conference is held 
periodlcally for the purpose of bringing together the 
senior staff member from each field office for the pur-
pose of indoctrination in the latest developments. and 
methodology involved in conducting a productive export
expansion program. 

The file contains copies of the planning papers, agenda,
evaluation sheets, handouts, discussion and other sup-
porting papers developed for the last conference. 

With a few exceptions these papers will have no value 
after the expiration of a short period following the 
next conference, since an updated version of these papers
is generated for each succeeding conference. 

a.	 Planning and other Select Documents - Retain 
and move forward. 

b.	 All Other Documents - Dispose 6 months after 
the next conference is held. 

168. Trade Centers, Shows and Commercial Exhibits File -
Under an Rgreeme~t ~vith the Bureau of International Com-
merce this'office recruits and counsels exhibitors for 
foreign Trade Centers and Shows and Commercial Exhibits. 

This file contains the correspondence pertaining to 
recruitment of exhibitors and the counseling given them. 
It also contains related papers such as the Weekly Export
Operations Officer Report, copies of OFO Operations Bul-
letin and special reports submitted by National Export
Marketing Managers. 

Dispose of files for closed shows at the end of 
each fiscal year. 

169. Reports and Studies File - This contains copies of 
the Regional Export Marketing Manager's Report (quarterly),
Three Month Post Event Exhibitor Call Report, Field Dis-
tribution sheets and copies of special studies and sur-
veys. Data from the reports enumerated above are com-
piled manually or electronically processed to produce
reports submitted to higher authority. 
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The studies and~UrVeys are produced on antts-required
basis. Although these papers have administrative value 
for a period of time, they have no value cfter adminis-
trative needs have been served, since they are essen-
tially duplicated elsewhere. 

Start a new file every 3 years, retire to BTRS and 
transfer to WNRC. Dispose when 10 years old. 

(Printouts) 

170. Export Promotion Data/Firms Taking Initial Export
Actions and Dollar Values - This is a computer printout
which statistically reports the number of firms that 
were assisted by field offices in entering export trade 
or a new market and the dollar value of the trade of 
such firms. Similar statistical data is given on OITP 
Participation Agreements and on an Account Executive 
Program (Target Industries). 

Dispose when 10 years old. 

ALL REGIONAL OFFICES 

(Administrative Files) 

171. Administrative Subject Files - These are office 
copies of papers on matters such as personnel management,
budget, space, requisitions for services and mat~rial and 
similar housekeeping requirements. Also documentation on 
bond campaigns, employee relations, health benefits, and 
general civil service information, and community rela-
tions. 

Dispose when 2 years old. 

172. Administrative Management sub~ect File - Papers
generated by the Director, or subor inate concerning all 
aspects of administrative management including such sub-

Jan 76 

53 



j ec ts as contr'ts, boards of survey, bil_ of 
lading, publications sales vouchers, travel 
vouchers, and travel reports., 

Start a new file every 2 years. Transfer 
to Federal Archives and Records Center 
(FARC) and dispose of 3 years later. 

173. Director's File - These are official copies of 
correspondence, specTal reports, and other papers
pertaining to the Directors' association with external 
agencies such as Chamber of Commerce, Federal Executive 
Board, Regional Export Council (REC) , and the like. 

The file also contains documentation generated or collected 
by the Director and retained for his convenience in the 
process of maintaining executive direction of the office. 

Dispose of i~dividual documents 
, 

or contents 
of file folders when 3 years old. ' 

174. De¥artmental and Government A encies Correspondence -
Copies 0 correspon ence usua 'y reVlewe an or slgneo-by
the Director to and from headquarters. Also copies of 
correspondence to and from other DIBA field offices, and 
other Government agencies. 

Dispose when 4 years old. 

175. General Correspondence - File copies of letters,
memorandums, telegrams, ana-the like of a general nature 
pertaining to the activities and programs of the office. 

Start a new file annually. Hold for one extra 
year and destroy. 

176. Federal/State Relations - Documentation concerning
Federal/State relations in the areas of commerce and trade. 

Move active agreements forward and dispose
of all others 'when 4 years old. 

177. Long Island Association - Copies of 
memos, etc. relevant to activities of the 
DIBA programs. 

cor-r es pondenc e , 
LIA which support 

Dispose when 4 years old. 
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178. Regional Expor.t Program - Committee reports and 
other documentation relevant to REP activities within 
the region. 

Dispose when 4 years old. 

179. Regional Conferences - Information generated at 
yearly regionaf directors' conferences. 

Dispose when 4 years old. 

180. Area Abstracts - Yearly synopsis of pertinent
statistical data concerning domestic and international 
business activities of the region. 

Dispose when 4 years old. 

181. International Trade Surveys - Docum8ntation concerning
past surveys in the area of international trade. 

Dispose when 3 years old. 

182. Agent/Distributor Service - Literature and reference 
information relevant to trade services performed by agents/ 
distributors. 

Dispose when 3 years old. 

183. American Embass¥ File - Copies of coorespondence
between DIBA and Amerlcan Embassies. 

Dispose when 4 years old. 

184. Reading or Chronological Files - Extra copies of 
correspondence prepared and malntalned by the originating
office, use solely for the convenience and information of 
personnel. 

Dispose when 1 year old. 

185. Personnel Files - Copies of personnel actions,
performance ratlngs, promotion evaluations, etc., filed 
by name of employee. 

Dispose 1 year after employee is terminated. 
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186. Time co9P and Attendance Reports -~fice copies
of officiai tl.me and attendance reports of regional
personnel. Filed alphabetically by name of employee,
and therein, chronologically by date. 

Dispose when 2 years old. 

187. Speeches - Copies of speeches by the director and 
other staff members at various trade functions. 

Dispose when 4 years old. 

188. Meetings and Visitors - Records of special visitors 
to regional office and visits of foreign trade mission 
representatives. Program notes on special meetings 
initiated by regional office. 

Dispose when 2 years old. Move forward any
special file of continuing value. 

189. Field Activity Reports - Monthly, weekly, or annual 
activity reports prepared by" region staff personnel. They
include Records of Substantive Inguiries, Business Calls 
Report, Weekly Intelligence Reports and Fact Sheets, and 
Monthly Field Office Reports to central office. 

Start a new file every year. Retire closed file 
to FARe 1 year later. Dis pas e when 5 years old. 

(Domestic Trade Program Area) 

190. Associate Office Files - Contains documentation of 
the designation of local Chambers of Commerce as "Associate 
Offices." In addition, contains routine correspondence with 
the Associate Office. 

a.	 Designations - Dispose when associate office 
withdraws from program. 

b.	 Correspondence - Dispose when 2 years old. 

191. Industrial Mobilization - Documentation such as letters,
memorandums and special reports, addressed to subject. In-
cluded are Industrial Mobilization Data, civil defense 
material, emergency readiness plans, and related classified 
material. 

Start a new file every 2 years and retire to
 
FARC. Dispose when 10 years old.
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192. Executi\T'Re~'erve File - Personnel Aes of key
industry executives who have been assigned specific
duties in event of a national emergency.

j) I7A'~ ~ J..J J"IAJ 
-Beta1n ~tff assignment is terminated. 

193. National Defense Executive Reserve Program - Contains 
informat~on concernlng board of directors' meetings and 
semi-annual seminars of NDER, and related papers. 

Dispose when 3 years old. 

194. Government A~enca Correspondence - This consists of 
correspondence wit~ Fe eral, state, and local government
agencies pertaining to programs, plans, and activities 
of mutual interest. 

Break files annually. Hold one additional
 
year and destroy.
 

195. General Correspondence - Copies of incoming and out-
going corr~spondence related to domestic trade, filed 
alphabetically by name of individual or company. 

Break files annually. Hold one additional
 
year and destroy.
 

, cu: rO'Y'I,,",,~'t"'\~T _ rr\~""'et..."',,",r'nrlt:)'r\r,o ,..T; i-h c omnan i at:'ro~"""(·)'·r''''''''n~O'n'''e
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pertaining to trade opportunities, regulations, problems
and other matters of concern to the domestic business 
community. 

Break files annually. ..o Ld one additional year
and destroy. 

197. Visits to Firms - Activity reports of regional
representatives showing number of visits made to firms,
meetings attended, etc. 

Dispose when 2 years old. 

198. Special Report~ - Copies of regional reports
regarding matters of domestic business such as Minority
Business Reports, Quarterly Activity Reports, etc. 

Dispose when 2 years old. 

199. Consumer Reports - A compilation of various publications
and reports available from private sources and other documen-
tation related to inquiries concerning regulations of the 
President's Phase II program. 
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Dispose when 2 years old. 

200. State Technical Information Files - Statistical 
and other data published by various state agencies such 
as Agriculture, Finance, Fish & Game and Human Resources 
Development. Filed alphabetically by agency, and 
chronologically by date. 

Break files annually. Hold one additional 
year and destroy. 

201. Technical Patent Information - Files of general
interest material issued by the U.S. Patent Office and 
organized by topic such as abstracts, attorneys, classifi-
cation, fees, laws, treaties, and the like. 

Hold indefi~itely as reference material, and 
dispose when obsolete or superseded. 

202. Request for Publications and Sales Orders - Transitory
correspondence from varlOUS sources requestlng copies of 
Commerce publications and/or information. 

Dispose when one year old. 

203. GPO Records - Office copies of reql1isitions, debit 
vouchers, lnventories, monthly statements of accounts, and 
deposit receipts pertaining to sales of commerce publications.
Record copies are maintained at headquarters. 

Break file every 2 years. Forward to Federal
 
Archives and Records Center (FARC) for 3 more
 
years and destroy.
 

(International Trade Program Area) 

204. Trade Fairs and Shows - Letters, brochures,
announcements, schedules, reprints of articles, criteria 
and other informational material which bear on the trade 
fair programs. Filed alphabetically by country and by
sponsoring activity. 

Hold file until 3 years after close of fair 
or show and destroy. 

205. Trade Missions - Contains general information and 
guidelines to industries on procedures, policies, and 
prospects for organizing trade missions in foreign
commerce. Material organized by general topic, and by
area or country if volume warrants. 

Dispose when 3 years old. 
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•206. Administrative File - Office copies of personnel
actions, vacation schedules, requisitions for supplies
and services, record of telephone calls, time and 
attendance reports, travel orders and vouchers, budget
and fiscal papers, and similar housekeeping documents. 

Dispose when 2 years old. 

207. Census Import-Export Statistics - Bound volumes of 
Bureau of the Census Statistics. File chronologically
by year. 

Hold two past census years and current year building. 
Dispose of all others. 

208. liE"Award File - A compilation of statistics and 
supporting data as evidence of nomination for the "E" 
Award. Filed alphabetically by name of company nominated 
or receiving award. 

Dispose when 3 years old. 

•
 
209. Meeting and Visitors - General administrative files
 
on foreign and official visitors, seminars and meetings.

Filed chronologicclly .
 

Dispose when 2 years old. 

210. Consular Invitations - Copies of invitations issued 
to forelgn represe~tatlves for the purpose of conducting
trade related visjrs to the U. S. 

Dispose when ~. years old. 

211. Departmental Co~respondence - Copies of incoming
and outgoing correspondence pertaining to specific
activities of the International Trade Program. Sometimes 
these files are arranged alphabetically by topic headings 
derived from the DIBA organizational manual. 

Start a new file every 2 years. Hold closed 
files one additional year and destroy. 

212. General Correspondence - Copies of general correspon-
dence organized alphabetically by names of individuals 
or firms. 

Start a new file every 2 years. Hold closed files 
one additional year and destroy. 
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213. EXtOrt!trol - General informatio.l material 
derived rom a variety of official sources such as 
International Traffic Control in Arms Shipments; U.S. 
Export Control Regulations; and Proof of Exports for 
Taxes. Arranged alphabetically by topic such as 
shippers, procedures, control notes, regulations, etc. 

Dispose when obsolete or superseded. 

214. Emeryency Applications for EXRort License - Copies
of export icense apPlications whic were processed on 
an emergency basis. 

Dispose when 3 years old. 

215. Amendments to Export Licenses - Copies of amendments 
to export licenses. 

Dispose when 3 years old. 

216. License Amendments & Import Certificates - A digest
of varTous laws and regulations affecting imports as 
promulgated by their controlling government agency. 

Dispose when superseded or revoked. 

217. Validated Import Certificates & License Amendments -
Copies of Import cc-r-tific.atc.s by the appropriateissued 
government agency. File chronologically by date of issue. 

Hold current certificates until expired or 
revoked~then forward to FARC for 3 years and 
destroy. 

218. Registration File - List of companies in the 
area served by the district office and recorded in 
the American International Traders Register. Filed 
alphabetically by name of company. 

Dispose when card file is established. 

219. American International Traders Index Files - This 
is a card printout from LA-57 sent to Central Office. 
Filed by SIC classification code. 

Dispose of cards when superseded or canceled. 
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• • 220. Agent Distributor Service - Correspondence and 
related material perta1n1ng to foreign firms capable
of representing .\merican Manufacturers in foreign
commerce. 

Break file every 2 years. Hold 3 additional 
years and destroy. 

221. United Nations Development Program - A series of 
U.N. produced pamphlets by country, containing economic 
and statistical information, and projected (usually 5 
years) programs for economic development. 

HoJ.d 5 years, or to end of study period and 
dispose. 

222. Trade O~rtunities - A series of trade leads, by
country and type of commodity, published by the Department
of Co~~erce. Material is filed numerically by Standard 
Industrial Classification (SIC) Code. Material has very
little value after 6 months. 

Hold file copy for 1 year and destroy. 

223. Microfilm Files Ex ort/Import Census Statistics -
Severa undre ree so. m1cro-1'm tape, pu 1S e y
the Bureau of the Census containing monthly accumulat:ions,
annual summaries of import/export statistics. 

Hold Annual Summaries for 2 census years and destroy.
Hold monthly accumulations for current and previous
year only. 

NOTE: l1icrofilm Import/Export statistics are 
available only in New York and San Francisco offices. 

224. Trade A~reements Program - A compilation of various 
documents suc as reports, .studies, correspondence and 
circulars pertaining to international commerce such as 
Kennedy Round; State Department, GATT, NATO, general world 
agreement and trade acts. 

Dispose of obsolete or superseded material every
6 months. 

225. Target Industry - Special trade lists and publications
such as World Market for U.S. Exports and Global Market 
Reports. Arranged chronologically by International Market 
Information Service Number. Information on file is used as 
basis for five year projections. 
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Dispose ~Ien 5 years old. 

226. Trade Centers - Informational material about 
permanently established trade centers, filed alphabetically
by city where centers 3re located. 

Purge files periodically and destroy obsolete or 
superseded material. 

227. Technical Reference File - Informational material 
such as la~.vs,regulat:LOns, news r'eLeas es and special
reports published by such agencies as Export-Import Bank 
of U.S., Foreign Credit Insurance Association; American 
International Traders Index; and the like. Piled alpha-
betically by office of issue. 

Purge files every 6 months and destroy obsolete 
or superseded material. 

228. Program Promotion File - Copies of reports, bulletins,
bid opportunitles, and puDITc relations material such as 
NATO Bid opportunities, Overseas investment opportunities,
AID Press releases, AID Procurement bulletins, FR-23 Export
Expansion Seminars, and Management Aids for small manufacturers 
designed to stimulate overseas business opportunities for 
U.S. manufacturers. Filed chronologically by subject. 

Purge files annually and destroy obsolete or
 
superseded material.
 

229. U.S. Governm&lt - Compilation of laws and regulations
published by various Federal agencies such as the Department
of Agriculture, the Department of the Interior, and the 
Department of Treasury, affecting international commerce. 
Filed alphabetically by agency. 

Purge files periodically and destroy

obsolete or superseded material.
 

230. Import-Export Statistics - Compilation of statistical 
reports and press releases from various State and Federal 
agencies and manufacturers and trade associations on a 
variety of topical subjects such as export statistics -
Jet Aircraft; Pacific Coast & Hawaiian Foreign Trade;
Foreign Trade reports and the like. Filed alphabetically
by subject. 

Dispose when 5 years old. 
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231. Miscell_~ous ReEorts - A variety o4treports on 
Int erna tIoriaI Commer-ce such as Foreign Service Dispatch
Loans, World Trade Directory Reports; Foreign Trade Orders 
and Requisitions. Filed alphabetically by subject. 

Cut off files after 1 year. Hold one additional 
year and destroy. 

232. Country Market Digest - Filed alphabetically by
name of country. 

Destroy when obsolete or superseded. 

ALL DISTRICT OFFICES 

Under the guidelines and priorities established by the 
Director, Office of Field Operations and the Regional
Director, the office ascertains the needs and desires 
for information and assistance relevant to the private
economy that fall within the scope of Commerce's responsi-
bilities; delivers to business and industry export
promotion and expansion programs, information, and services;
maintains and operates domestic informational services and 
related activities; maintains liaison with business and 
professional organizations, state and local government
agencies, educational institutions, and other appropriate
organizations. 

As in the case of the regional offices, the records found 
in district offices are grouped and described under center 
headings by type of content or function. This arrangement
of the descriptions of records does not restrict the 
application of the schedule and all items in this section 
should be applied to the records described wherever they
are found in the district regardless of the categorial
arrangement of the items. Should a district office hold 
records that are not described in this section of the 
schedule, but are described in the section devoted to 
regional offices, the item and retention period prescribed
there shall apply to the records in the district office so 
long as they are the same and serve the same purpose. 

To provide maximum coverage a.nd facilitate records disposal
in district offices some duplication, and overlap of items 
have been intentionally incorporated in this portion of 
the schedule. 

The abbreviation "FARC" is used to denote the Federal Archives 
and Records Centers operated by the General Services Adminis-
tration. 
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(AffininistrativeFiles) 

The records described in this subsection are usually

maintained in the Director's office.
 

233. Director's Subject File - This contains incoming
and outgo1ng correspo~ence from Headquarters offices, 
regional offices, State and local governments, industrial 
firms and private individuals pertaining to program 
activities, policy procedures, and rulings and decisions on 
matters and situations related to DIBA activities. 

Start a new file every year. Dispose of when 
2 years old. 

234. Administrative Subject File - This contains incoming
and outgoing correspondence pertaining to housekeeping and 
operations, such as budget, delegations of authority, funds, 
personnel, space, time and attendance reports, travel, 
requisitions for service and things and fund drives. 

Dispose when 2 years old. 

235. Conaressional Correspondence - This consists of
 
incoming fetters (records of telephone conversations)
 
and outgoing r.epU,E's to Congre s smen.
 

Dispose when 2 years old. 

236. Mana~ement Plan - Projection of how employees' time 
will be a1 oted during the fiscal year. 

Dispose when 3 years old. 

237. Personnel Folders - Personnel folders for each 
employee maintained in the manner and style of the 
official personnel folder. However, these folders 
contain only office or convenience copies of actions 
papers filed in the Official Personnel Folder wh Lch is 
maintained in the Personnel Division, DAM, Domestic and 
International Business Administration, Department of 
Commerce, Washington, D. C. 

Dispose upon separation or the transfer of subject
employee. 

238. Employee Record Card (SF-7) -
Dispose or transfer to another agency on separation
of employee. 
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239. ~Qs~tion Desc~~~ions - A description of each job

allocated to the district.
 

Dispose when position is abolished or description
is superseded. 

240. Health Unit P. H. S. - Copies of employee physical 
exams, etc. 

Dispose when 2 years old. 

241. Certificate of Elisibles - Lists of eligibles provided 
by Civ~ervice Commisslon for vacancies. 

Dispose 2 years after date of certificate. 

242. Personnel Security Clearance Status File - Showing
security clearance status of individuals, either in the 
form of lists or rosters, or as individual case files. 

Dispose of lists or rosters when supe rseded or 
obsolete; dispose of case files upon transfer or 
separation of related individual. 

243. Time and Attendance Records, Form CD-238 - Files 
accumulated in the course of processing and preparation 
of the payr oLl.. 

a.	 Filed by pay period - Dispose of 6 months after 
end of pay period. 

b.	 Filed in folders alphabetically by employee -
Start a new file at the end of the leave year,
hold 1 year and destroy. 

244. Travel - Passenger transportation records pertaining
to reimEursements to individuals, consisting of copies of 
travel orders, per diem vouchers, transportation requests, 
hotel reservations, and all supporting papers relating to 
official travel of employees, dependents, or others 
authorized to travel by law. Accountable copies of 
these papers are maintained at headquarters. 

a.	 Travel administrative unit copies - Dispose
after 2 years. 

b.	 Obligation Copies - Dispose when funds are 
obligated. 
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245. Press Ceerenc:;es - Contains formaanformation 
releases and publications, such as press releases, 
press conference transcripts, and official speeches. 

Start a new file every 2 years, hold 2 years
and destroy. 

246. Financial File - This file contains copies of the 
Personnel Resource Allocation Plan which represents the 
estimate of funds required to perform the program functions 
of the District Office" Original is forwarded to the 
Department. Also included are copies of monthly Register
of Expenditures, the original of which is forwarded to 
the Department. 

Dispose 1 year after close of fiscal year
covered by the budget. 

247. Office Space/Building Fund - Correspondence with 
GSA-PBS re space. 

Transfer to FARC when no longer needed for
 
current business. Dispose when 10 years

old.
 

248. Procurement - Orders under $25.00 - Orders for 
expendable items and other things procured on a non~ 
competitive basis. 

Dispose when 2 years old. 

249. Monthly Narrative Report of Travel Expenditures -
This file consists of a monthly narrative report to the 
Department in Washington concerning travel expenditures,
to which are attached the travel vouchers to be paid. 

Dispose 1 year after close of fiscal year. 

250. General Services and Supply - Documents relating
to the maintenance, utilization and control of office 
equipment, supplies, utilities, and space; documents 
relating to telecommunications, transportation, printing,
publication, custodial, and other services. Included 
are duplicate copies of SF-44; CD-45, Supply, Equipment
or Service Order; GSA-50, Requisition for Printing and 
Duplicating Services; Annual Report of Equipment Needs;
Space Assignment Record, GSA Form 65, bills of lading,
and the like. 

Start a new file annually, hold 1 year and
 
destroy.
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251. Machine trvice Record Car ds - Thes'are Forms CASP-59,
document1ng set'v1ce-~Ot£ice machines. 

Dispose when equipment is removed. 

252. Inventory - These are 3 x 5 cardsRe_c..o.x:d-G..ar:ds. showing
item, service number, date received, model number, cost and 
location. 

Destroy individual card when equipment is
 
disposed of.
 

253. Field Activit¥ Report Form DIB-7l0 - This is a 
District Office act1vity report ref'fect1'ng the extent of 
promotional activity, the number of firms taking initial 
export actions and dollar value, plus OITP Participation
Agreements signed during the month. Also included is a 
narrative report. Original is fonvarded to Department of 
Commerce, Washington, D. C. 

Start a new file every year and dispose when
 
2 years old.
 

254. Annual Re~ort of Selected Records Managemen~
Activities - Th1s report reflects the volume of records 
on hand at the beginning of the year, volume transferred 
to FARC, and volume disposed. Headquarter's copy is 
retained indefinitely. 

Dispose when 2 years old. 

255. Special Projects - This file consists of 'incoming 
and outg01ng correspondence regarding special projects
such as President's Program on Price Control, Guidelines 
for Dividend Payments, Industrial Energy Conservation 
Program, Environmental Statements, Federal Regional
Council, 1976 Boston Plan (American Revolution Bicen-
tennial Commission). 

Remove from active file when project is
 
completed and destroy 2 years later.
 

256. Federal Executive Board File - This file consists of 
incoming and outgoing correspondence regarding FEB activities,
copies of FEB announcements, Annual Reports, National FEB 
Bulletins and Newsletters. Also included is correspondence
regarding FEB Committee assignments and activity. 
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Start a new general file every year.
Dispose 1 year later. Retain committee
 
assignment file, and transfer to
 
successor upon completion of committee
 
assignment.
 

257. Emergency Planning File - This contains copies
of correspondence relating to administration and 
operation of the emergency planning program. 

Dispose when 2 years old. 

258. Basic Data Fact Sheet - Department of Commerce -
Sent annually to Department of Commerce. Lists area 
served, important cities, population figures, number of 
manufacturing finns, etc. 

Dispose when 5 years old. 

259. Director's Program Records on Associate Offices -
This contains incoming and outgoing correspondence generated
or received by the Director pertaining to DIBA activities 
involving Associate Offices and associations such as Area 
Councils for economic development and Chambers of Commerce. 
Also contains correspondence regarding Federal Procurement 
Conferences and State organizations for purpose of 
generating business opportunities \vithin th2 community. 

Dispose when 2 years old except for initial
 
Agreement.
 

(Domestic Trade Program Area) 

260. Subject File - Contains copies of incoming and outgoing
correspon ence with Department Headquarters and industrial 
finns pertaining to program activities, policy, procedure,
and rulings and decisions on matters related to various 
projects such as Industrial Energy Conservation Program,
selected industries, business opportunity conference,
trade shO\vs, and National Alliance of Businessmen. 

Start a new file every year. Retire to FARC
 
1 year later and dispose when 10 years old.
 

261. o~erational Plans File - This file contains copies
of thennual Operational Plan and Allocation of Resources 
for Program Implementation. These reports are submitted 
annually to Department Headquarters. Also included in 
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the file is t1-.Domestic Trade operationa.Plan which 
is submitted quarterly to Department Headquarters. 

Dispose I year after close of fiscal year. 

262. Area Abstract Report - This report, submitted 
annually to the Office GrField Operations, DIBA, lists 
population and monetary data regarding business activity
in the district, as well as international trade activity. 

Start a new'file every 5 years, transfer'to FARC 
1 year later. Dispose of when 10 years old. 

263. Subscription File - Copies of correspondence and 
copies of purchase orders, CD-45, covering subscriptions
for various publications and replacements for Commerce 
pub l Lca t Loris . 

Cut off annually, hold 1 year, and d~spose. 

264. Transmittals and Re uests for Information/Publications -
This fIle contains cop~es 0 transmlttal etters orwar ~ng
news releases and publicity to radio and T/V News Directors, 
as well as transmitting Commerce publications, and requests
for information and/or publications. 

Dispose when 1 year old. 

265. Field Activity Re~ort, Form DIB-7l0 - This is a 
monthly report submitte to Commerce Department HQ reflecting 
contacts, seminars, business calls, trade leads, export
promotion data, and agreements signed. Sometimes prepared
as a feeder report to be incorporated in the report prepared
in the Director's office. 

Start a new file eve ry year and dispose when 2
 
years old.
 

266. Report of Field Calls - Form DIB-700, Business Calls 
Report includes name of firm visited, date, and subject
discussed. Original is submitted to Commerce HQ monthly. 

Dispose when 2 years old. 

267. RetOrt on Forums, Conferences, and Seminars - Contains 
copies 0- Form DIB-701, submitted to Commerce HQ monthly, 
indicating sponsorship or participation in above meetings
in the business community. 

Dispose when 2 years old. 
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•268. Fact Sheet on Are~ Served - This is a narrative 
repori submitted to Con@erce HQ annually, providing
historical data on area covered by the district office. 
This report describes the economic, employment, and 
business conditions prevailing in the area. 

Dispose when superseded. 

269. Request for Publications. FD-28 - These forms 
cover requests made to HQ for publications.COIThllerCe
Date of receipt is noted on copy of FO-28 which is 
then filed. 

Start a new file every year, and dispose 1 
year later. 

270. Mailin~ Lists - These lists are maintained by
commodity an are used for mailings originating in 
the activity. 

Dispose when superseded or obsolete. 

271. Industrial Mobilization File - TI1is file contains 
correspondence to and from members of Executive Reserve 
Program regarding nominations for participation in the 
program, staffing pattern, attendance at conferences,
and operation of the program. 

Dispose when 5 years old. 

272. Emergency Planning File -
a.	 Correspondence files relating to the 

administration and operation of the 
emergency planning program. 

Dispose when 2 years old. 

b.	 Case file consisting of a record copy
of each plan as directed, with related 
background papers. 

Move inactive file when superseded or 
obsolete to closed files. Transfer 
to FARC when no longer needed for 
current business. Dispose when 10 
years old. 

c. Copies of plans and directives, other than 
those maintained in case files described above. 
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Dispose when superseded or obsolete. 

RepSLrt of Operations Tests. ~dMf<'..t 4 I-~.;~¥ft-jI~f. ~ ~ud-.IA/ 4~~.	 1'. 
-VI"'"	 Permanent. Trans fer to FARC when no #'.t1 .. j..,l; tlA--I"V.! 

loqger needed for cv~rent business. ~~ 
frl'~ --z...o 7.~ ~-, 

e.	 Operations Test Files - Consists of papers 
accumulating from tests conducted under 
emergency plans such as instructions to 
members participating in the tests, staffing 
assignments, messages, tests of communicatioils 
and facilities, and returned copies of reports. 

Dispose when 3 years old. 

273. District Export Council (DEC Association - Mailing

list ~f association 0 f1ces. 1S 1st 1S rev1sed and
 
updated once a year. D.E.C. minutes, correspon~nce,

semfnar pr,oceedi9.gs,~tc_., are also included. ~e-dL-
tiLj/~~	 tut ~, 

Permanent. Trans fer to FARC when no Longe r ~ 
needed for current bus iness. C) I¥p../~ ~$" /f../A...-...-
-z<:)	 '1fU..A.A I-U ' 

274. Teletypes - Record (register) of all teletype

messages receIVed during current fiscal year.
 

Dispose wlien J	 year-s old. 

(International	 Trade Program Area) 

275. Trade Opportunities Subject File - Correspondence
generated or received by a district office regarding trade 
opportunities with foreign firms. Includes correspondence
directed to American Embassies regarding trade program under 
their jurisdiction. Also includes Form D.I.B.-27P, U.S. 
Trade Opportunity. 

Start a new file every year. Dispose when 
2 years old. 

276. Promotional Subject File - Correspondence generated
 
or received regarding promotional meetings such as World
 
Trade Conferences, Export Clearance Meetings and Export

Harketing and Promotion Workshops. Includes Form D. 1.B.-
701, Report on Forums, Conferences, and Seminars.
 

Start a new file every year. Dispose when 
2 years old. 
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~77: .Co~nlany Correspon~ence - Correspondence w Lth 
1nd1vJ_Gua companies-rI1~n alphabetical order by 
company name. 

Dispose when 2 years old. 

278. International Business Information - Correspondence,
advertising brochures, other informat10n from companies 
interested in engaging in international business. Filed 
in alphabetical order. 

Hold and dispose of superseded or obsolete
 
material at the end of each year.
 

279. Commerce Notes - This information, published 
monthly by-oistrict offices, contains items of interest 
to activities participating in the DIEA program. These 
notes are mailed to banks, Chambers of COD@erce, industrial 
firms, transportation companies, etc. 

Start a new file every year. Dispose I year 
later. 

280. Maillng Lists These are copies of mailing lists 
for distributing information to T/V, Radio Stations,
Newspapers, Chambers of Commerce, Export Managers, Airlines 
and Steamship companies, 

Dispose when superseded. 

281. "E" Award and liEStar" Award File - This contains
 
correspondence between district offices and industrial.
 
firms regarding President's "E" Award for participation
 
in export programs. Includes copies of D. 1.B.-476, ,-''6,
 

A plication for President's "E" Award for Ex ort Ex ansion
 
an Form D .. B.- 3, rmer1can nternationa Tra ers In ex.
 
Also included is Notification of Scheduling of an "E"
 
Award Ceremony. Application is forwarded to Commerce HQ,
 
where record copy is kept. Filed in individual folders
 
alphabetically by company.
 

Start a new file every 5 years. Dispose

2 years later.
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282. "E" Awar'Al[l;lications Withdrawn Fi! - These 
are copies of app lcatlons which have been denied 
because of the failure of the applicant to meet the 
criteria. 

Dispose when 2 years old. 

283. Pro9ram Subject File - This consists of incoming
and outgolng correspondence with various activities 
concerning the overall program, and information regarding
International m1port Certificate, Form FC-826/IRS 4522. 

Start a new file every year. Dispose when
 
2 years old.
 

284. Trade Fairs - Trade Mission Case File - This 
file cont ai.nscorrespondence \vith participants on 
domestic and foreign Fairs and Missions, filed alphabeti-
cally by City and Industry Organized Trade Missions. 

Start a new file every year. Dispose

when 2 years old.
 

285. Trade Center Case File - Includes copies of 
correspondence with participants regarding Trade Centers. 
Filed by Centers and then by date. 

Sta.rt a new file ever y y ear . Dispose when
 
2 years old.
 

286. Field Visit Report File - Form D.I.B.-700, Business 
Calls Report. Includes name of firms visited, address, 
date and subject discussed. Originals filed by date. 
Copy is respective Trade Specialist's folder. 

Start a new file every year. Dispose when
 
2 years old.
 

287. Field Activit~ Reaort, Form D.I.Bo-710 - This is a 
monthly report submltte to Commerce Department, HQ reflecting
contacts, seminars, business calls, trade leads, export 
promotion data. Feeder reports are consolidated in report 
prepared in the Director's office. 

Start a new file every year. Dispose when
 
2 years old.
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288. B.-I.C. Conference Subject File - Contains copies
of correspondence filed by activity under Bureau of 
International Commer-ce regarding con fererices , inter-
national trade and investment, and export control 
regulations. 

Start a new file every year. Dispose when
 
2 years old.
 

289. Visitors File - Contains correspondence generated 
or received regarding foreign visitors. 

Start a new file every year. Dispose when
 
2 years old.
 

290. Foreign Consulates and Embassies Subject File -
Contains copies of correspondence with foreign consulates 
and embassies on subjects such as, Commerce Newsletter 
service, and export promotion multiplier program. 

Start a new file every year. Dispose when
 
3 years old.
 

291. Re~ort on Sales File - Agents' report of sales is 
forwarde monthly to the Office of Field Operations,
Commerce Department, with two copies of Form FO-10S,
Receipt for Sale of Processed. 

292. Publications. One copy is returned to the district 
office for recordo Daily Publications Register, FO-6, is 
also contained in this file. 

Start a new file every year. Dispose 2
 
years later.
 

293. Trade Complaints File - Contains correspondence
generated or received in district office regarding trade 
adjustment cases (complaints). Complaint is forwarded to 
Export Information and Services, B.I.C. who forwards 
complaint to Emba.ssy involved. The foreign firm involved 
is contacted by Embassy, who reports results of investi-
gation back to Field Office for transmission to complainant. 

Start a new file every year. Dispose I
 
year later.
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• 294. Foreign Trade E~ents Fi~~ - This file contains 
correspondence, press releases, notices of meetings 
for Foreign Trade Events and Association meetings.
Filed by type of meeting (activity).' 

Start a new file every year. Dispose 2
 
years later.
 

295. Form DIB-70l File - DIB-70l, Report of Forums,
Conferences, and Seminars, documents sponsorship or 
attendance at such funct~ons by the Trade Specialists.
Originals are filed here, and activity is reported monthly 
to Commerce HQ on Form DIB-7l0. 

Start a new file every year. Dispose 2
 
years later.
 

296. Departmental or Foreign Visitors File - This file 
contains copies of correspondence addressea to industrial 
firms advising of impending visit, including copy of 
visitor's schedule. 

Start a new file every year. Dispose 2
 
years later.
 

297. Report of Global Marketing Interview File - This 
file contains original and copies of Form L\-1092, Report 
of Global Marketing Interview. Information is also 
contained on Target Inaustry Card File. 

Dispose when 2 years old. 

298. Target Industry Card File - These are 5 X 8" cards 
furnished by Commerce Department from the A~erican Inter~ 
national Traders Index, showing industry, address, number 
of employees, and general background information of selected 
industries involved in the expansion of U.S. export program. 
These cards are annotated wheneve r any activity occurs 
regarding these industries (visits, trade fairs, promotion 
programs~ etc.) and are filed: 

1. Alphabetically by name (master file) 
2. Zip Code 
3. Alphabetically by target industry. 
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• Remove card when industry is no longer
designated as a target industry and 
transfer to inactive file. Close inactive 
file every 2 years and dispose 2 years later. 

299. ~ent Distributor Service Case File - This file 
contains copies of correspondence and copies of Form DIB-
424P, Re uest for A,ent Distributor Service, submitted by
U.S. 1rms 1nterested 1n ocatl.ng potential agents or dis-
tributors in foreign markets. DIB-L~24P is forwarded to 
Commerce Department for processing to overseas post.
When reply is received~ case is considered closed. This 
file is kept alphabetically by company. 

Transfer closed cases to inactive file. Cut 
off inactive file every year and dispose 2 
years later. 

300. Overseas Visits by American Businessmen File -
Contains correspondence and copi~s of Announcement of 
Intended Visit by American Businessmen. 1bis file is 
duplicated in Commerce Department) Wh1Ch notifies Embassies. 

Start a new file every year. Dispose 2 years later. 

301. American International Traders Index File - Contains 
copies of cGrreSpouc1e.l1Ce Fozrn Americanand DIB-4';j,
International Traders Index. DIB-473 is submitted by
U.S. firms interested in receiving information regarding
marketing, business opportunities, and assistance involving
international trade. As a result of the submission of IA-57,
the Commerce Department issues the three sets of 5 x 8" 
AITI cards noted in Target Industry Card File above. 

Start a new file every year. Dispose 2 ye.ars 
later. 

302. Exhibitions File - This contains incoming and outgoing
correspondence and schedules for assigned and pending trade 
exhibitions filed by date. 

Start a new file every year. Dispose 2 years 
later. 

303. Export Awareness Advertisina Follow-up File - This 
file contains copies of Form-rA-1099, made as a result 
of Trade Specialist's visit to industrial firms participating
in export activities. Original and copy are forwarded to 
Commerce HQ. 
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Start a new file every year. Dispose 2
 
years later.
 

304. TEAM Export E~pansion Program File - Includes copies
of incoming and outgoing corresponaence regarding educational 
aid in conducting market surveys. District Office notifies 
Commerce HQ of availability of student after contacting
local universities. 

Start a new file every year. Dispose 2
 
years later.
 

305. Marketing Information Subject File - This file 
contains printed material such as Export Harket Digests,
Economic Trend Report, U.S. Foreign Trade Schedules,
Patents and Trademarks Data, Investment Lists, \Alorld 
Trade Bulletins, U.S. Tariff Information. 

Dispose when superseded. 

306. Fordi~n Trade Report - A series of Monthly and Annual 
Import~ xport Stat~sfIcs (printout) developed by 
Commerce Department, Bureau of the Census, filed chronologically
by month and year of issue. 

Retain monthly sets in office until annual
 
summary is published then destroY. Retain
 
annualJ summaries for 2 previous census years.

May be forwarded to FARC for 3 additional
 
census years then destroy.
 

Nonrecord Material - No employee or official of the Federal 
Government may destroy or alienate Federal records without 
an authorization issued in accordance with the Records 
Disposal Act and applicable regulations. By definition 
certain materials such as printed and processed materials, 
duplicate copies, etc. are exempt from the requirement 
and may be destroyed by the holder on his own authority
without reference to any outside individual or organization
unit. 

A considerable volume of nonrecord secondary source materials 
are accumulated by the staff of OFO. These materials are 
essential to accomplish the mission of the office. Neverthe-
less, the constant accumulation of this material poses a 
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 problem that can only be resolved by regular application

of a common ground rule by all professional and super-
visoryemployees. Accordingly, no nonrecord secondary
source material over five years old shall be retained 
by any organization unit of the Domestic and International 
Business Administration, except the last issue of a 
publication that is printed and except last issues of 
publications issued to cover a period of two years or 
longer. 

Although it is incomplete, the following list of nonrecord 
materials, with a suggested retention period for each item,
is offered to help the user distinguish between record and 
nonrecord materials, and to help him to dispose of nonrecord 
1tems as soon as they are eligible. 

Bureau of the Census Publications: 

o	 Current Population RetOrts - Statistical reports,
arranged ntwerical1y y report number. Published 
periodically. 

Retain 3 years and destroy or send to 
public library. 

o	 Congressional District Census Statistics - Published 
annually and arranged alnhabet:LcAllv hy state. 

~	 • J 

Destroy when the next issue is received. 

o	 Annual Survey of Manufacturers - Issued annually and 
organized by series number. 

Retain last 3 survey reports. 

o	 Census of Fisheries and Minerals - Filed alphabetically
by state. Published every 5 years. 

Retain last 2 census reports and destroy or 
forward older copies to public library. 

o	 Current Construction Reports - Statistics on 
construction and housing filed numerically by
"c" number sequence. 

Retain monthly issuances until annual summary
is received then destroy. Retain annual 
summaries 3 years and destroy or forward to 
public library. 
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o	 Transportation Census Reports - Published in 2 
parts every S- years. One part arranged by state 
and second part by com~odity grouping. 

Retain last 2 census reports. 

o	 Housin&_Census Statistics and Population Census 
Statistics - Supplementary reports, issued 
periodically to update the last decennial census. 
File by report number. 

Retain 10 years, or until receipt of next 
decennial census. 

o	 Census of Governments - 5 year report, by state 
and subject. 

Retain last 2 census reports. 

o	 Census of Population and Housing - The paperbound 
copTes of the 1970 decennial census. 

When hardbound copy is received, discard all 
except for copies of 5 state region which may
be retained for working file. 

o ~~.r:..~y_Bu.~~_l].e~~ ... Issued annually Pat~~~Ec~ and L~led alphabetlcally oy state. 

Retain 3 years and destroy or forward to 
public library. 

o	 Census of Manufacturers - Published in 2 parts every 5 years by Bureau of the Census. Part 1 filed 
alphabetically by state, and part 2 filed numerically 
by SIC Code. 

Retain last 2 reports then forwar-d to public
library or destroy. 

o	 Census of Construction Industries - Issued in 2 parts
every 5 years and filed alphabetically by state, and 
by subject. 

Retain last 2 reports then forward to public
library or destroy. 
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o	 Business Census - Issued every 5 years by
Bureau of the Census. Initial distribution 
in paperbound fo Ll.owed by hardbound sets. 
Filed alphabetically by state. 

Retain last 2 hardbound sets then fo rwa rd 
to public library or destroy. Retain 
paperbound set of current census for 5 
regional states (Washington, Oregon,
Alaska, Idaho, and Montana) and U.S. 
Summary for working file. 

o	 State and Local Governments Finance - Report
published perlodically and filed by series 
number. 

Retain 2 years and destroy. 

o	 Local Government Empl0J7I!lent- Statistics published
periodically and by ser1es number. 

Retain 2 years and destroy. 

o	 Retail and Wholesale Trade Re£orts - A compilation
of monthly and annual statist1cs filed chronologically
by date. 

Retain 3 years and destroy or forward to 
public library. 

o	 Census Use Studies - A special one-time report
cover1ng a var1ety of subjects such as computer
mapping, family health survey, schools, etc. 

Retain one copy indefinitely. Forward extra 
copies to public library. 

o	 Statistical Abstract - Issued annually. Contains a 
compilation of-international statistics from numerous 
sources. Similar to World Almanac. 

Retain latest 3 issued. Destroy old issues 
or donate to public library. 
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e 
Other Public2tions: • 

o	 Weekly Compi.lation of Presidential Docl1ments -
Filed chronologically by date of issue.
 

Retain 2 years and destroy. 

o	 Federal Register - Issued daily and filed chrono-
logically. 

Retain current year's issues only. Discard 
previous year's. 

o	 Commercial Standards - Issued periodically by
 
National Bureau of Standards, filed numerically
 
by report nmnber.
 

Retain until superseded then discard. 

o	 Press Releases and Bulletins - These are informational 
materials received from varIous sources. 

Retain latest 6 issues and dispose of all 
others. 

Other Nonrecor~ Material: 

o	 Brochures and miscellaneous infonnation received 
from various state government agencles. Organized
by state and by name of agency within. 

Review and purge files of obsolete material 
every 3 months. 

o	 Subscription materials, such as copies of magazines, 
periodicals, trade journals and the like. 

Purge obsolete material every 3 
months. 

o	 Domestic Collation File - Miscellaneous gatherings
ot intonnational material, arranged alphabetically 
by subject or topic. The source of this is from 
Federal government agencies, State agencies, news 
clippings, reports, Laws , special studies, 
universities and the like.. 
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Rev Lew and purge files of obsolete 
material once a year. 

o	 Brochures and f>J2ecialstudies published by service
 
firms such as-banks, transportation industries,

manufacturers, and the like.
 

Destroy when they have served their 
purpose. 

o	 Country Files - Overseas business reports, economic
 
trends, reports, and general interest articles
 
affecting International Commerce. These files
 
are usually organized under main subheadings

such as Economic Conditions, Tariff Controls,

Taxation, basic laws within each country.
 

Review and purge files of obsolete material 
every 3 months. 

o	 International Collation Files - Miscellaneous
 
general interest material pertaining to individual
 
countries such as business opportunities, projected

growth, trends and the like.
 

Purge files of obsolete material every
3 months. 

o	 EXtort Mailin~ List - Reference copies of
 
pu lication 0 foreign firms which can be used
 
for contact purposes. Comingled with these
 
however, are extra sale copies of each publication.
 

Purge file of obsolete material every 3 
months. 

No effort has been made to list the majority of 
Department of Commerce pUblications which interest 
OFO, since the staff members concerned with them 
are very knowledgeable of the purpose and usefulness 
of those publications. 

ALL UNITS 

Office of Field Operations 

The retention periods provided for records described hereunder 
shall apply wherever they are found in the Office of Field 
Operations unless the item is attributed to a specific organi-
zation unit and described thereunder in the body of this schedule. 
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307. National Security Classified Documents - TI1ese are 
documents withheld from any but authorized inspection
because they contain information that must be protected
to maintain the national security. To provide such 
protection of their subject content, 'these documents are 
filed in special equipment separate from open papers, if 
there are any, that relate to the same function or matter. 

Almost without exception, the security classified material 
accumulating in the Office of Field Operations may be 
categorized in terms of the action(s) and responsibilities 
undertaken by the Office as a result of such material. 

a. Documents security classified by the Office: 

1.	 Copy kept in classifying office - Make 
disposition in accordance with retention 
period prescribed for the open file in 
wh Lch it would have been filed if it had 
been unclassified. 

2.	 Information and supporting action copies
in all other offices or units - Burn when 
the transaction is c Losed , or when the 
need to know has been satisfied, which-
ever is the case. 

b.	 Documents classified hy and receivea Irom oLner 
Government agencies or other elements of the 
Department: 

1.	 Documents on which the Office took significant
substantive action(s) - Make disposition in 
accordance with the retention period prescribed 
for open file, described herein, with which 
they wou Ld have been filed if they had been 
unclassified. 

2.	 Information copies - Burn when the need to 
know has been satisfied. 

308. " "Tickler " or "Sus ense" 
File - ese are extr& cop1es or correspon ence ma1nta1ne 
ror-convenient reference or to flag a due date for an action. 
In some cases, the extra copies are removed from such files 
and used for cross-reference and other purposes in subject 
files. This, of course, liquidates the extra copy file. 
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e 
a. Legislative Chronological Files -~~~~ . d 

for	 disposaJ..... ~s;;: l~ ~. 
b.	 All Others Not Described Elsewhere - Dispose

when one year old. 

309. Reproducibles File - This includes manuscripts
(camera copy); paper, photographic, and various other 
types of plates or media used to reproduce multiple copies 
of documents for distribution. 

Dispose when no longer needed for
 
reprinting.
 

310. Receipts for Classified Material - These are copies
of a receipt form on which classified material is described 
and is signed by the person receiving the material. 

Dispose when 2 years old. 

311. Records fLogs of Hail or Telephone Calls - These 
consist of daily records of maL[ and telephone calls 
handled. 

Dispose when one year old. 

312. P:;'-eSS ~	 Speeclh':!s TestimoniesReleases StateI"tlent5, aUG -
These are information copies ot the items specified in the 
title except those specifically listed under an appropriate
organizational unit in the schedule. They are used as 
precendents and for other reference purposes. A record 
copy of this material is maintained as long as necessary
in the office of origin. 

Dispose when 2 years oldo 
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BUREAU OF INTERNATIONAL ECON0l1IC POLICY AND RESEARCH 

The Bureau of International Econcmic Policy and Research 
conducts economic research and analyses to: 

(1)	 Achieve a competitive domestic economic 
environment to 's tIrnuLat;e inves tment and 
productivity and dampen inflation, 

(2)	 Participate in developing a viable supportive
international mone rar y system, 

(3)	 Reduce tariff and non-tariff barriers that 
impede u.S. access to foreign markets, 

(4)	 Promote exports by motivating, assisting, and 
informi.ng more U.S. firms to achieve greater
export activity, and 

(5)	 Contribute to energy policy development,
stimulate production and the development of 
new energy resources. 

Studies and forecasts produced by the Bureau are not desjgned
for current decision making or policy development but rather 
are aimed at providing a concrete contribution to policies
that will govern the competitiveness in world markets and 
in the international economic environment. 

Office of the D2puty Assistant. Secretary 

The Office of the Deputy Assistant Secretary assists the 
Assist-ant Secretary for DIBA in the research, analysis, and 
formulation of international economic and commercial programs
and policies relating to trade, competitive assessment, and 
Lnve stment and finance. The 0 ffice initiates and r cv i.ews 
trade research studies and represents the Department of 
Commerce in international trade negotiations. 

313. International Economic and Trade p~~ Subject File -
Documentation pertaining to the internat10na economy, balance 
of payments, International Monetary System, trade policies,
trade barriers, export financing, loans and other economic 
matters. 
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The file also contains papers arranged under topical
headings pertaining to current deveLopmcnt s of the program 
and ongoing or proposed research ~rojects.

(.,.fl- . 
(1)~ &	 .... Permanent - Start a new file every 5 years, -' 

/\.J} ~ 19 IVv' retire to BTRS and transfer to '..JNRC2 years 
e{~ later, and offer to the National Archives 

when 20 years oJ.d. 

314. Committee and Meetings File - This contains papers
genera-~or collected by. the Deputy Assistant Secretary
as a result of his membership on or special interest in 
various committees. Included are membership lists, agenda, 
minutes and reports and releases produced by some of the 
committees. 

Also included are agenda, minutes, transactions and similar 
papers generated at meet i9...gs .tl:te Assistant in wh~.h Deputy
Secretary ..participated. ~d. / 'r//G. J rMe.<---h~/· ~ ....I-vv' 

~,~~.	 / 
I (,,/t.	 Permanent - Retire to BTRS when no longer needed 

for current business and transfer to WNRC I year 
later. Offer to the National Archives when 20 
years old. 

315. Administrative Subject File - These are office.copies
of papers- on su~matter's- as budget, arrangements for 
conferences, production reports, projec~ controls and 
descriptions, applications for positions, staffing,
personnel actions, requisitions for services and things,
time and attendance reports, travel, work assignments
and the like. 

Dispose	 when 3 years old. 

I~~ERNATIONAL TRADE ANALYSIS STAFF 

The International Trade Analysis Staff is a staff office 
in International Economic Policy and Research. The Inter-
national Trade Analysis Staff is composed of a Director's 
Office and four sections. The four sections are the Foreign
Trade Statistics Branch, Statistical Analysis Branch, Horld 
Trade Branch, and the U.S. Trade Branch. 
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The International Trade Analysis Staff provides economoic 
analvsis and comnilation of statistical information 
conc~rning the f~reign trade of the United States and 
other nations. Efforts include the analysis of trends 
in U.S. foreign trade, application of econometric models 
in forecasting of U.S. exports and imports, preparation
of special analyses on foreign trade flows, evaluating
shifts in U.S. share of foreign markets, compiling and 
publishing data and trend reports on trade between the 
free world and Communist areas, and collecting and 
publishing information on factors influencing American 
and world trade. The data developed by the International 
Trade Analysis Staff are used by Government and industry
officials in formulating policies and planning future 
courses of action in foreign trade. 

Director's Office 

316. Director's Program Subject File - Contains data 
pertain~ng to such areas as commodity costs and volumes, 
currency values, economic and trade programs, export
promotion, and legislation. Records consist of corres-
pondence, memos, charts, and articles. 

Move active folders forward. Dispose of all 
others when 2 years old. 

317. Administrative Subject File - Contains office copies
of the usual housekeeping papers on such matters as budget
submittals, purchase requisitions, personnel training
authorizations, job descriptions, press releases, speeches,
and travel vouchers. 

Dispose when 2 years old. 

318. Chronolotical File - Contains a copy of each outgoing
item prepared y the Director and the Director's immediate 
staff. File is arranged chronologically and is used for 
convenience of reference. 

Dispose when 2 years old. 

319. Project Control Files - Contains data relating to 
request for and the assignment and control of statistical 
surveys and evaluations. Records consist primarily of 
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correspondence and memos pertaining to job assignments, 
cost estimates, schedules, progress, findings and conclu-
sions. 

Dispose 3 years after completion of project. 

320. Annual Report to Congress on U.S. and Foreign Export/
Import Transactions - Summary and evaluation of u.S. ana-
foreign exporting and importing data for Congressional
rT~iew. Pre~ared and sFbm~tted annually to Congress.~~
/-J 7.pJv~ ~ ~vv ~ IJ/'<:- '2 .r:"

f Permanent. Retire to BfRs when 10 years
/-/()J /~p-~. , old, and transfer to Wl\TRC5 years later. 

, .i i»> Offer to the National Archives when 30 
~~~ 7 years old. 

(Foreign Trade Statistics Branch) 

321. Section Management File - Contains data relating to 
U.S. and foreign export/import activities and general
office management. Reccrds cover such subjects as 
economic indicators, currency exchange, report formats,
statisti~al methods, time and attendance, personnel
training, and directives. 

Start a new file each year. Dispose when 3 
years old. 

322. Technical Reference Files - Books, journals, charts,
logs, graphs, maps, magazlnes, schedules, and tables 
containing information relating to such things as methodology,
routes, codes~ rules, standard practices, notes, laws, and 
sunnnaries of past events. 

Dispose when no longer needed for current 
business. 

323. Airgrams - Messages received from foreign posts
covering such subjects as commodity sales/purchases,
shipment quantities and values, and types of transport. 

Dispose when 2 years old. 

324. Workpapers - Handwritten tabulations, adding machine 
tapes, report drafts, notes, computer runs, newspaper
clips, and similar papers used in the assembly and compu-
tation of data for the evaluation and analysis of foreign
trade. 
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Dispose 1 year after completion of project
or report. 

325. CommodityfCountrv Cumulative Export/Import Data 
Cards - Data cards usect-to enter annual or year-end
cumulative quantity and value figures on commodity exports
and imports. 

Dispose after they have served their purpose. 

326. Harket Share Renorts - Renorts showing U.S. share 
Lof world import/export marlcet. Provides relative type

data on con~odities sold to and/or purchased from foreign
countries by year. Reports made by country and contrasts 
U.So actions in that country with other ~ nations.~~eA..4 u.-u-r'l Iv '1 i ~rv)Jvt/ ~~~ A.r ??~ ~~ , ry I
 

I I Permanent. Retire to BTRS when 10 years old,

Vip",Z;/c/c,. and transfer to the hTNRC 5 years later. Offer
 

""'_, Z7"(o/"" to the National Archives when 30 years old.
efTV ~ ~ 
327. Market Share Report Corres~ondence - Correspondence
with the United Nations and fore~gn countries regarding
the availability, reliability, processing, distribution,
and cost of report data. 

Dispose when 2 years old. 

(Printouts) 

328. United Nations Export/lmEort Data Printouts - Export/
Import data collected from foreign countries and processed,
printed, and delivered to the Department of Commerce by the 
UN under contract. Reports cover the type, quantity, and 
value of commodities exported and imported by foreign 
countries. Data usedto calculate U.S. share of the world 
market. 

Dispose after they have served their purpose. 

329. country-b,-commodity Series Annual Reports - Reports
made for some 8 foreign countries shmving the quantity,
value, and destinatjon/oriE~ of trading act~ty on about 
880 commodities. #t¥AMfut' ...t1N~~ 4/'~tduv~1t1v'l.J· dy~c., 

{;.f, Permanent. Retire to BTRS when 10 years old,
dlP~ / c and transfer to the WNRC 5 years later. Offer
 
V .L t 6t J to the National Archives when 30 years old.
tpJ~ '1' 
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!atisticdl Analysis BranCh' 

330. Section Management File - Contains data relating
to U.S. and forei.gn export/import activities and general
office management. Records cover such subjects as 
economic indicators, currency exchange, report formats,
statistical methods, time and attendance, personnel
training, and directives. 

Start a new file each year. Dispose when 
3 years old. 

331. HorkI;apers - Job specifications, handwritten tabula-
tions, add~ng machine tapes, report drafts, notes, computer
runs, ne\Vspaper clips, and similar papers used in the 
assembly and computation of data for the evaluation and 
analysis of foreign trade. 

Dispose I year after completion of project
or report. 

332. Classified
 
to an rom ore~gn post

export/import data.
 

Dispose when 3 years old. 

'133• T.To knanc .....1.'-1..,1 .L "...4.-}.I,.~I,.&. ~ 1 Re no r t'....." t; i-." ConfYI"OC __ - Nc... t__ e s 0 t·'n,,",U'" ..... ,..J "'I.J... .... ~ " VLA. L"- -'-' £. .. o.a.. C _ 

calculat~ons, extracts nom printouts, summary drafts 
and similar papers used in developing the Section1s 
input to the report to Congress. 

Dispose when 3 years old. 

334. U.S. Department of Commerce - "INTERNATIONAL ECONOMIC 
Ii'-.'1)ICA'.tDRSAND CONPSTITIVE TRENDS" ~ A quarterly publication
presenting a wide variety of comparative economic statistics 
for the United States and seven major competitor nations. 
Report presents a review of economic prospects and trends,
changes in kel~~~?~omic ~ndi~tors,~~d basic data for 

I indicators. ~~d!. c/~~j~ ~ r,v../~,
~ Iy C.r Permanent. Retire one copy of each issue 

~ to BTRS when 5 years old and transfer to 
~ Itt. WNRC 2 years later. Offer to the National 

Archives when 30 years old. 
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(Printouts) 

335. Bureau of the Census Printouts of Export and 
Import Data - Computer generated monthly and annual 
reports or-U.S. exports and imports data compiled and 
printed in a variety of report formats by the Bureau 
of the Census. Reports present many arrangements of 
such factors as commodity description, quantity, weight,
value, type of transport, and country of origin or 
destination. File contains about 20 printouts such 
as: 

1.	 FT 4l0-U.S. Exports - Value of Schedule B 
Groupings of Commodities-Domestic Merchandise 

2.	 EM 571 (F.a.s. Value)-U.S. Exports - Schedule B 
Number by End-Use Category 

3.	 IM 171 (F.a.s. Value)-U.S. General Imports - In 
terms of 4 digit End-Use Categories by Selected 
Areas or Countries of Origin 

Duplicate microfilm copies are received for some but not 
all printouts received from Census. Census retains these 
records for 5 years from date of origin. Statistical 
Analysis Section f~equently needs them for longer periods. 

a.	 Printouts (Duplicate Microfilm Co£y Available) -
D1spose after receipt of current 1ssue. 

b.	 Printouts (No Duplicate Microfilm Copy) - Send 
to SHA when 3 years old and transfer to the ~~~C 
1 year later. Dispose when 7 years old. 

c.	 Microfilm Copies of Printouts - Send to SHA 
when 3 years old and transfer to WNRC 3 years
later. Dispose when 10 years old. 

(World Trade Branch) 

336. Section Service Data File - Contains information on 
U.S. and foreign trade activities. Records consist of 
charts and tables on exports and imports, articles from 
journals, newspaper clippings, newsletters from banks and 
financial research institutions, information notes from 
other federal agencies, foreign trade development publi-
cations, and annotated bibliographies. 

Dispose when they have served their purpose. 
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337. ~irgra~!s - Copies of messages from foreign posts
and in-ormat1~n services pertaining to foreign trade 
and currency. 

Dispose when 2 years old. 

338. ~ecial Foreign~~.~ ECOi.l0micStudies - Reviews,
evaluat10ns, and project10ns on current happenings and 
events in the area of foreign trade. One time reports
made on such subjects as "Measurement of Export Shares 
in World Market," and "Effects of Price Controls on U.S. 
Exports." 

Retire to BTRS when 10 years old and transfer 
to WNRC 2 years later. Dispose when 25 years
old. 

339. NewspapeY-'Articles for "CorrnnerceToday" - Periodic 
reports covering such areas of foreign trade-as new 
developments and trends, U.S. share of world market,
and effects of energy crisis on world trade. File 
includes workpapers and drafts. 

Dispose when 2 years old. 

340. Trade Agreement Program of the President-Annual 
Re1)ort - A survey of world tra~J:evelopmentsA in the year
and prospects for the future. r:ry ~<-d. ~ #.~,. 

/: 1"'-'· Permanent. Retire to ETRS \\Then10 years oldflY ~ (9 and	 transfer to WNRC 2 years later. Offer to 
0t..-y$ rt.~ the National Archives when 30 years old.t';rtf -;- 'I ;-IA-. 

~	 341. Workpaper for Trade A?reement Pro ram of the President-
Ann~l~l ReDQ~t - Notes, computer runs, ca cu at10ns, ra ts 
and similar papers used in developing the annual report. 

Dispose when 2 years old. 

(U.S. Trade Branch) 

342. Trade Section Subject Fi.le - Contains information on 
various:Pfiases of forelCgn tra~and methods used in analy-
sis. File contains such records as newspaper and magazine
articles on trade happenings, newsletters, articles and 
handbooks on methods, and reports on commodities. 

Dispose when they have served their purpose. 
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343. Trade Section Administrative File - Contains data 
pertaiiiTiig to the general management and housekeeping
chores of the Section. Records consist of such items 
as position descriptions, budget notes, time and attendance 
reports, travel vouchers, and purchase orders. 

Dispose	 when 2 years old. 

344. Newspaper Articles for "Commerce Today" - Six to 
seven articles a year perta1n1ng to currency exchange
rates and foreign trade trends, and a regular semi-
annual article on the "Outlook for Foreign Trade." 
File includes workpapers and drafts. 

Dispose when 2 years old. 

3q·5. Historical 
-

Time Series - Monthly Exchange Rates 
-in Index	 Form An annual report presenting monthly

exchange rates (in index form) for 67 countries in the 
Section I s exchange rate model. Also trade-weighted
averages are presented ~;he 67 cj}~~tries and 14 
industrial countries. ~~-G-,( ~-7 ~~. 

/ c . /.	 Permanent. Retire to BTRS when 10 years
old and transfer to W}ffiC2 years later. 
Offer to the National Archives when 30 
years old. 

346. Measures of Exchange Rate Change in the U.S. 
Dollars-Monthl, Report - Presents percentage changes in 
the value of 6 foreign currencies in relation to U.S. 
dollar and the trade-weighted average value of the 
dollar for current month. 

Retire to BTRS when 5 years old and transfer 
to HNRC 3 years later. Dispose when 15 years
old. 

347. Measures of Exchan e Rate Chan the U.S. 
Dollar-M1 -Year June an Year-En Reports -
Presents percentage changes in value of 67 foreign
currencies in relation to U.S. dollar and the trade-
we Lght.ed average value of the dollar in the Mid-Year 
(J~~) and th~ Year-End (December) reports.
~~t.l ~~,-~,

G.A	 Permanent. Retire to BTRS when 10 years
old and transfer to WNRC 2 years later.

-z..../~,	 Offer to the National Archives when 30 
years old. 
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348. Monthlz Reyiel;"of U. s. Trade Developmen~s - Monthly
report covcrlng U.S. export and import commodlty develop-
ments, quantity anu cost of exports and imports, and 
trade developments between the U.S. and foreign countries 
and groups of countries. 

Retire to BTRS when 5 years old and 
transfer to HNRC 3 years later. Dispose
when 15 years old. 

349. Annual Revie\v of U. S. Trade Developments - Annual 
or year-end report covering U.S. export and import
commodity development, quality and cost of exports and 
imports, and trade developments between U.S. and foreign
countries and groups of countries. fo~t(-.e.~~ 

/ c. J" Permanent. Retire one copy of each issue 
to BTRS when 10 years old and trcnsfer to 

~I-~' WNRC 2 years later. Offer to the National 
Archives when 30 years old. 

350. Data Input Tab Cards - Tab cards used to input
data to Monetary Exchange Rate and other computer programs. 

Dispose 3 months after completion of report. 

351. Computer Program Card Decks - Tab cards for such 
computer programs as Regress r.on -Analys is, Seasonal 
Adjustment, Monetary Model and Exchange Rates. 

Dispose 1 year after program is superseded,
revised, or discontinued. 

352. HorkEapers and Printot;_ts- Notes, Census printouts,
Section prlntouts, calculatl0ns, drafts, co~ments, and 
similar papers used in the preparation of reports. 

Dispose 1 year after completion of report. 
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OF~E OF CONPETITIVE ASSESS(.ftl- . 

Through its Competitive Studi.es and Competitive
Information Divisions, the Office of Competitive
Assessm~nt conducts and directs the conduct of 
studies pertaining to competitive factors within 
and between U.S. industrial sectors, prepares policy
options for improving competitiveness of U.S. indus-
tries at home and abroad, and maintains a surveillance 
system for the continuous monit:oring of factors 
affecting the competitiveness of U~S. industries. 

Office of the Director and Deputy Director 

353. com~_~itiv~A~~~ss~subiect File - This file 
.cout a Lns papers gene rated or col~ected by the Df.r-ec tor 
and Deputy Director in the process of giving the office 
executive direction and creative leadership. Consequently,
they maintain a minimum of files. Record copies of all 
such correspondence as they sign, review, or approve for 
submission to higher authorities are filed. The file 
also contains a quantity of papers of special interest 
to them and some printed and processed material con-
taining information on similar programs operated by
other organizations. 

The papers are arranged alphabe~ically by ~u~j~ct an~ 
11~1\""C a ·L.·c.1Q·ti~v"~ly"shcr t t c rm ,ICll..U€. a f t e r auiTlJ_l1lstratl-V'e 
needs have been met. 

Start a new file every 5 years, retire
 
to BTRS and trans fer to ~lli~C. Di spo se
 
when 10 years old.
 

354. Administrative Subject File - This contains office 
copies of the usual housekeeping papers on such matters 
as arrangements for meetings and conferences, ADP 
requirements, budget, directives, and regulations,
space, time and attendance reports, production reports,
travel, work assignments, project descriptions and 
controls, and the like. 

Dispose of individual documents or
 
contents of file folders when 3 years

old.
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355. Personnel Name Case Files - This consists of a 
folder for each employee en the staff arranged alpha-
betically by name and contains copies of personnel
actions, recommendations and related papers pertaining
to the employee. 

Dispose 6 months after separation of
 
subject employee.
 

356. Reading File - This contains a copy of each 
outgoing item generated by the Office, chronologically
arranged. 

Dispose when 2 years old. 

Competitive Studies Division 

357. Project Case Files - This Division is responsible-
for drawing together information on the competitive
position of American industries in domestic and foreign
markets. The Division analyzes the data using five 
major determinants; (1) market share (foreign and 
domestic), (2) access to markets, (3) productivity,
(4) price, and (5) quality. A great number of trade 
and economic factors and indicators affect these 
determinants. To achieve the required professionalism,
the workload of the Division £01: each ye a'r is p Lanne d 
on a project basis. Each approved project represents
an area to be studied and analyzed in a final report
or study primarily for use in decision making processes.
However, some of the reports and studies that are judged
to have a very broad circulation potential may be 
produced for distribution to the public. 

The project case folders contain incoming and"outgoing
correspondence concerning the substance of the project
and selected papers containing significant source data 
on the conduct and content of the study. 

These papers have no value after the expiration of the 
period specified following publication of the report
or study. 

Dispose 5 years after publication of the 
subject report or study. 
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358. ~OmE-.e~~::.ive.	 is l'cord setStudies_ '"This a 
(one copy caen) oi:~e competitive studies, reports,
technical papers or~imilar presentations prepared
by the Division. ~~~J{ ~ £...,.....r~. 

Pennanent - Retire to Bl~S when noIIft),., / !Iv c. /.	 longer needed for current business
 
and transfer to WNRC 1 year later.
e/rf::;;- tf'1..-o/v' Offer to the National Archives when 
20 years old. 

359. General Subject File - This contains incoming
and outgolng corre~pondence and printed and processed
material containing general information that is needed 
for preparation of competitive studies, but is not 
suitable for filing in the appropriate project case 
files. 

The secondary source material found in the file may
or may not be of significant usefulness in the prepar-
ation of competitive studies depending upon the develop-
ment of the issues surrounding the studies. 

Dispose of individual documents or 
contents of file folders when 3 years
old. 

360.	 ?..dmln Lst ra t Ive ME!.r1a~enlent Sub iec t File ....This 
contains oTITce	 copies of housekeeping papers arranged
under subject headings such as the following: ADP 
requirements, announcements, BDC price/cost pressure
model, cabinet officials, computer printouts, adminis-
trative orders,	 draft program plan, manual of 
administrative instructions, position descriptions,
quarterly briefing, research notes, requisitions,
travel and the like. 

Dispose of individual documents or contents 
of file folders when 3 years old. 

Competitive Informati.on Division 

361. Administrative Management Subject File - This 
Division is responsible for creating or structuring
a broad based international data bank to provide the 
source data needed to assist the competitiveness of 
American business in the domestic and foreign markets. 
Creation of this international data bank is in its 
early stages at this writing. 

Jan 76	 97 

, 

http:Informati.on
http:OmE-.e~~::.ive.is


The file co~ins incoming and outgoin.orrespondence
and office ~ies of housekeeping paper~ concerning
the technicalities, sources of machine readible data 
that might be used in the bank, and on the software 
and reporting requir~ments that need to be built 
in a computer installation for such a bank. 

Move active folders forward. 

Dispose of individual documents or
 
contents of file folders when 3
 
years old.
 

(Printouts) 

362. Quick Quert Reports and other Printouts - This 
is a record set one copy each) of the reports or 
printouts produced by the Division for a study or 
client. 

Retire to BTRS when no longer needed 
for current business, transfer to WNRC 
and dispose when 10 years old. 

363. Outside Source Printouts - These are printouts
collected by the Division from outside sources such 
as United Nations, Bureau of the Census, Organization
for Economic Cooperation and Development, Bureau of 
Labor Stati~tics and similar bodiGs. 

The Division acquires these printouts to extract source 
data from them for compilation and analyses. Once the 
data in these printouts have been extracted these 
printouts have no further value. 

Dispose upon completion of extraction and 
compilation of the selected data. 

(Punch Cards) 

364. Punch Cards - These are punch cards prepared
by a contractor ln accordance with specifications
provided by the Division. Normally, the service 
bureau or contractor returns the punch cards to the 
Division after the data on them have been written on 
a tape or disc. 

Dispose when the tape or disc has been reviewed 
and accepted. 
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OFFICE OF ECOI.\lQ}1IC RESEARCH 

This office~comprised of the Applied Research Division 
and International Economics Division, is responsible
for developing and directing a program for international 
economic analyses and research to determine alternatives 
to present policies and their future impact on the 
international economic environment. The main thrust 
of the program is to make a contribution to plans and 
policies that w i l.Lhave the mo's t favorable effect for 
American business in the f~ture. A centralized file 
system is maintained for the entire Office. 

365. ~orts2 Studies. Position Papers and Forecasts -
This consists of a record set (1 copy each) of each of 
the documents enumerated above and similar papers that 
are generated by the Office. These documents are 
usually submitt.ed to higher authority for use in making 
policy determinations. However, selected items are 
published And_ given wj,~e distribu~iQ1lJ.n the pr Lvace J~. 

sector. ~~~ ~~~/.I ~"/~-<d~ /'-"Y .....~ 

t./ e. t. Permanent - Retire to BTRS \\Thenno longer
needed for current business and transfer

6 I u... to WNRC 1 year later. Offer to the 
National Archives when 20 years old. 

366. Reports, S~udies and FcreC8.sts SlJEPorting P~perR 
These are the research notes, spreadsheets, drafts, and 
similar doct~entation developed by the researcher in 
the process of producing a final draft of one of the 
subject documents. 

Move active items forward and dispose of 
all other papers when their subject matter 
is no longer of any great concern. 

367. Economic Research Sub· ect File ..This contains 
copies 0 1ncom1ng an outg01ng correspondence pertaining
to the development and operation of the program for 
international economic analyses and research. Also 
included are papers containing source data on similar 
programs operated by other agencies, governments, or 
countries. Some papers are found pertaining to the 
overall economic environment of foreign countries. 
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Papers pertaining to planned or ongoing projects
of the office are filed under topical headings. 

Move active f Ll.e s forwar d , retire all 
others to BTRS when 5 yeaLs old and 
transfer to WNRC 1 year Lat.e r . Dispose
when 10 years old. 

368. Administrative Management Subject File - These 
consist of office copies of the usual housekeeping
papers with a quantity of operating papers. Notable 
subject headings found in the file include budget,
conferences, activity or production reports, copies
of directives, classified document log, P & RS Heekly
status report, personnel, requisitions for supplies
and services, training, travel, time and attendance 
reports, and the like. 

The file also includes a subgroup comprised of a 
name case file for each employee on the staff, which 
contains copies of all personnel actions and corres~ 
pondence pertaining to his employment. 

a.	 Name Case Files - Dispose 6 months after 
separation of subject employee. 

b.	 Time and Attendance Reporrs - Dispose when 
2 years old. 

c.	 All Other Papers - Dispose when 5 years
old or when they have served their purpose
whichever is sooner. 

369. Economic Research Source Data File - This is a 
subject numer1c file containing source data arranged
under the following subject groups. 

100	 Administration 

200	 Planning 

300	 (Reserved) 

400	 Export Promotion 

500	 Export Envirorunent 

600	 (Reserved) 
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700	 Economics 

800	 (Reserved) 

900	 Miscellaneous 

1,000 International Marketing 

The file contains incoming and outgoing correspondence,
foreign dispatches, trade journals, newspaper clippings,
and other secondary source mate~ial used by the staff 
to prepare position papers and forecasts on the inter-
national economic environment and its impact on the 
future competitiveness of American business in World 
markets. 

These papers constitute a long te1."1l1 thatworktool 
must be kept o.i a selective ba sLs in close proximity
to the professional staff using them. 

a.	 Administrative Files - Dispose when 2 
years old 

b.	 Planning Files - Dispose when 5 years
old 

c.	 All Other Papers - Disp()se when they have 
served their purpose. 

370. Researcher's Supporting Papers - These are notes,
compilations, and related papers generated or collected 
by the researcher in the process of producing a final 
draft, report or study. These papers are essentially
duplicated by the report and/or supporting papers
submitted to the Director and they have only short 
term value after such submission. ' 

Dispose when 2 years old. 

(Printouts) 

This office has made arrangements to get printouts from 
tapes produced by United Nations, National Institute of 
Health, Bureau of the Census, and others. The agency
producing the printout to the specifications of the 
Office of Economic Research is responsible for the 
disposition of the magnetic' tapes or discs and any
other media generated to put data in machine readible 
f01 ..111. 
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371. Economic and Trade Data Printouts - These are 
quick query prlntouts generatca-by the Office to be 
used as input for the preparation of an analytical
study or projection of a specific international 
economic subject area. 

Dispose when 5 years old. 

OFFICE OF FOREIGN INVESTMENT IN THE U. S. 

This Office is responsible for obtaining and analyzing
data on foreign investments in the U. S. and evaluating
the impact of such investments. 

Also analyzes trends of foreign investments, and carries 
out the staff function for the Interagency Committee on 
Foreign Investments in the U. S. 

372. Foreign Investment Research Studies - This is a 
file of documents relating to the ongoing research studies 
regarding the nature and effects of foreign investments in 
the U. S. Studies pert~in to the impact and effect of 
foreign investment on selected industrial sectors,
domestic employment levels, national security, exports
and imports, balance of payments, economic growth, and 
capital markets. 

Move summary and final study report to
 
reports file. Retire all others to BTRS
 
annually and transfer to WNRC 3 years

later. Dispose when 10 years old.
 

373. Individual Transactions File - This consists of 
incoming and outgoing correspondence and papers
pertaining to specific individual foreign investment 
transactions in the United States. Documents pertain
to construction or expansion of plants, proposed or 
actual acquisition of part or all of an existing
company (or company's stock), review of company's
financial situation and management, reports from 
various Federal agencies, and staff surrnnariesand 
recorrnnendations. This information is case-filed by
company name. 

Retire inactive files to BTRS annually
and tranfer to WNRC 1. year later. Dispose
when 15 years old. 
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374 .. Forei..>'Inves_trr:.ell.tinJJ~ .. subiC~ File - This 
conslsts of lncominl?;and 01.itgolngcorrespondence and 
related documentation pertaining to such subject areas 
as balance of payments, employment effects, industry
sectors, effect of investments on profits and control,
exports and imports, state and local lmvs, and proposed
legislation. 

Hove active files forward, retire all 
others to BTRS when 5 years old. Transfer 
to WNRC 2 years later and dispose 3 years
later. 

375. Committee on n Investment in 
U. S. le Commlttee conslsts 0 representatlves rom
 
Defense, State, Treasury, Council on International
 
Economic Policy, President's Assistant for Economic
 
Affairs, and the Department of Commerce. DIBA carries
 
out the work program for the Committee.
 

File consists of analyses and staff papers submitted 
to the Committee, staff reports, minutes of meetings,
agenda, correspondence between Governrnen~agencies ,L~#~ 
and the ..~dNLte..d itt ~71Committee ,.#.d :r:elated"Q,.9lpers

~#11 J-/--c.t!-"; ~v<~ ~'"1~'-'~'7'
 
Permanent. Retire to BTRS when 5 years


11/ (j., old and transfer to hTNRC 2 years later.
 
- Offer to NRtional Archives ~·:hen20 years
 
IV\. I Ld
01 . 

376. Re orts on Forei n Investments in the U. S. - This 
consists 0 a tle reports generate y tea lce,
such as: Annual Reports, Staff Reports, Reports by
Secretary of Commerce to the Congress pursuant to the 
Foreign Investment Study Act of 1974, other reports to 
the Congress, and pu~ished r~o~~_ resulting f~ ~ 
research studies. ~~~~~7/< ~r7.-(.;r:·~~ ~ 
~nt~/~. ~ 

Permanent. Record set (2 copies each) -
c t. Retire to nTRS every 2 years and transfer 

, to WNRC I year later. Offer to National 
~~. Archives when 20 years old. 
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377. Administrativ~ ~?~lJbj Pil.~ - This contains copies__ ect 
of the usual bous<.Teeping papers on such matters as 
budget, delegations of authority, work copies of 
directives, personnel folders, requisition for services 
and equipment, space~ time and attendance, training,
travel, work assignments, and the like. 

Dispose when 2 years old. 

378. Chronolo~ical File - This contains one 
each outgoing ltem generated by the Office. 
maintained for convenience of reference. 

copy
File 

of 
is 

Dispose when I year old. 

OFFICE OF INTERNATIONAL TRADE POLICY 

The objective of this program is to dev~lop policies and 
programs designed to remove impediments to U.S. exports,
and facilitate the operations of American business abroad. 
The Commercial Policy program is concerned primarily with 
the effect on U. S. commercial interests of U. S. and 
foreign government actions. in the areas of international 
trade policy and transportation and insurance. In 
carrying out these responsibilities, the office represents
the Department's view in interagency committees engaged
in the formulation of U. S. positi.ons on inter.national 
trade issues. 

In the field of trade policy, the office plans, supports,
and participates in international trade negotiations,
analyzes and prepares the Department's position on pending
legislation and develops recolnmendations on new legislation
concerning foreign trade, advises the President's Special
Representative for Trade Negotiations of U. S. industry's
interest in reducing foreign tariff and other trade 
barriers, and participates in developing and implementing
U. S. courses of action in the multilaterial context; e.g.,
in the General Agreement on Tariffs and Trade (GATT), the 
Organization for Economic Cooperation and Development (OECD),
and the United Nations Conference on Trade and Development
(UNCTAD) . 

In the field of transportation and insurance, the office 
assures consideration of export expansion objectives in 
the development of transportation policy by U. S. 
Goverlunent and international agencies, makes recommendations 
concerning discriminatory ocean freight rates and other 
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transportation cost factors adversely affecting export,
carries out Co~nerce's statutory responsibilities for 
making findings of reciprocity as basis for exempting
foreign air lines from payment of customs duties and 
excise taxes on aircraft supplies, and provides advice 
and assistance to U. S. business on international 
transportation and insurance matters. 

Some of the specific responsibilities of the Office 
of International Policy Trade are: 

o	 The development and coordination of the 
Department's position on bills before 
Congress involving U. S. international 
trade policy, particularly regulation
of imports. 

o	 Tariff negotiations in GATT vlith other 
countries to obtain compensation for 
adverse effects on U. S. exports caused 
by alternations in trade agreement
conrrnitments. 

o	 To propose specific actions under the 
provisions of GATT's Article XXIII to 
offset the anticipated disadvantage to 
U. S, exports arising from the prefer-
ential trade agreements be twe en the 
European Comnunity and other countries 
based on an evaluation of the trade 
effects of these agreements. 

o	 To prepare policy options and supporting
justification for the Secretary of Conrrnerce 
to recommend to the President with regard
to Tariff Commission decisions on escape
clause and unfair practices actions brought
by U. S. industries. In addition, to 
develop Departmental positions on other 
Tariff Commission findings. 

o	 To analyze the expected impact on U. S. 
trade and to prepare for GATT tariff 
negotiations with the European Communities 
as a result of entry of the United Kingdom,
Ireland, Norway and Denmark into the Community
in order to determine specifically where U. S. 
negotiation interests lie and provide a basis 
for objectives in negotiations. 
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o	 To develop detailed policy proposals and 
alternatives for interagency consideration 
with respect to treatment of imports of 
manufactures covered by the proposed U. S. 
generalized tariff preference scheme for 
the less developed countries, with special
emphasis on the problem of safeguarding
the interests of U. S. industries potentially
sensitive to import impact and on the question
of equitable burden-sharing with regard to 
the preference schemes of other countries. 

o	 To furnish policy guidance from the stand-
point of strengthening the competitive
position of United States exporters in 
connection with formulation of new inter-
national rules to regulate the 1iabilty of 
air, ocean and intermodal car~iers for loss 
or damage to goods, including preparation
of the rationale for the need for substantial 
increases in existing carrier liability limits 
for goods in containers. 

o	 To initiate policy proposals and participate
in GATT negotiations for removal of nontariff 
trade barriers to U. S. trade with a view to 
obt<linin8 jncycased market access for U. S. 
goods abroad. To assist in the development
of U. S. proposals for a code on product
standards which will remove present and 
prevent future technical barriers to U. S. 
exports. 

o	 To provide replies to inquiries from Congressmen
with regard to questions, complaints and 
suggestions on particular problems of U. S. 
trade policy as they specifically affect the 
interests of their constituents. 

o	 To recommend specific provisions for an 
international code on environment practices
as they affect foreign trade so as to insure 
that environmental standards which may be 
higher in the U. S. than abroad do not lead 
to an international competitive disadvantage
for U. S. business. 
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o	 To develop proposals and participate
in GATT negotiations for analysis of 
post-Kennedy Round tariff structures 
and trade flows including trend of 
most-favored-nation and preferential
trade patterns in order to establish 
a ba.sis for making policy recommendations 
on negotiating techni4ues and objectives. 

o	 To deve Lop policy approaches which would 
best protect the interest of United States 
exporters with respect to international 
actions on a wide range of transportation
and insurance matters, such as measures 
to counteract protectionist insurance 
policies of foreign countries, regulation
of international container traffic,
development of international shipping
legislation, unreasonable or disparate
freight rates, and law of the sea issues. 

Office of the Director 

379. Interna tional Trade Policy Subj ect File ~.This 
is incoming and outgoing correspondence, and other 
papers generated or collected by the Director in 
the process of devel.oping the position of the Secretary
of Co~erce on international trade policy and negotiating
trade agreements within the established policy. More 
specifically, the file includes Council on International 
Economic Policy trade force reports, study memorandums, 
preparation of trade agreements, and similar papers.
Also included are copies of notices of hearing and 
other issuances of the Office of the Special Represen-
tative for Trade Negotiations; Notices of U. S. 
intention to negotiate under the Trade Agreements Act 
of 1934, as amended and extended; issuances of U. S. 
Tariff Commission; incoming and outgoing airgrams and 
telegrams transmitted by the State Department; and 
copies of Trade Staff Committee papers. Since the 
office is responsible for representing the Department
of COlmnerce on a hest of interagency committees 
concerned with international trade policy, the 
activities, discussions and determinations of these 
bodies that are of interest to the office are also 
documented. 
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Much of the documentation in the file pertains to 
negotiations and other transactions developed under 
General Agreements on Tariffs and Trade (GATT). 

Permanent. Start a new file every 10
ILP ~ 6c. I- years, retire to BTRS one year later,

and transfer to ~~C 2 years later.
EfW -:.- z- c. ? Offer to the National Archives 20 years

after transfer to HNRC. 

380. Press Releases - These are copies of press releases 
concern~ng ~nternat~onal trade policy that are of special
interest to this office. Record copies of these releases 
are maintained by the Newsroom, Office of the Secretary. 

Dispose when they have served their
 
purpose.
 

381. Administrative Subject File - This contains office 
copies of housekeeping papers concerning such matters 
as budget, furniture, personnel actions, space, time 
and attendance, requisitions for service and supplies,
travel, and the like. Record copies of these papers
are maintained elsewhere long enough to meet all 
requirements. 

vears 0' rl.J- -- --. 

382. United Nations Meetings File - These contain papers
pertaining to meetings or conferences requested by various 
elements of the United Nations on trade and other functions 
of the Department. Also included are some papers on the 
subject matter of conferences and documentation of the 
arrangements for the meeting. 

Start a new file every 5 years, retire to 
BTRS, transfer to WNRC 2 years later. Dispose
when 10 years old. 

383. United Nations Reports File - This consists of 
copies of airgrams and other cables concerning the 
status of United Nations meetings in which the Depart-
ment is involved or concerned. Record copies of this 
material are retained in State Department, United 
States Information Agency, and other originating
agencies. 

Dispose of individual documents or contents 
of file folders when 3 years old. 
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Legislative and Tariff Policy Division 

The Division is responsible for reviewing and preparing
corrrrnentscont a Ln i.ng a r-ecommended position for the 
Department on legislation pertaining to tariffs, non-
tariff barriers, quotas, and other international trade 
matters. In response to the needs of the business 
corrrrnunity,it also initiates legisl3.tion and monitors 
it throughout development and consideration by the 
Congress. 

The Division maintains oversight of U. S. tariffs and 
non-tariff barriers and through a continuing analysis
provides the necessary adjustments to keep U. S. origin
corrrrnoditiesin the best possible competitive position
at home and in foreign trade. 

Hore specifically, the Division's functions include: 

o	 developing and coordinating the Department's
position on certain international trade 
legislation; 

o	 preparing policy options and supporting
justifications for recommendations to 
the President on certain Tariff Corrrrnission 
decisions and findings; 

o	 developing detailed policy proposals and 
alternatives for interagency considerations 
with respect to the U. S. generalized tariff 
preference scheme for the less developed
countries, with special emphasis on safe-
guarding U. S. industries; 

o	 answering congressional inquiries concerning
U. S. tariffs and non-tariff barriers and 
similar international trade problems. 

The	 documentation of the Division is maintained at an 
official files station in the Office of the Director. 
All program papers, with the exception of those on 
individual corrrrnodities,are filed in a numeric subject
file. 
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38lj. Tari~ and Tra~~reements Subet File - This 
contains doculOentatioi.1.oT-arrprogram ~nct~ons of the 
Division. The papers are arranged according to ten 
primary subject headings which are as follows: 

I.	 Tariffs and Trade Agreements 

II.	 Tariff Adjustment and Other Adjustment

Assistance
 

III. Quantitative Restrictions 

IV.	 Special Duty Free Tariff Provisions 

V.	 Import Classification, Valuation and
 
Administrative Problems
 

VI.	 Unfair Trade Practices 

VII. U. S. Non-Tariff Barriers-General 

VIII. Other Provisions Affecting Imports 

IX.	 Studies and Projects 

X.	 Organizations 

These headings are, of course, subject to revision to 
meet changes in the situation. The primary headings
are appropriately broken down to secondary and tertiary
subject headings to achieve a satisfactory degree of 
definition and aggregation of information on a single
subject matter in an individual file folder(s). 

Subject matter coverage of this file extends to the 
preparation and conduct of special trade negotiations
such as Kennedy Round. The Kennedy Round negotiations
resulted in the adjustment of U. S. tariffs and non-
tariff barriers to improve the U. S. position in 
international trade. These adjustments produced the 
need for constant surveillance to keep connnodities of 
U. S. origin in a competitive status. 

Documentation in the file also includes extensive data 
on U. S. non-tariff trade barriers including Buy
American Act, dumping practices, border taxes, countervailing
duties, and Federal procurement policies. 
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As would be expected from the above,the file contains
 
copies of numerous studies, project reports, research
 
reports and reports of recornrnendacions on U. S. trade
 
policy.
 

The remainder of the papers in the file, outside of the 
subject areas specially noted above, contain information 
concerning procedural and technical matters, or one-
time corrective actions on inadvertent requirements
placing a segment of U. S. industry in a noncompetitive
position. These papers have no value after they have 
served their purpose as a staff worktool. 

t.} C. ~, ~Preparation, conduct, and Determinations 
of Special Trade Negotiations such as the

6l~. Kennedy Round. Permanent - Retire to 
BTRS when no longer needed for current 
business, and transfer to WNRC 2 years
later. Offer to the National Archives 
20 years after tranfer to \-JNRC. 

~U. S. Non-Tariff Barriers papers. Permanent-
Retire to BTRS when no longer needed for 

I c .fl.	 current business and transfer to ~mRC 2 years

later. Offer to the National Archives 20
 
years after. transfer to ~n~RC.
 

~Trade Policy Recommendations and Studies, and 
Research and other Project Studies. Permanent-
Retire to BTRS when no longer needed for 
current business and transfer to \iNRC 2 years
later. Offer to the National Archives 20 years
after transfer to \VJ\~C. 

d.	 All Other Papers - Dispose when 5 years old 
or when no longer needed for current business,
whichever is appropriate. 

385. Commodity File - This contains copies of technical 
reports, notes, memorandums, clippings, and other printed
and processed material concerning the supply, production
and market for each commodity appearing in the Tariff 
Schedules of the United States (Annotated). Also included 
are copies of legislation, Tariff Commission investigations,
trade negotiations, transcripts of hearings, and similar 
papers, if any, pertaining to the subject commodity. 
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TI1is file is used to prepare the position of the 
Secretary of Commerce for interagency consideration and 
for hearings on commodities wLt h reference to changes
of U. S. tariffs resulting from trade agreements. 

Retire to BTRS Hhen no longer needed for 
current business. Transfer to W1TR.Cone year
later and dispose when 10 years old. 

386. Administrative Subject File - TI1is contains 
office copies of papers on housekeeping matters such 
as budget, conferences and meetings, work copies of 
directives, personnel actions, requisitions, security
(general), space, time and attendance reports, production
and activity reports, travel and the like. 

Dispose Hhen 2 years old. 

Trade Negotiations and Agreements Division 

In broadstroke language the Division is responsible for 
monitoring international trade of industrial products
to surface oppo~tunities and negotiate agreements to 
improve the U. S. position in international trade. 
In more specific terms, its functions include: 

o	 tariff negotiations in CATT with trading
partners on industrial products--e.g.
NorHay, Canada, Japan, India, European
COITmunity, Australia, South Africa-- to 
obtain compensation for adverse effects 
on U. S. exports caused by alterations in 
their trade agreement commitments. 

o	 analysis of the expected impact on U. S. 
trade and preparation for GATT tariff 
negotiations Hith the European Connnunities 
as a result of entry of new countries (United
Kingdom, Ireland, Norway, Denmark) into the 
Connnunity in order to determine specifically
where the U. S. negotiating interest lies 
and to provide a basis for objectives in 
future negotiations. 

o	 initiation of policy proposals and participation
in GATT negotiations for analysis of post-
Kennedy Round tariff structures and trade flows. 
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387. count~Files - These contain fOr~gn service 
reports ar1dprlntea and processed material pertaining
to bilateral trade agreements, complaints, export
control, trade negotiation agreements, dumping,
government procurement and restrictive business 
practices and similar matters. The data in these 
papers are used and evaluated to surface opportunities
to improve the U. S. international trade. 

The file is arranged alphabetically by the names of 
countries. 

Retire to BTRS when 3 years old, transfer to 
WNRC 2 years later. Dispose when 10 years
old. 

388. GATT Committee on Trade in Industrial Products 
SubjectJrrre-- Documentation on international trade of 
industrial products pertaining to Non-Tariff Barriers 
(NTB) inventory examination, NTB solution findings,
exercise, customs and entry procedures, NTB standards 
and GATT tariff study papers. T'ne file includes foreign
service reports (cablegrams), printed and processed
documents generated by the co~nittee, GATT, and 
evaluations, proposals and other submissions generated
by the Division. 

TI1e pape rs are ar-ranged chr orioLogLca l Ly , thereunder bv 
working groups. 

Pern1anent - Retire to BTRS upon completion of 
z, c.P.	 the next GATT tariff study and transfer to 

WNRC 2 years later. Offer to the National c. t. Archives 20 years after transfer to WNRC. 

389. General Subject File - This contains papers
generated or collected by the Division having general
application to trade negotiations. Although the file 
is arranged alphabetically by subject the file designations
identify subject matter in two categories listed below. 

Program and Technical Papers - These are papers
pertaining to negotiation techniques, analytical
and research studies, research projects, Kennedy
Round, and other similar papers dealing in general
with the development of international trade in 
industrial products. 
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Administrative Papers - TI1ese are office 
copies of house1~eeping papers on subjects
such as budget, conferences, personnel
actions, requisitions, space, production
reports and the like. 

•
Record copies of these papers are maintained elseHhere 
long enough to meet all requirements. 

(a)	 Program and Technical papers and related 
correspondence - Retire to BTRS when no 
longer needed for current business,
transfer to Wl\TRC2 years later and dispose
Hhen 15 years old. 

(b)	 Administrative papers - Dispose when 2 
years old. 

390. Non-Tariff Barriers File ~ These contain papers
generated or collected concerning practices of foreign
countries (other than tariffs) that restrict international 
trade, such as border taxes, dumping, subsidies, restricting
government procurement to products of domestic origin and 
similar practices. 

TIle papers are arranged alphabetically by the titles of 
non-t~riff barriers or the titles of the non-tariff 
action or procedure. 

Retire to BTRS when 2 years old, transfer
 
to HNRC 5 years later. Dispose when 20
 
years old.
 

Developing Nations Division 

Develops and coordinates the Department's position on 
trade and commercial policy issues for countries classified 
as developing nations. The Division also prepares position
papers for U. S. delegations to meetings and conferences,
and represents the Department at interagency trade policy
meetings. 

391. General Subj ect Files - These contain printed or 
processed copies of various international organizations
having a direct responsibility for international trade. 
With these are copies of documents prep~red by the staff 
including proposals, comments and evaluations pertaining
to specific international trade transactions or situations. 
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These proposals, etc. are generally developed before 
any formal action on the matter, such as a meeting,
has been initiated. Thus, the file primarily documents 
the findings and discussions of such organizations as 
General Agreement on Tariffs and Trade (GATT) member 
countries, Organization for Economic Cooperation and 
Development, (OEeD), United Nations Conference on 
Trade and Development (UNCTAD), and of the work groups
or other subdivisions of these organizations. 

The file also contains documentation with general
application to functional areas as balance of payments,
non-tariff, barriers, preferences, special trade agree-
ments and supporting papers, and commodities. 

The papers in this file are ayranged alphabetically by
subject. For purposes of evaluation and disposition,
papers in the file may be categorized as shown below. 

~t.	 . d:RRU,AJE"; r. 
Tax and Government Procurement - ~ai~ 

~'l~ 0 ,~. a, ±ndefiiiitcly. Retire to BTRS when no 
longer needed for current business and /_ ~ 
~~J.,NRWe~\ater. ~¥-V 

~	 &t1~Ne,cJr:b.	 GATT Article Supporting Papers - . 
-iRrlMjliif:e~. Retire to BTRS when no 
longer needed for current busin<Jr~»nd r ~5 
t~ t:o?:21f\m.c.xw.t~r~..£O 

c.	 Meetings of I ernational Organizations -
Retire to BTR when 2 years old and transfer 
to WNRC. Dispose when 5 years old. 

d.	 All Other Papers including those Supporting
Special Trade Agreements and those pertaining
to Meetings of International Organizations -
Dispose when 5 years old. 

392. United Nations Conference on Trade and Develo ment 
(UNCT\D Documents. ese are pr1nte or processe cop1es
of UNCT.'\Ddocuments most of which are releases of the 
committee on m2nufacturers. The bulk of the papers were 
prepared prior to the committee meeting and relate to 
proposed agenda items or other factual reports needed 
for committee consideration. 

The papers pertain to a development and_r~pansion of 
internatio~trade in manufacturers. ~~d-dy~H~J.Ur 
Jti/t1t~; ?/~£/#d~~ .ryltt, 
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v" I GI Permanent - Re t ire to BTRS when no longer needed 

efoJ~	 for current business, and transfer to HNR.C 2 
years later. Offer to the National Archives 
20 years a f t er trans fer to 'i-JNRC. 

393. GATT DocTh~ents Limited Series - This is one of 
each document issucd by GATT in the limited series. The 
documents pertain to the findings, discussions and 
de terrni.nazLon s ofo1~!1econ trac ting part ies compris ing / L... GATT. ~~~-.e .e', ~MlN'-r-/-z,VI1A~; ~V""'-A...........v--~v1/-<-·
 

Permanent - Retire to BTRS when no longer
needed for current business and transfer 
to WNRC 2 years later. Offer to the National 
Archives 20 years after transfer to WNRC. 

394. Organization for Economic Cooperation and Development
(OECD Documents - This is a set of one copy of each clocument 
1ssue y OECD including those of twenty-two working groups.
These papers are used by the professional staff to keep
abreast of development of other countries and to appro-
priately reflect these developments in a position on 
i1J1=e!"nationjltrade that is most £avorable ~o the U.S. 

~~~ ~	 ~1tt4<-'-/z.u-IJA--fivv-; ~IY'H_'/-<-Y~ ,Lyr~' 
Permanent - Retire to BTRS when no longer


«i», 17c.,/' needed for current business and transfer
 
4 to WNRC on year later. Offer to the -EM ~ c- e-:/	 National Archives 20 years arr:er trans-'-et" 

to "JNRC. 

395. International Monetary Fund ,(IMF) Documents - These 
are copies of annual review of the funding of member 
nations and their balance of payments position. These 
documents are studied by specialists to determine the 
impact of the funding and balance of payments positions
of other countries on the international trade of the 
United States. 

Dispose of individual documents when the 
next annual issues are received. 

'\ 

396. GATT Committee on Balance of Pa ents Documents -
rnis is a set 0 - one copy 0 eac ocument 1ssue y the 
committee sbowi.ng what transpired at the meetings including
d;"~c_ussions, consultations, ~dings an_d.ldeterminations.
~~d ~ Af.uvM&M-r-/W'~J.vu.; UAA..vM~ ~/,~,L"lcht.-a.H'f'

Perx£anent. Retire to BTRS when no longer needed

f(p ......-;9 C. -{. for current bus iness and trans fer to 2
Wl'ffi.Cye ars o t~J later. Offer to the National Archives 20 yearsSft1i4 after transfer to WNRC. 
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397. G)",TTPress Releases - This consists of one copy of
 
each press release lssued by GATT. They are used by the
 
professional staff to keep informed of current inter-
national trade developments in other countries that
 
may require some alternation of the U. S. position in
 
the future.
 

Dispose of individual documents or contents 
of file folders when 5 years old. 

398. GATT Cotton Textiles Committee (COT) Documents -
This consists of one copy of documents issued by the
 
committee including agreements between the U. S. and
 
other countries; agreements of other countries among

themselves for tra~ of cotton textiles and other
 
re lated papers. /f/rYdA4'~ /~o..JA/I,Ur.A,-~., ~ ~"'" ~ r:
 
/1 ()fJ;f I>.vv' ~_Vl/f dLAv' 4 ~ 11.. -+v '-1 '
 

P~rmanent - Retire to BTRS when no longer
C ~ needed for current business and transfer 

.. to WNRC 2 years later. Offer to the 
I~· National Archives 20 years after transfer 

to HNRC. 

399. Environmental Pollution Control Subject File - This 
contains _~ncoming and outgoing documentation of proposed
legislation for pollution control having an international 
aspect; other government efforts in offsetting pollution
control costs; economic impact on pollution control;
pollution control programs of foreign governments, and 
cooperative programs and pollution control standards. 
These papers are collected or generated in the process
of determining the amount of increased costs of commodities 
represented by the portion of industries pollution control 
costs that is passed on to the consumer. The objective
of this determination is to devise standards and arrange-
ments for a degree of international pollution control 
harmonization so that the products of U. S. and other 
countries in international trade do not become dis-
advantage~which might result in trade barriers such 
as higher tariffs, special taxes, and the like. 

Retire to BTRS when 5 years old, (move active 
folders forward to new file), transfer to 
WNRC one year later. Dispose when 10 years
old. 
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(Printouts) 

400. Generalized Tariff Preference Study - Under a 
plan developed by United Nations, certain developed
countries have submitted plans to give developing 
countries tariff preferences. These plans have now 
reached the point where the respective developed
countries are beginning to implement them by the 
introduction of enabling laws in their respective
legislative bodies. Before such legislation is 
submitted to the Congress it is necessary to know 
that the developed countries are equally sharing
the burden of these tariff preferences. 

As a member nation the U. S. receives copies of GATT 
tapes containing import data that can be used to ascertain 
the level of burden shared by each participating developed
country. 

From the GATT tapes subset tapes have been written to 
show percentage of the total U. S. Imports from developing
countries that would be eligible for tariff preference.
The same percentages are calculated for other developed
countries. 

Printouts are produced containing the aggregate of import
data to be further analyzed for preparation of the 
necessary Le z LsLn t Lon , These printouts w i Ll be sune r>-
seded in' the-form of a summary-analysis after the' 
preparation of the appropriate legislation. 

a.	 Preliminary Printouts - Dispose when 2 years
old. 

b.	 Subset Tapes - Scratch one month after 
printout run has been completed. 

c.	 GATT (Master) Tapes '- Scratch whe n superseded
by a new generation master (GATT) import data 
tape. 

(Punch Cards) 

401. Punch Cards on which are transcribed import data 
for computer Input. 

Dispose one month after receipt of the
 
related printout.
 

Jan	 76 118 



Industrialized Nations Division 

Office of the Director 

402. Industriali;;ced Nations Subiect File - These files 
cover the numerous activit]_es and interventions that 
governments undertake to [oster high-technology industries,
strengthen basic industry, accelerate economic develop-
ments, and make manufactured products more competitive
throughout the world. 

It consists mainly of airgrams, .cablegrams, foreign 
newspaper clippings, state department memoranda, press
releases, informational reports from foreign based 
agencies. File contains such notable headings as 
Agriculture and Fisheries, Aid, Aviation, Economic 
Affairs, Economic Integration, European Community,
Trade Agreements, Organizations and Conferences,
Environment, Standards Harmonization, Finance, Energy,
Transportation and Communications. 

Start a new file every 5 years, move active 
files fO~7ard and retire all others to BTRS. 
Transfer to hT~~C one year later and dispose when 
10 years old. 

493. Cou'0_~_;LE-;~~_e_This ~ons ists o~ ~ncoming and- outgoi~g-
alrgrams ana caDLegrams ana some posltlon papers generaceo
by the Division. The file contains documentation related 
to the economic and trade features of specific countries. 
The file is arranged by country and thereunder by subject. 

Start a new file every 5 years, move active 
file forward and retire all others to BTRS. 
Transfer to one later and dispose'-vi\TRC year

when 10 years old.
 

404. European Communit Files - File contains data 
relating to the regionat grouping of nine European
countries that are proceeding with economic integration.
The countries in the community are: Ireland, France,
Germany, Italy, Belgium, Luxembourg, Netherlands, Denmark,
and the United Kingdom. 

The file is arranged alphabetically by subjects, and 
contains such records as airgrams, cablegrams, bulletins, 
press releases, and correspondence relating to the EC 
activities. 
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stardlt new file every 5 years, ~e 
active file forward and retire all 
others to BTRS. Transfer to WNRC one 
year later and dispose when 10 years
old. 

405. Industr~ Sector Advisory Committees - These are 
advisory commlttees' reports on toreign trade as related 
to such industrial sectors as automobiles, chemical 
and chemical products, rubber and plastics, leather and 
leather products, stone, clay and glass, metal and 
minerals. . 

This file is considered to have long term historical 
value because it captures the input of t~ committees 
which have been established under law. ~"-~ 
~~ L.J.t-'! 4.. ~;?I~-GA-

Permanent. Retire to BTRS when no longer

~c.l. needed for current business, and transfer

b 'lA. to WNRC 2 years later. Offer to Na t Lona I
 

I, Archives when 15 years old. 

406. Briefing Papers - This is background data developed
for meetings between U.S. and foreign offici3ls. Briefing
papers primarily provide the definition of problem,
suggested strategies, background on participants, economic 
and trade data. 

The file may also include posltlon papers, agenda and 
mipyt(3s of me.»tingss, summary and comments on meetings.~~,-e tz.r ~t!_ • 

Permanent - Retire to BTRS when they have 
~ 1~C.t. served their purpose and transfer to WNRC 

one year later. Offer to National Archives 
if? ,~IA-' when 15 years old. 

407. Administrative Subject File - Contains office 
copies---oI:bousekeeping papers on such matters as budget
submittals, purchase requisitions, personnel, training
authorizations, job descriptions, press releases,
speeches, and travel vouchers. 

Dispose when 2 years old. 

408. Correspondence File - This consists of one copy
of eac~ncoming and outgoing memoranda and letters. 
Papers filed in chronological order. 

Start a new file every year and dispose when 
5 years old. 
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Canada-Western Europe Staff 

409. Program and Policy File - This file contains
 
documentation relating to tne development and
 
application of trade programs with Canada. It
 
contains program papers pertaining to biographical

data on Canadian representatives, briefing material
 
for VIP meetings, Canadian-American Committee, Economic
 
Council of Canada, country profile and action plans

developed by the staff.
 

Start a new file every 5 years, move active 
file forward and retire all others to BTRS. 
Transfer to l}t\TRCone year later and 
dispose when 15 years old. 

410. Special Trade and Economic Program File - Contains 
program and policy documentation relatrng to U.S.-Canadian 
trade affairs. Concerns such subjects as joint U.S. 
Canadian Committee on Trade and Economic Affairs, briefings
for Secretarial Officer visits to Canada, Canada-U.S. 
Interparlimentary Group meeting summaries, Executive 
Visits-Secretary of Commerce and the President, Trade 
Policy Cases, and Industry Sector bfIvisory Reports for 
Multilateral Trade Negotiations. ~,u.,-?C!-.e tf1i:~~/. 

z C.;!.	 Permanent - Retire to BTRS when 10 years old 
and transfer to WNRC one year later. Offeri9 .-&.A.. to National Archives when 15 years old. 

411. Canadian Trade Finance Subject File - Contains
 
documents pertaining to export flnancing and insurance,

balance of payments, banking and foreign investments.
 
Records consist mainly of airgrams, cablegrams, and
 
related memorandums.
 

Start a new file every 5 years and retire 
to BTRS one year later. Dispose Vlhen 5 
years old. 

412. Canadian Multilateral Trade Subject File - This 
file consists of documentation pertaining to tariff and 
trade committee meetings, and summaries and analyses of 
non-tariff measure positions. Multilaterial trade 
meetings are held at up to ten-year intervals. For 
working purposes records must be maintained in the office 
until the next meeting. 

Start a new file every 11 years, move active 
files forward and retire 111 others to BTRS. 
Transfer to WNRC one year later, and dispose
when 20 years old. 
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413. Ca A reement - ~ers in this 
file are g con ct of a'lromobile trade 
negotiations between U.S. and Canada. Notable headings
in the file are remission schemes, hearings and agree-
ments, policy debates, comprehensive consultations and 
reviews, marketing, employment, and statistics. 

Start a new file every 5 years, move active files 
forward and retire all others to BTRS. Transfer to 
VJl\TRC2 years later, and dispose when 10 years old. 

414. Canadian General Subject File - This file contains 
incoming and outgoing correspondence and airgrams and 
cablegrams. File contains such subjects as agreements,
Canadian-U.S. relations, labor economics, fuels and 
energy, foreign trade and commodities. 

Start a new file every 5 years, move active files 
forward and retire all others to BTRS. Dispose
when 2 years older. 

415. Spain, Portugal Gree~ Nordic Files - Contains 
data on most phases ot each country's economy and trade 
relations with the U.S. and other nations. File pri-
marily made up of cables, airgrams, policy and posi-
tion papers, ll1Freports and correspondence. File 
divided into such subjects as; economic developments,
financial developments, restrictive trade practices,
regional economic developments (including trade agree-
ments), etc. 

Start a new file every 5 years, move active files 
forward and retire all others to BTRS. Transfer 
to WNRC one year later and dispose when 10 years
old. 

416. OECD (Organization for Economic Cooperation and 
Development) File - Contains data on issues in economic 
and trade field being considered by OECD committees as 
well as summary cables of committee meetings. Also con-
tains briefing books prepared for commerce delegates to 
OECD meetings. 

a.	 Start a new file every 5 years, move active 
papers forward, retire policy and position
papers to BTRS, and dispose of all others when 
they have served their purpose. 

b.	 Transfer policy and position papers from BTRS 
to WNRC after one year, and offer to the 
National Archives when 15 years old. 
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417.- C01..:.ntry Halta., Sw i.t zer Land and Yugoslavia)(Austria,
Files - Contalns infonnation on Issues and developments in 
the economies and trade relations of these countries as 
well as corresponding micro and macro statistical data. 

The files are organized according to the State's Records 
Classification Handbook into several subjects such as;
Economic Affairs (General), Finance, Foreign Trade,
Industries and Con~odities and Special Topics such as 
Science and Technology. 

The files are made up of cables, airgrams, State 
Department memoranda, newspaper clippings, magazine
articles, press releases, policy and position papers,
IMF reports and correspondence. 

Start a new file every 5 years, move active 
files forwar-d and retire all others to BTRS. 
Transfer to wrn~c one year later -and dispose 
when 10 years old. 

418. Yugoslavia Briefin,s Book - Briefing book prepared
for the October 1973 vislt to Yugoslavia by Secretary of 
Treasury Shultz, and Secretary of Commerce Dent. The 
book contains schedule of meetings, biographical data 
on meeting participants and dignitaries, and 38 back-
ground and position papers on U.S.-Yugoslav economic 
and crade relations. 

PeeW\Al\letJ "-
Retire to BTRS 3 years after meeting,
transfer to W~~C 2 years later, and offer 
to the National Archives when 20 years old. 

419. UN (United Nations) Files - These files cover the 
activities of the ECE, (especially the Committee on 
Development of Trade, and the issues connected with 
Industrial Cooperation in the ECE region), UNIDO, UNCTAD,
UNCITRAL, and some aspects of the Law of the Sea Conf-
erences (LOS). In addition, file contains ECOSOC papers
that go back to early stages of the Commission's activities. 
The files are organized according to the UN Documentation 
Handbook and the State's Record Classification Handbook 
(Special Instruction; International Organizations and 
Conferences). They consist of UN documents, press
releases, position papers, and some early UNCTAD 
briefing books. 
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Start a new file every 5 years, move 
active files forward, and, retire all 
others to BTRS. Transfer to ~Y1\TRCone 
year Later and dispose when 10 years
old. 

East~h1est Trade 

420. GATT (General Agreement on Tariffs and Trade)
File - Contains information on tne accession of several 
East European countries to GATT. Records 59n~ist of 
c~~les, airgr~ms, and background papers.~~~~
ryf~!J dj'J/fUlJ# UA r-
(a)	 ~tart a new file every 3 years, move
 

active papers forward, and retire
 
inactive Policy and Position papers

to BTRS and dispose of all others when
 
they have served their purpose.

~/!!#1IfJ-AJG"wr.

(b) Transfer Policy and Position papers from
 
I BTRS to ~~RC after one year, and offer to
 z- 'I'l/ c. l- the National Archives when 15 years old. 

I c. /2-. 
421. Countr Files (U.S.S.R. Czechoslovakia,
(but not East Germany, Hungary, Polana, Roman~a . - Contains 
general and national information on issues and developments
bearing upon the growt h of E].st-West Trade. These are 
"h i st or Lc.a L files", predating and continuing the issue 
of economic "rapprochement" between the U. S. and the 
countries of Eastern Europe. They were left with lND/
OITP long after BEHT was organized. They consist of 
cables, airgrams, press releases, background papers, and 
ClEP studies. 

(a)	 Start a new file every 3 years. Move active 
papers forward, send policy and position
papers and files on issue of economic 
"rapprochement" between U.S. and East 
European Countries to BTRS, and dispose
of all others when they have served 
their purpose. 

(b)	 Transfer Policy and Position Papers and
 
files on U.S.-East European economic
 
rapprochement issue to WNRC after one
 
year, and offer to the National Archives
 15 years later.
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Japan Staff 

422. Japan Tr~de Policy Subject File - File contains 
documentation pertaining to U.S. economic and commercial 
relations with Japan, New Zealand, Australia, and South 
Africa. File contains such subject headings as 
agriculture, economic affairs, finance, investments,
fuel and energy, foreign trade industries and commodities,
labor and manpower, policy studies, and science and 
technology, and trade promotion. 

Records in this file are primarily made up of short 
term papers	 having an application value of not more 
than two years. P~pers consist of newspaper clippings,
airgrams, cablegrams, press releases, bulletins and 
memoranda. 

Start a ne\\!file every 5 years, move 
active files forward and dispose of 
all others when they have served their 
purpose. 

423. Briefing Books - These are briefing books 
prepared by the staft in preparation for meetings with 
Japanese dignitaries and trade officials. Briefing
materials cover such items as location of meeting,

a	 biographical data on meeting participants and dignitaries, 
,.,	 meeting agendas, background data on discussion topics,

and planned or suggested strategies. )~aterial)<.ept in 
loose-leaf binder~bl meeting name. ~~~~~~~; 

~pt.~d 4 r//J~ 21-Y7~h~r 
(I./) e?t~/I1I.AAA' Permanerit;- Re t~e to BTRS 3 years after 

111)-" ., ,....,.... mee ting and trans fer to ~he WN"'RC2. years 
___L.! (I);' #11'1. later. Offer to the Na t Lo na I Ar ch Lve s 
Or,'" when 20 years old. 

European Community Staff 

424. European communit* File - File is made up of 
records pertaining to t e bloc of countries that 
comprise the European Community - France, Germany,
Italy, Belgium, Luxenbourg, Netherlands, Denmark,
Ireland, ~nd the United Kingdom. Information in 
the file concerns the Community's efforts to improve
the trade position of its membership through such 
programs as the "Rules of Origin" (product free of 
tariff in Community if totally or largely made by
one or more of the member countries.) Records consist 
of hearing reports, industry studies, community history, 
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cables, airgrams, copies of agreements, copies of 
rules, State Department memos, newspaper clips, press
releases and similar papers. 

At the end of 5 year period: 

a.	 Move active papers forward. 

b.	 Retire inactive Policy and Position papers
to BTRS and transfer to WNRC one year later. 
Offer to the National Archives when 15 
years old. 

c.	 Dispose of all other papers. 

• 

425. (European Ec~nomic Community) EEC Country File -
(France, Germa.ny, Italy, Belgium, Luxenbourg, Denmark,
Netherlands, Ireland, and the United Kingdom) - Contains 
data on a.ll phases of each member country's economy and trade 
~vith U.S. and other foreign nations. File primarily made 
up of cables, airgrams, State Department memos, newspaper
clips, magazine articles, press releases, policy and 
position papers, IMF reports, and correspondence. File 
divided into such subjects as Economic Affairs, Finance,
Industries and Conrnodities, Political Affairs, and 
Foreign Trade. 

At the end of each 5 year period: 

a.	 Move active papers forward. 

b.	 Send inactive Policy and Position Papers to 
BTRS and transfer to WNRC one year later. 
Offer to the National Archives when 15 
years old. 

c.	 Dispose of all other papers. 

OFFICE OF INTERNATIONAL FINANCE AND INVESTMENT 

Office of the Director, Deputy Director 
and Assistant Director 

This Office is responsible for the formulation and 
implementation of programs in the fields of international 
finance, business practices, and investment. 
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By delegation of authority from the Director, each 
of the Division Directors has plonning and direction 
responsibilities for his specific program, subject
to review by the Office of the Director. Consequently,
very few official file copies are retained in this 
office, since the Divisions are responsible for main-
taining the official files for the programs under their 
respective jurisdiction. 

426. General Subject File - This contains copies of 
papers collected or generated by the Director, Deputy
Director and Assistant Director in the process of 
giving executive direction to the various component
divisions of the office which deal w Lth international 
finance, international monet&ry affairs, foreign
business practices, investment policy and services. 

The file contains the official record copies of papers
prepared by the Director and his immediate staff. However,
the record copies of all other papers pertaining to the 
functions for which they are responsible are maintained 
in the Divisions. For the most part the papers found in 
this file document an overview of the international finance,
monetary and business environment. Although the information 
in this file is almost entirely duplicated by the files in 
the Division, this file has value for a reasonable period
of time because it renrescnts a C'omnaction of the actions 
of the Director and his immediate staff. 

Move active files forward and retire
 
inactive files to BTRS at the end of
 
every 2 years and transfer to WNRC 1
 
year later. Dispose when 10 years old.
 

427. Administrative Subject File - This contains office 
copies of the usual housekeeping papers on such matters 
as arrangements for meetings, budget, conference rooms,
parking spaces, personnel actions, requisitions for 
services and things, routine or transitory correspondence,
productivity reports, training, travel, with assignments
and the like. The file also contains copies of regulations
and other directives and papers pertaining to the internal 
conduct or operation of the program. 

a.	 Personnel Name Case Files - Dispose 6 months 
after separation,of employee. 

b.	 All Other Papers - Dispose when 2 years old. 

Jan	 76 127 



428. Chronological File - This consists of a copy
of each outgoing item maintained for the convenience 
of reference. This file does not contain yellow
copies of correspondence. 

Dispose when 2 years old. 

429. Circulating Reading File - This consists of one 
copy of each outgo~ng ~tem collected and circulated 
among staff members for their information. 

Dispose when 1 month old. 

430. Technical Reference File - This contains copies of 
printeCf"a"nd processed materia.l and duplicate copies of 
correspondence, studies and technical papers in the 
field of international finance and investment. They
are arranged alphabetically by subject. 

Dispose of individual documents or contents 
of file folders when they have served their 
purpose. 

Foreign Business Practices Division 

The Division participates in the development of policies
and legislation to provide favorable U.S. tax treatment 
of exports consistent "lith other national objectives and 
international undertakings, and in the promotion of 
exporter awareness and use of tax benefits. 

It insures that antitrust policies do not impede U.S. 
exports through participating in the formulation of 
policies in the restrictive business practices field. 
The Division also promotes the formulation of Webb-
Pomerene (Export Trade) associations. 

The Division helps protect U.S. Patent and Trademarks 
rights abroad so that their unauthorized use does not 
result in the loss of foreign markets for U.S. exports
or inhibit vigorous export promotion by U.S. firms. 

It provides information to assist businessmen in licensing
their technology and know-how abroad. 
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It seeks to insure that U.S. policies reflect a 
realistic assessment of the impact of the transfer 
to technology on the U.S. economy. 

It assesses developments in foreign laws affecting
U.S. commercial interests abroad and encourages foreign
governments to eliminate provisions in legislation which 
unreasonably impairs or discriminates against U.S. interests. 

It promotes the development of international commercial 
arbitration facilities and their use so that U.S. business-
men will have a convenient alternative to costly litigation
for resolving trade and investment disputes with their 
foreign service associates. 

It helps identify products where international standardi-
zation is important to trade and participates in activities 
of private and governmental groups to dr aw up principals 
to govern the harmonization of international standards 
and certification systems. 

l~31. Program and O~rations Subject File - This contains 
copies of incoming and outgoing correspondence and collected 
printed and processed secondary source materials on all of 
the activities and subject areas for wh i.ch the Division 
has responsibility. The file contains copies of recommen-
dations, reports and studies prepared for the use of 
b i.chc ..:......'-"'-1.r'),.,4-~,...._~+-

'-) 
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-r 
of the Department or U.S. Government on selected foreign
business practices. 

The papers in this file are arranged alphabetically by
subject and they constitute an essential worktool for 
the professionals concerned. After they have served this 
purpose they appear to have no further value, since the 
information in the studies, reports, and related papers
is essentially duplicated in an official issuance at 
higher level, or the information is available in other 
sources. 

·Retire inactive files to BTRS at the 
end of every year, transfer to Wh~C 
1 year later and dispose when 10 
years old. 
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432. ChrOn~OgiCal File - Prior to De~nber 31, 1973 
the yellow copy of outgoing items with the related 
incoming item has been maintained in this file. After 
January 1, 1974 this practice will be discontinued and 
the yellow copies of all outgoing items will be filed 
in the appropriate folder in the Program and Operations
Subject File described above. Thereafter, a copy of each 
outgolng ltem on manifold tissue (any color except yellow)
will be maintained in a chronological arrangement for 
convenience of reference. 

a.	 Yellow Record Copies Dated Prior to
 
December 31, 1973 - Retire to BTRS
 
and transfer to hTW{C. Dispose when
 
10 years old.
 

b.	 Chronological Copies Dated After
 
January 1, 1974 - Dispose when 1
 
year old.
 

433, Country Files - This contains copies of incoming
and outgoing correspondence generated by the Division 
with quantities of printed and processed secondary
source materials pertaining to each foreign country
with which the Division is concerned. 

The information in these papers is essentially duplicated
in documents maintained at a higher level or i.nother 
sources. 

Retire inactive files to BTRS at the end of every
year, transfer to WNRC 1 year later and dispose
when 10 years old. 

43~~. Administrative Subject File - This contains office 
copies of housekeeping papers on matters such as arrange-
ments for meetings, budget, conference rooms, field 
service, production reports, personnel, requisitions,
time and attendance, training, travel orders, work 
orders, work assignments and the like. 

Dispose when 2 years old. 
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(Licensing and Patents Program) 

435. Patents, Trademarks, Cop-yrights and Other 
Technical Property Rights and LfCensing File - This 
contains copies or-Incoming and outgoing correspondence,
airgrams, telegrams, and printed and processed material 
containing data on the laws, regulations and business 
practices of foreign countries on patents, trademarks,
copyrights, other technical property rights and licensing
that have an advantageous or adverse effect on U.S. firms 
desiring to establish a plant in a foreign country. 

This information is used to advise and assist U.S. firms 
relative to problems they encounter abroad on piracy of 
rights and unfair trade practices. The data is also 
analyzed and used to prepare forecasts and position
papers for the use of higher authority in making new 
or alternative policies and for their use in negotiating
a widening spectrum of international agreements on the 
transfer of intellectual property rights. 

These papers are arranged alphabetically under country
names. The papers concerning each country are filed in 
separate folders for (1) laws and regulations (2) corres-
pondence, reports and position papers. 

a.	 Laws and Regulations - Dispose of
 
inulvidual documents or coucents of
 
file folders when superseded.
 

b.	 Correspondence, Reports and Position Papers -
Move active files forward and retire all 
others to BTRS at end of each year. Transfer 
to WNRC 2 years later. Dispose when 25 years
old. 

436. International Agreements on the Transfer of 
Intellectual Property Rights - This contains incoming
and outgoing correspondence with related printed and 
processed material relating to the transfer and protection
of intellectual property rights under international 
agreements. 

The data in this file are analyzed and used in the prepar-
ation for and negotiation of such agreements wh Lch are 
the concern of a host of international organizations that 
convene numerous conventions to bilaterally consider 
universal problems in the field. 
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The position and other papers generated by the 
professionals concerned are inter filed with 
secondary source material. 

Position and Others Papers Generated 
by the Staff - Move active files forward 
and retire all others to BTRS at the 
end of every 5 year period. Transfer 
to WI\JRC and dispose when 25 years old. 

International Monetary Affairs Division 

The Division analyzes and advises on important inter-
national monetary developments and problems and on the 
relationships between these and the Department's concerns 
with foreign trade, foreign investment and the balance of 
payments, so that policies and programs in the latter 
areas can be formulated and carried out with adequate
consideration of their monetary aspects. 

Specifically, the Division is concerned with developments
relating to the international monetary and payments system,
proposed reforms of that system, balance of payments
difficulties, exchange rates, currency crises, international 
reserves, internation21 credit markets, price levels in 
different countries, the policies of the International 
Monetary -Fund, and other international economic develop-
ments which relate closely to the foregoing. 

437. Program sub~ect File - This contains record copies
of all papers pro uced in the Division pertaining to 
international monetary affairs including incoming
correspondence with related replies, reports, studies,
projections, recommendations and similar analyses. 

The papers are arranged alphabetically by subject. 
Printed and processed material~ workpapers and similar 
material generated or collected as a data source, or 
to serve transitory purposes are not placed in this 
file. 

Start a new file every five years, retire 
to BTRS and transfer to WNRC I year later. 
Dispose when 20 years old. 
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438. Committee File - TI1is contains copies of papers
created by members of the staff who are members or 
participants in conm i.t t.ees or organiza.!Jons concerned 
wi..thiJlt~t~n.e,-tary affairs. ~~'f.-d 4hl'~/)C:-HMtd·fe-<- ~ 

~~~A>G'~" "1~.	 #' 
.~ wdefjp?-te:-ly - Retire to BTRS
 
when no longer needed for current~./ 1 ...14.-.5
 

busjness and transfer to W1\TRC.Orr-v.! ~/'-PTT'
 
/~ ~'Y~F~' 

439. Administrative Subject File - This contains office 
copies of housekeeping papers on such matters as activity
reports, arrangements for conferences and meetings,
budget, general administration, personnel, requests for 
things and services, space, time and attendance, training,
travel, work assignments and the like. 

Dispose when 2 years old. 

440. Technical Information Subject File - This contains 
copies of typescript~ printed and processed material 
and telegrams collected from a large number of sources 
used as a source of technical data on a wide spectrum
of international monetary and related subjects. The 
file also contains workcopies of papers created by the 
Division to serve a transitory purpose. Record copies
of papers documenting a substantative action of the 
Division are not "filed in this file. 

Dispose of individual documents or
 
contents of file folders when they

have served their purpose.
 

International Finance Division 

The Division has three prime functions, as follows: 

(1)	 Participates in formulation and implementation
of policies to insure that U.S. exports are 
provided financing comparable to that of 
other trading nations, 

(2)	 Participates in formulation and implementation
of policies relating to U.S. and multilateral 
foreign assistance to insure that U.S. commercial 
interests are appropriately weighed, and 

(3)	 Participates in analysis, development and 
revieH of measures to achieve balance of 
payments equilibrium. 
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More speci~allY, staff members share4ik1 review of 
Gover~~ent assisted export financing and foreign
developmental Lerid i.ng policies and transactions 
through participation in activities of the National 
Advisory Council on International Monetary and 
Financial Policies, Development Loan Cormnittee,
Export-Import Bank Board of Directors, Export Expansion 
Advisory Comrnittee~ and Board of Directors of Overseas 
Private Investment Corporation. The staff also 
continuously examines and compares U.S. and foreign
credit financing programs, consults business as to 
needs for improved financing arrangements; recon~ends 
and supports appropriate policy and legislative changes;
participates in OECD efforts to avoid unfair and excessive 
national export financing arrangements. 

The Division maintains its official files at a file 
station in the Office of the Director. 

441. International Finance General Sub-ect File - This 
contains ocumentatlon 0 -a programs an actlvities 
of the Division. The file is composed of six major
subgroups as follows: 

o	 Administrative - This file contains housekeeping
papers. These are office copies of papers on 
subjects and t~ings such as boost file, budget, 
corrrrnercialofficers conferences, foreign service 
reporting (general); DIB and OCFP functions,
briefing papers on policy issues, work programs
and staffing, IFD functions, monthly and other 
activity reports, operating procedures, personnel,
requests for keys and other things, security,
time and attendance, training, travel and the 
like. 

o	 Agency - Comprised of copies of papers
generated or collected by staff members 
concerning the transactions of various 
committees and organizations having
responsibilities for international finance 
such as the National Advisory Council~ 
Development Loan Cormnittee, a.nd Development 
Loan Staff Committee. More specifically,
the papers found for each agency include 
agenda, minutes, reports, studies, and a 
host of related papers on the transactions 
of the organization. 
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o	 Internati.onal Agency - Contains the same 
kinds of papers; as those described above 
under AEcnELfor international bodies such 
as Asian Development Dank, Development 
Loan Conmittee,' Development Loan Staff 
Committee, GATT, International Monetary
Fund, International Bank for Reconstruction 
and Development, International Development
Association, Inter-American Development
Bank, International Finance Corporation,
Organization for Economic Cooperation
and Development, Development Assistance 
Committee, Export Credits and Guarantees,
and United Nations. 

o	 U.S. Agency - Contains the same kinds of 
papers as those described above pertaining
to activities 
international 
International 
Agriculture,
Import Bank,
Department of 

of U.S. agencies involved in 
finance, such as, Agency for 
Development, Department of 

Department of Defense, Export-
Federal Reserve Board, and 

Treasury.
I 

o	 Technical Subje~t - Contains copies of 
papers col~ec~ed or g7nerated by staff ~embers 
that contaln In£crmatlon on ~ great var~ety 
of international finance subject areas or 
organizations. Specially significant subject
areas include: Balance of Payments, Debt 
Studies and Problems, Debt Relief Operations,
Export Expansion Fund, Export Financing of 
other countries, Foreign Aid policies and 
procedures, Investment - Foreign, Investment 
Guarantees-U.S., and Textile and other 
industry Problems. 

o	 Country - Contains printed
material, loan documents, 
some papers created by the 
to international financial 

and processed
telegrams and 

staff relating
status of 

foreign countries. This file is arranged
alphabetically by country., 

I 
! 
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(a)	 Administrative ~ Dispose when 2•
-e. ~r-' yearS-old'l 

P ... (b.Y'A?;er,cy- Permanent - Move active 
~ ~ ~'	 1:iles forward and retire all others
 

to BTRS at the end of each year and
 
transfer to WNT{C, Offer to the
 
National Archives 20 years later.
 

International ~ge£cy ~ Permanent -
Hove active fi e orward and retire 
all others to BTRS, at the end of 
each year and transfer to l·JNRC. 
Offer to the National Archives 20 
years later. 

(d)	 U.S. Agency - Hove active files forward 
and retire all others to BTRS at the 
end of eac~ year. Transfer to w~~c 
and dispose when 10 years old. 

(e)	 Technical Subject - Move active files 
forward and retTre all others to BTRS 
at the end of each year. Transfer to 
W1~C and dispose when 10 years old. 

(f)	 Countr..z- Retire to 'BTRS when no 
longer needed Tor current business 
and dispose when 3 years old. 

Investment Policy Division 

The Division prepares and publishes studies on the 
nature, trends, and economic impact (employment, trade,
balance of payments, economic development) of foreign
investments by multinational companies; assesses the 
policy implications; fcrrrtulatesrecommendations on 
policies, programs, meas~res and legislation bearing
on such investments. Participates in investment analyses
and policy deliberations of international organizations,
including the OECD and the International Labor Organi-
zation (ILO). 

442. Forei~n Investment Subject File - This contains
 
incoming an outgoing correspondence and quantities of
 
printed and processed material, foreign service reports

(airgrams and telegrams) pertaining to American invest-

ments abroad and foreign investments in the United
 
States and related subjects. Special emphasis is
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placed upon multinational corporations in the file. 
Also included are the usual housekeeping documents 
covering such matters as budget, arrangements for 
meetings, personuel, requisitions, travel and the 
like. 

Arranged by geographical regions alphabetically by
country. 

a.	 Administrative or Housekeeping Papers -
Dispose when 2 years old. 

Ib.	 All Other Paper-s - Dispose when superseded
or obsolete. 

443. Studies, Reports, A..nalyses and Recommendations -
This is a record set of qne copy of each such end-product
paper submitted to higher aut~rity for~urposes of 
policy or decision making. ~~~~~~r. 

Permanent - Retire to BTRS when no longerI [P -/ / fv c. .1. needed for current business and transfer 
to W1~C 2 years later. Offer to the Nationaleftl-:..- ~ I~' Archives 20 years after transfer to HNRC. 

444. International Economists Subject File - There are 
several international economists in the Division each of 
whom is assigned a geographic area such as the Third 
World Countries, South America and Europe. Each of the 
economists is responsible for monitoring and analyzing
American investments in his area and investments from 
that area in the country. 

In the process of making these analyses and determina-
tions each of the economists accumulates or generates the 
same types of papers on the same subject area as are 
found in the Foreign Investment Subject File. 

The substance of these papers is captured in the reports
and studies described above and earmarked for permanent
retention. 

Dispose of individual documents or 
contents of file folders when super-
seded or obsolete. ' 
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T• .' A d I	 .•.ransportat10n ~n nsurance D1v1s10n 

The Division is responsible for furnishing policy
guidance on the formulation of new international 
rules to regulate the li~bility of air, ocean, and 
intermodal carriers for loss or damage to goods,
including preparation of the rationale for the need 
for substantial increases in existing carrier 
liability limits for goods in containers. Specific
functions includes: 

o	 policy guidance:on measures to counteract 
protectionist insurance policies of foreign
countries. 

o	 preparation of Department's position on 
regulation of international container 
traffic. 

o	 development of international shipping
legislation. 

o	 preparation of policy guidance on disparate
freight rates, and law of the sea issues. 

o	 working with international organizations to 
standardize the ,gauge-of railroads, and to 
e ,.,r!:l 1, 1 .;sh "1"-"'; fozirn t r: ..,...1, -:,.....,,..... -'"' zu l af-'; 0"""" {'" +=--~'-""".J-,-~",,> ........... J.J..~.l-.V.&..!L U\""'I-'l..l-I."6 ""''"-6 .L t....J- 11':':> .LVi.
 

major internatidnal highways.
I 

o	 working with international organizations to 
adopt a standard airbill, and to establish 
an international aviation organization. 

o	 publication of Free Trade Zones Abroad, as 
necessary, to call to the attention of U.S. 
exports the particulars of the operation of 
the zones. 

o	 answering requests from Government officials 
and U.S. exporters. 

The Division is not directly concerned with individual 
rate,making transactions, but rather in establishing the 
policy approach based on :an analysis of rates, practices,
and other factors of tra~sportation and insurance having
an effect on the competitive position of the U.S. in 
international trade. 
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445. Trans~ortation	 FLIes - This contains aCount:2:.,y
folder-tile alphabetically ler -each country in which 
quantities of informational material pertaining to the 
subject countries are filed. The papers pertain to the 
transportation practices and problems of the subject
country. Copies of position papers, reports, and 
evaluations prepared by the Division are also in the 
file along with transmittals and other routine papers
generated by the office br received from other elements 
of the Department or government.

I 

I11.1ebulk of these papers I is used for informational
 
purposes only and has al short term value. The same .
 
a0ll-ies to the document . ~~,11(? ~ ....
routine a ti.on	 r-» : 
~vud~:q.. d.~<-.	 : 

(a)	 Position Papers, Reports, Ev~luations 
and other than routine correspondence.
Pe_r~t - Retire to BTRS when no 

-rDnger	 needed'for current business and 
transfer to WNRC one year later. Offer 
to the National Archives 20 years after 
transfer to WNRC. 

(b)	 Informational and Routine Papers - Dispose
when 3 years old. 

l~46. Insurance Country	 Files - These contain papers
Cl.rrrmgedalpL1CJ	 the of_:CQ,reigncountries beti.c a Ll.y by names 

~pertaining to insurance reguLatTons, restrictions ana 
practices of each foreign country that affect U.S. 
insurance companies operating abroad, and U.S. investors 
in foreign countries. 

Most of the papers are informational copies such as lists 
of insurance companiesl statistics and similar items. 
However, copies of U.S. positien papers, reports, laws,
regulations, evaluations and supporting papers are 
included in the file. The remainder of the papers serve 
only as a wor kt.ooL and are of short- term value. 

(a)	 U. S. Position Papers, Laws, Regulations,

Reports, Evaluations and Supporting


t/7P~ '2 fv c.t. Papers. Permanent - Retire to BTRS
 
when no longer needed for current business,


e)tl~	 6 l-tL. transfer to WNRC one year later. Offer 
to the National Archives 20 years after 
transfer to WNRC. 

(b)	 All Other Papers - Dispose when 5 years
old. 

Jan 76	 139 



•447. Insurance Subject File - This contains incoming
and outgoing correspondence, reports, evaluations, and 
related papers concerning specific types of insurance,
international insurance practices~ international 
insurance markets and international underwriting
policies. 

The papers are frra~ed alphaQe~ically by subject and 
they contain :tfi~ormation,used for precedents in problem
solving. Accordingly, t~ey appear to have significant
long term value for research needs above and beyond
their usefulness for opetating purposes. 

Permanent - Start a new file every
VI]> ~ eft1'vc. ~ 10 years, Retire to ETRS one year

later and transfer to h7!m.C 2 yearsg;-I ~ I c./-. later. Offer to the National Archives 
20 years after transfer to WNRC. 

448. Free Trade Zones and Customs privile~ed Facilities 
Abroad File - This file contal.ns papers re ating to the 
regulatl.ons and practices of free trade zones with respect
to facilities available, operations authorized, and 
potential uses by U. S. exporters. The papers are 
arranged alphabetically by countr» thereunder by zone. 
They are primarily used to prepare the Free Trade Zones 
~nd F~cilities Abroad published intermittently to keep
the Ti.i.Tormationcurrent. I l11e papers are also used to 
answer requests for info~ation. 

Dispose when 10 years old. 

449. Ocean Shi¥pin~sub~ect Files - These contain 
documentation o~t:he divl.sion of trade between two 
countries, flags of convenience, U. S. and foreign
maritime labor problems (dock strikes, union treatment 
of containers and LASH vessels, shipping legislation
and cargo preferences). TheRe papers contain basic 
data used for determination of the U. S. position and 
policy on ocean transportation. 

Segregate inactive folders every 3 years,
and retire to BTRS. Transfer to WNRC one 
year later and dispose when 15 years old. 

i 
I 
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• • 450. Aviation Subject File - Documentation of 
reciproc1ty agreements be twe en U. S. and other 
countries, air carriers liability for passengers
and freight under the hTarSa'h'Convention, airway
bills and of international aviation organizations.
The file also contains the U. S. position and policy
papers on air transportation developed from the 
supporting data wh i.ch are included. 

Segregate inactive folders every 3
 
years, and retire to BTRS. Transfer
 
to HNRC one year later and dispose

when 15 years old.
 

451. Facilitation File - This contains papers on 
the standardization and simplification of international 
trade procedures, documentation and customs practices. 

Segregate inactive folders every 3 years,
and retire to BTRS. Transfer to W1~C one 
year later and dispose when 15 years old. 

452. Law of the Sea File - This contains papers on 
sea bed mineral extraction (mining manganese, cobalt,
nickel, etc.) oil pollution, territorial waters,
safety and international organizations concerned with 
the Law of the Sea. The file also contaLns papers
produced in preparation for international Law of the 
Sea meetings. 

Segregate and retire inactive folders
 
to BTRS when 5 years old. Dispose

when 7 years old.
 

453. International Organizations File - This contains 
copies of reports and other papers relating to inter-
national organizations (OECD, UNCTAD, GATT, ECE and 
ECAFE) concerned with international transportation
and insurance. Most of these papers are copies of 
agenda, minutes of meetings, reports, task force 
papers, and the like created by the various organizations. 

Dispose of individual documents or contents 
of file folders when superseded, or when they
have served their purpose, whichever is sooner. 
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454. Hi_~ Subject Fil~ - Documenta.n of 
international high"\'Jaytransportation including
standardization of road signs, trucking regulations,
major international h i.ghways and similar matters. 

Dispose of individual documents or 
contents of file folders \\Then3 
years old. 

455. Railway Subject File - Documentation of 
international organizations' work on gauge standardi-
zations, facilitation rail equipment movement and 
U. S. export rail rate problems. 

Dispose of individual documents or 
contents of file folders when 3 
years old. 

456. Administrative Subject File - This contains 
office copies of housekeeping papers on such matters 
as budget) conferenCe rooms, personnel actions,
requisitions for supplies and services, time and 
attendance reports, space, travel and the like. 

Dispose when 2 years old. 
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BUREAU OF TICDOl'1ES COMMERCE 

Office of Deputy Assistant Secretary 

457. Program a~d Operating Subject File - The Deputy
Assistant Secretary as the head ot the organization
provides leadership and executive direction to all 
components of the Bureau and has general responsibility
for and oversight of all its activities. 

The Deputy Assistant Secretary retains copies of only
those papers which he personally generates and copies
of those submitted to him on wh i.ch he takes some 
substantive action, or in wh Lch he has some special
interest. Record copies ot all other papers handled 
in his office are maintained at the office or division 
level as appropriate. 

TI1e file contains documentation on program plans, policy,
position papers, and Mcisions on a j5r/?at variety of 
operating matters. /~~~ ~~u4~'1' 

PeLlTIanent~ Retire inactive files to ETRSe 10'/' at the end of every year and transfer to
1/ Go /-. v,j)-"/ WNRC 2 years later. Offer to National 

A_I ~ 7/"l-'efO'Y ... Archives 20 years thereafter. 

458. ~uty Director's Subject File - The Deputy Director 
by delegation from the Deputy Assistant Secretary has 
decision making responsibility for all Bureau operations
and for oversight for all program projects in progress.
He also is responsible for coordinating the activities 
of the Bureau vlith those of other government agencies
and private organizations having similar or related 
programs. 

The Deputy Director retains only such documentation as 
he personally generated or on which he takes some such 
substantive action, or in which he has a special i.nterest. 
Office and division heads have delegations of authority
to complete actions on the vast majority of daily trans-
actions at their level, and record copies of the resultant 
papers are maintained in their offices. 
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permatnt - Retire inactive file.oVIJ>-=- :;; G,?~ BTRS at the end of every year, transfere e-tH~ z- c...(!... to WNRC 2 years later and offer to 
National Archives 20 years thereafter. 

459. Deputy Assistant Secretary Reading Files - This 
consists of a copy of all outgoing items created by
the heads of offices and divisions forwarded at the 
end of each day for.the information of the Deputy
Assistant Secretary and members of his innnediate 
staff. 

Dispose when 2 years old. 

460. Administrative Subject File - TI1ese are office 
copies or the usual housekeep--rng-papers on such matters 
as Departmental objectives) activity reports, budget,
project briefings, personnel actions, publications,
reorganization, requisitions, space and equipment,
and the like. 

Move active files forward, and dispose of 
all other when 2 years old. 

OFFICE OF BUSINESS RESEARCH AND AN~LYSIS 

Office of the Director 

461. Director's Subject File - This contains copies of 
papers generated by the D~rector, Deputy Director, and 
other members of his immediate staff. The papers
pertain to the collection and analysis of data on 
industry/commodities to provide government and the 
private sector with information service used in 
planning and decision making. The file also 
contains planning, policy and similar papers
generated by the Director and his assistants in the 
course of providing executive direction to the activities 
of the office and coordinating these activities with 
those of other elements of the Department and .other 
government and international organizations and agencies.
Noteworthy subject headings found in the file include 
Aerospace, AID Development Loan Committee, American 
Mining Congress, Asian Development Bank, Briefing Books,
CERP (Current Economic Reporting Program), National Export
Expansion Council, Oceans Policy, Legislation, President's 
New Economic Policy, Research and Development, and Trade 
Centers. 
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vrJ:>-- J'c I- Permanent - Start a new file every 5 
years, retire old file to BTRS 1 yeare-/!"~ zi ell- later. Transfer to HNRC 2 years later. 
Offer to National Archives when 20 years
old. 

462. Administrative Subject File - These are office 
copies of housekeeping papers on such matters as 
arrangements for meetings, budget, chronological
copies, personnel actions, production and other local 
reports, space, time and attendance~ travel, requisi-
tions for supplies and services and the like. 

Dispose when 2 years old. 

463. Director's Chronolo ical and Invitation File - TI1is 
is not t1e usua' chrono' og~cal ~ e s~n~e ~t contains 
copies of outgoing items with the related incoming items. 
The former Director's invitations to make official 
appearances and speeches are also included. 

Dispose when 10 years old. 

464. Office of Business Research and Analysis Publication~ -
This consists of a record set (one copy each) of the' 
recurrent publications produced by forOBP.J\. distribution 
to the public and/or to other government agenc ies . TI1is 
does not include one time special studies or reports even 
though they may be processed or printed and widely dis-
tributed to the public and other government agencies.
These reports or special studies are included in the 
paper or ADP recojxl of t~~o~gc;nizational ';1ni.1:_ .../s which 
produced them. ~~d"7 7Y"a~ l' ~~-/ ~.v'~ 

~W;Acd!£r -4 Pj-/,~_~ r~.,....r: /
Ea6h division, or equ~alent unit, of OBRA forwards one 
copy of each publication wh Lch it produces to the Special
Studies Staff for inclusion in this record set. 

Permanent - Retire to BTRS at the end of 
each year, transfer to WNRC 6 months later,
and offer to the National Archives 20 years
later. 

465. Standard Industrial Classification Manual File -
The Director, Special Reports and Forecasters Staff,
and his immediate assistant are members of the Technical 
Committee on Industrial Classification which is an 
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• • 
advisory body to the Office of Management and Budget,
Executive Office of the President. The Committee's 
prime function is to keep the Standard Industrial 
Classification abreast of current industry structure. 
This is accomplished by utilizing the professional
expertise of concerned specialists selected from 
those areas of the Government that have primary
interests in each of the specific fields. 

The file consists of the papers collected and generqted
by the OBRA representative in the course of rev i.ewi.ng 
and revising the last issue of the manual, The papers
are arranged by t\VO digit SIC numbers. They comprise 
workpapers wh i.ch are of no value after the revision 
undertaken has been published. The record copies of 
these papers are maintained in Office of Management
and Budget, Executive Office of the President. 

Dispose one year after the publication
of manual to wh i.ch the materi.al refers. 

466. Resuests for Information - This contains copies
of incom~ng and outgo~ng correspondence requesting
information and replies thereto. The replies do not 
involve extensive research and analysis. Many incoming 
items are satisfie~ by a telephone call. 

The incoming items and replies are arranged chronologically. 

Dispose when I year old. 

467. Standard MetrJtolitan Statistical Areas File -
These are papers co. ected or generated by the Director,
Special Reports and Forecasting Staff, as the BDC 
representative on the Federal Committee on Standard 
Metropolitan Statistical Areas. 

The prime purpose in establishing Standard Metropolitan
Statistical Areas is to provide criteria to enable 
statistical agencies to use the same boundries and 
help them achieve uniformity of statistical data for 
analyzing metropolitan problems. The papers are 
arranged chronologically and comprise the workpapers
of the representative used to revise the Standard 
Metropolitan Statistical Areas classificat~on. 
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Record copies of these papers are maintained in•the Office of Management and Budget, Executive 
Office of the President. 

Dispose 6 months after publication of
 
the issue to which the papers pertain.
 

468. Public Use Forms Clearance File ~ This consists 
of one copy of each public use form generated by OBRA 
and submitted to the Office of Nanagement: and Budget
with supporting papers. 

Also included are the same papers relating to all 
survey forms distributed to private industry even 
though they do not qualify as public use forms. 

These are the record copies of ~is mater~l. Inactive 
folders are filed separately. ~~~ ~//~,A?tY/fYt.6'..vv, 

Permanent - Retire inactive files to
 
BTRS when one five drawer cabinet full
 
has accumulated. Transfer to h11TR.C1
 
year later and offer to National
 
Archives 20 years thereafter.
 

469. General Subject Correspondence File - This contains 
copies of cOIIIDmnications to and from other elements of 
OERA and/or the Department ct Co~~erce. TI1e papers 
pertain to the internal administration of the Staff and 
its performance as an information clearinghouse function 
for BDC. 

Papers ordinarily filed separately in an administrative 
subject file are included in this file because none of 
the other papers involved has more than a very short 
term value. This is true because the bulk of the 
papers provides support to produce an end product
which essentially duplicates the content of this fileo 

Dispose of individual documents or contents 
of file folders when 1 year old. 
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Consumer Goods and S(~rvices Division 

·e Office of the Director 

• 
470. Director's Subject File - This contains copies
of incoIDlng and outgoing correspondence and some 
printed and processed material generated or collected 
by the Director pertaining to subject areas covering
ongoing projects of the Division. The file shows 
special emphasis on distribution, 'franchising,
retailing, wholesaling and general categories of 
consumer goods and services not related to the 
Standard Industrial Classification. 

TIle file also includes documentation of the internal 
administrative management of the Division. However,
these papers represent a minor part of the total 
volume of the file. 

Typical subject headings in the file include Cargo
Security Advisory Standards, Cattlehides, Control 
Letters, Crime, Export-Import Bank, General Business 
Services Convention, Industrial Mobilization, Legis-
lation, Marketing Information Guide Branch, Monthly
Output Reports, Open Projects Report, Organization,
Product Safety, Service Industries Accomplishments-
and Hhite House Con f'e r-enc e on Tnrlu s t:1:"j;:) J l·Jorld A he ad 
Look at Business in 1990. 

A new folder is made at the beginning of each calendar 
year for each subject heading in the file. Thus, the 
file is first ~rranged alphabetically by subject,there-
under chronologically by calendar year. 

f;;J cf Permanent - Retire to BTRS when 3 
years old and transfer to WNRC 2 years

2- c(2 later. Offer to National Archives 20 
years ther.eafter. 

471. Requests for Information File - TIlis contains 
copies of incoming requests for information for 
publications with copies of the replies. Also 
included are letters of commendation, transmittals 
and the like. 

Dispose when 2 years old. 
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L~72. chronlogieal File - This consist of one copy
of each document prepared by the Director and certain 
designated specialists. The papers are arranged
chronologically and are used for quick reference 
purposes. 

Dispose when 3 years old. 

473. Technical Lnf'o'rrna tLon Files - These are comprised
almost entirely of printed and processed material 
including newspapers, periodicals, trade journals,
government publications and the like. The material 
is arranged according to SIC code numhers for the 
industries involved with special reference to whole-
sale trade, aviation, communications, finance, insurance,
retailing, real estate, tourism, recreation, professional
services, personal services, and motion pictures. 

The same type of material is also maintained under 
appropriate program headings. This portion of the file 
aggregates certain secondary source data of significant
value to the specialist under each of the subject headings. 

Incoming and outgoing correspondence primarily with the 
private sector is included in this file with the related 
secondary source material. The correspondence is in 
:esponse to requ~sts for i~f~rmation from a.comp~ny or 
1ndustry eoncern1ng a spec1flc proble~ or 91tuat10n. 
It also contains copies of invitations to bid on 
construction or som2 other undertaking of a foreign
government. TI1e correspondence has the same value 
as the related secondary source material which is 
occasionally purged of superseded or obsolete items. 

Dispose of individual documents or contents 
of file folders when no longer needed for 
current business. 

474. Youth Opportunity Campaign File - This contains 
copies of correspondence with organizations in the 
private sector and copies of internal communications 
and with other government agencies pertaining to the 
development of and the Department's participation in 
a campaign to provide jobs for disadvantaged youth. 

Retire to BTRS and transfer to WNRC
 
6 months later. Dispose when 10 years

old.
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475. Admin.trative Subject File - Th' contains 
copies ot the usual t~usekeeping papers on matters 
such as conferences, budget, personnel actions,
requisitions, space, time and attendance, travel,
work assignments and the like. 

Dispose when 2 years old. 

(Textile. Leather and Footwear) 

476. Consumer Products sub~ct File - At present the 
bulk of the file consists o'-papers created by the 
former Consumer Products Division. In the recent 
reorganization this activity was combined with services 
and other functions in the present Consumer Goods and 
Services Division. Since the file contains incoming
and outgoing correspondence pertaining to many of the 
commodities handled by this activity it has been 
continued and new subjects and documentation are simply
added to it. 

The file contains incoming and outgoing correspondence
with the public, other government agencies and foreign
governments pertaining to production, marketing and 
technology of consumer products. It also contains 
documentation relating to arrangements or agreements
with foreign govern.l1lentsconcer!1ing such products of 
U. S. ori~in. Th~ impact of the imnort of Certain 
of these ~roducts on b. S. labor an~ markets is also 
dealt with in the file. 

Start a new file every 5 years) retire 
to BTRS one year later, transfer to WNRC 
one year later. Dispose when 15 years old. 

477. Textile and Hard Fibers Subject File - This 
contains-Incoming and outgoing correspondence from 
trade associations, other organizations in the private
sector and individual industries pertaining to markets,
production, and the technology of the textile and 
apparel industry. Many of the papers provide the 
requestor with suggested solutions for specific problems
or conditions confronting him. 

The file also contains copies of the activity and production
reports for the organizational unit responsible for textiles 
and apparel and some related housekeeping papers. 
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These paper4lhave a relative short tern~value 
since the situation within the industry and with 
respect to the market changes very rapidly. The 
Lnforma t Lon in th i.s file is essentially duplicated
in official statements and publi~ations that are 
maintained elsewhere. 

Retire to BTRS when no longer needed
 
and transfer to HNRC 6 months later.
 
Dispose when 10 years old.
 

478. Committees, Conferences and Boards File - This 
contains copies of papers generated by committees 
and boards such as Textile Advisory Co~mittee,
Textile Apparel and Related Industries, Technical 
Task Group, International Wool Study Group, Inter-
national Textile Committee and at various other 
meetings in which the Division had an interest. 
These papers are collected by various ~pecialists
because they contain raw data of value to them for 
completion of their daily work assignments. The 
file is not complete for any of the committees 
mentioned. 

The official record copy of papers created by each of 
the organizations involved is maintained either by
the committee or by the sponsoring agency. 

RetiIe to ETRS when no longer needed
 
and dispose 6 months later.
 

479. Executive Reserve File - This contains documenta-
tion of the recruitment, designation and training of 
members of the Executive Reserve. The papers are 
arranged in name case files. 

Dispose one year after the subject reservist 
separates from the Executive Reserve, or 
withdraws his name. 

480. Foreign Excess Property File - This contains 
documentation of a determination on whether or not 
an import license should be granted for the import
of excess property purchased in a foreign country.
In the course of this determination, the Division 
makes a survey to determine if the import of such 
property will or will not have an adverse effect on 
the domestic market of the U.S. 

Dispose when 2 years old. 
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481. Priorities Ass i stance Case Files - These contain 
copies of applications usually -trom U. S. Military 
agencies for assistance in expediting deliveries by
vendors or some oLher element of confonnance which 
is being delayed by the vendor. The cases also 
show the actions taken by the Division to accomplish
the desired result. 

These papers have no value after the expiration of a 
short period of time after final action has been taken 
on them,since the Division is acting in a given
cooperative capacity with the military, and has the 
benefit of the unique strength of the Division's 
relationship with industry. 

Dispose one year after the transaction 
is completed. 

482. Administrative Subject File - This contains 
conven1£nce of reference coples or the usual housekeeping
type of papers on matters such as budget, conferences,
briefing papers, personnel actions, requisitions, press
releases, copies of Departmental and Bureau directives,
travel, work assignments, production reports and 
internal notifications of industry developments and 
memorandwns containing infonnation for compilation
with other data for decision m2king purposes in some 
other office. -. . 

Dispose when 2 years old. 

(Leather, Leather Products and Furs) 

483. Leather and Leather Products Subject File - This 
contains copies of incoming and outgoing correspondence
developed in response to specific requests from companies
and industries in the private sector for information to 
assist them in resolving a specific problem or situation 
with wh Lch they are confronted. In addition the file . 
contains copies of special studies or memorandum reports
prepared for internal use in the Bureau. 

These papers are maintained for convenience of reference 
by the specialists concerned. Official record copies are 
in the Subject Correspondence File that serves the Vlhole 
unit. 
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Dispoe of individual documents e 
cont.errt s of file fo Lder s when they
have served th2ir purpose or when 
2 years old. 

484. Cattlehides Sub;ect File - This contains documenta~ 
tion of resolution or a situation whe re Ln cattlehides 
were in short supply as a result of poor growing seasons 
and the slaughtering practices in countries that provided
a major portion of the World's supply of cattlehides. 
The documentation contains the basic data on all of the 
factors involved in reaching a policy position on 
export control of hides so as to keep the supply in 
the United States at a level to meet the needs of the 
domestic industry. 

These are the record copies of the papers in the Bureau 
on this particular commodity and problem. Development
in this particular area may very well be a preview of 
similar developments w lrh respect to other commodities 
and point the way to shape the U. S. policy to keep
U. S. domestic industry and markets in a competitive
posture. . 

Permanent - Transfer file in toto to BTRS
(/ ,.5) -=- &- c I- when no longer needed for current business. 
(?AJ -;..~'I<v G ~ Transfer to "'NRC one year later and offer to 

National Archives 20 years thereafter. 

485. Shoe Industry File - In response to industry
pressure Battelle Memorial Institute was engaged to 
examine the facts and prepare a report on the need for 
import restrictions on shoes. An interdepartmental
committee (Industry Shoe Committees) \Vas formed at 
about the same time to investigate and make recommendations 
on the desirability of such protective restrictions. The 
committees designated a task force to carry out their 
mandate. The file contains copies of the Battelle 
Memorial Institute's and the task forces' findings and 
recommendations with related supporting pape7.P_generated
or colle~~ed by the specialists concerned.~aM1~ 

{).Jtf k~lj-t cd£'1 . 
Perma~ent - Transfer the file in toto to BTRS 

~ G~ when no longer needed for current business. 
Transfer to WNRC one year later and offerM/~ to National Archives 20 years thereafter. 
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486.. Indus_! Adviso!y ...Committ",e -Thesep~'
cons1st of se ected papers crcatea-by 1}1e committees 
of which there were a considerable number in the 
Post World War II Period, containing data on hides,
skins, leather, and f'ootwe ar . 111e papers included 
in the collection were selected because they contain 
data of special interest to professionals concerned. 
The papers mayor may not be complete documentation 
0JJ~ny of the subj ec c Ind~st~r~ Advisory Co~Wees. ~~/C,J

~aAAf~£ ~~.P't~-a,-""1' i"~ ?/n«11l/#.c.~/ ~vdd~	 -r 
51/ Permarfent - Retire to TR,?t' nowhen longer

~~./. needed for current business. Transfer to 
J c~ WNRC 6 months later and offer to National 

Archives 20 years thereafter. 

487. S¥ecial Studies and Reports File - Occasionally
survey -arms are distributed to the industry for 
collection of information to be used in the preparation
of a special study or report. The data from the survey
forms are tabulated on worksheets and are analyzed and 
included in th~ report or study submitted. 

These studies and reports are produced for either internal 
use or distri~~ion to o~~e~overnment agencies and/or
the public.~~<.~ ~7rY-17~r: 

(a) Survey	 Forms - Dispose 6 months.after 
compilation and analysis has be~n 
completed. 

(b) Studies	 and Reports for External Use _ '-oS 
Forward one copy each to the Special
Reports Staff for inclusion in a 
record set. All other copies - Dispose
when they have served their purpose. 

Studies and Reports for Internal Use -
Permanent - Transfer to BTRS when no 
longer needed for current business,
transfer to WNRC one year later and 
offer to National Archives 20 years
thereafter. 
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488. MObil!tion and Controlled Mate!ls File -
This contains back-up papers tor mobilization orders 
and stockpiling controlled materials developed on 
leather, hides, skins and other consumer goods, the 
produc tion of wh i.ch required controlled materials. 
These papers are essentially duplicated in the 
Office of Industrial Mobilization which has respon-
sibility for coordinating the Bureau effort in this 
area. 

Dispose when no longer needed for current 
business or when superseded whichever is 
sooner. 

489. Fur and Hair Information File - This contains 
copies of statlstlcal reports, clippings and processed
material containing raw data on the quantity and quality
of furs and animal hair produced in the U. S. as 
contrasted to the production of foreign countries. The 
file also contains statistical compilations, drafts,
and other workpapers produced by the specialist in the 
process of manipulating raw data and analyzing it for 
inclusion in a published report or some other official 
issuance. Accordingly, the informational content of 
this file is essentially duplicated in official 
statements. 

Dispose of individual documents or contents 
of file folders when no longer needed for 
current business or when superseded which-
ever is sooner. 

(Arms and Ammunition Household A pliances

and Furnlture, Recreatlona Jewelry)
 

490. Industry Evaluation Boa.rd (IEB) Studies - This 
contains copies ot the studies prepared by the activity
which establishes the potential production and capacity
of industries in terms of possible mobilization for a 
national emergency. 

These studies are submitted to AEC, Justice Department,
Defense Department, and relocation for use in an 
emergency to meet needs for critical materials. The 
studies are of no value after they are updated and 
superseded which occurs on about a 3-year cycle. 

Dispose when superseded. 
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491. Cen 
Negotiat on_ -
negotlatlons arranged by cornmodity. These materials 
are generated or collected so that the analyst can 
pick up the necessary facts to make a determination 
and reconnnend an adjustment when an industry alleges
that it has been disadvantaged by imports. 

This is a wor kt.ooL that is useful for a long term 
during wh i.ch it must be readily available to the 
specialists involved. 

Retire to BTRS when no longer needed
 
for current business, transfer to
 
WW{C one year later. Dispose when
 
25 years old.
 

492: Administra~ive Subject Fil~ - This contains 
cop i.es of opar at i.ng r.ns truc t tons (security, Department,
Bureau and other government agencies directives) and 
the usual housekeeping papers on matters such as 
budget~ conferences, personnel actions, requisitions,
travel, space and the like. 

Dispose when 2 years old, 

493. Consumer Durables Chronological File - TI1is 
consists of a white copy of each outgoing item prepared
by the ac rt v I.ty C]rLAn~ed ch rono Log LcaLly. The record 
copy is filed in the Division Director's subject file. 

Dispose when 3 years old. 

494. Small Arms Subject File - This contains copies of 
incoming and outgoing correspondence with companies
seeking resolution of their problems. It also contains 
reports of recommendations on gun control and related 
problems prepared for internal and external use. Comments 
and recommendations on proposed and pending legislation
pertaining to small arms and ammunition are also included 
in the file. 

These are the record copies of these papers. Consequently,
these papers contain data of significance to researchers 
in the field of sociology, legislation and foreign
relations. 

Permanent - Retire to BTRS when no
 
longer needed for current business
 
and transfer to WNRC one year later.
 
Offer to National Archives 20 years

thereafter.
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495. House __ d Furniture Subject File. This contains 
copies of' incomw.g and oUtgOit1g correspondence with 
individuals and companies seek irig information on 
recommended solucions for problems w i th wh i.ch they 
are confronted. Reference copies of reports and 
studies are also included in the file. However,
the bulk of the file consists of printed and 
processed material collected by the specialist as 
a source of raw technical data which he requires to 
fulfill his daily work assignments. 

The correspondence, reports and studies found in 
this file are maintained in the official files of 
the Division Director. 

Dispose of individual documents or 
the contents of file folders when 
no longer needed for current business 
or when superseded whichever is sooner. 

496. Writing Instruments and Smokers Articles - This 
contains copies of incomfilg and outgolng correspondence
on the commodities involved with quantities of printed
and processed material collected by the specialist as 
a source of raw data. 

Dispose of individual documents or contents 
of file folders wheri no Loriger neecled f or 
current business or when superseded which-
ever is sooner. 

497. Household A¥pliances and Products File - This 
contains coples 0 incoming and outgoing correspondence
pertaining to a variety of household appliances and 
products (i.e., venetian blinds, drapery, mirror frames,
and furniture) with a quantity of printed and processed
material collected by the specialist as a source of 
raw data which he needs to do his job. 

Dispose of individual documents or 
contents of file folders when no 
longer needed for current business 
or when superseded wh Lcheve r is sooner. 
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498. Jev,.-e].,:rz.....§_ubj.£ct_File~is COl;tc:insincoming -
and out go t.ng correspondence w i.t h Lnd Lv idua Ls and 
companies requesting info~mation on problems with 
which they are confronted. The file also contains 
quantities of printed and processed material 
containing raw data on the jeHelry industry. 

The correspondence and reports found in this file are 
essentially duplic~ted in the files of the Division 
Director. 

Dispose of individual documents or the 
contents of file folders when no longer
needed for current business or when 
superseded whi.chever is sooner. 

499. Silverware, Stainless Steel Flatware, and Other 
Household Articles File - This contains copies of 
reports, stUOl.CS, l.ncoming and outgoing correspondence
'>lithindividuals and companies requesting information 
to resolve their problems. The bulk of the file is 
comprised of printed and processed material collected 
by the specialist as a source of raw data. 

Record copies of the correspondence, reports and studies 
generated by the specialists are maintained in the 
official files of the Division Director. 

Dispose of individual documents or the 
contents of file folders Vlhen no longer
needed for current business or when 
superseded Hhichever is sooner. 

500. Musical Lnstrumen t s sUbfect File - This contains 
printea-ana-proccssed-materIa~s collected as a source 
of raw data on the subject commodities w Lt.h convenience 
copies of related correspondence and reports. 

Dispose of individual documents or
 
contents of file folders when no
 
longer needed for current business
 
or when superseded wh Lche ve r is
 
sooner.
 

501. Notions and Novelties Subject File - This contains 
printe~d processeo material collected as a source of 
raw data on a variety of such items as buttons, Christmas 
decorations, fasteners, religious goods, sponges,
umbrellas, and a variety of others. 
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Also inc luded are convenience cop Ir'~, of correspondence
and 
the 

reports,
files of 

record copies
the Division 

of whi ('11are 
Directl)!'. 

retained in 

Dispose 
contents 

of individual doctJlIl<:l,tsor 
of file folders WIIl'11 no 

longer needed for 
or when superseded 

current llll:d.ness 
whLche vo r- is 

sooner. 

502, Gems Subj <=;c:..t - This C(.'"/':J ins printedFile and 
processed secondary source materJ'll with related 
correspondence. 

Dispose of individual dOCllllli'lltsor 
contents of file folders wh"1l no 
longer needed for current llll!:.i.ness 
or when superseded whLche vo r- Ls 
sooner. 

503. Foreign and Domestic Glass\\I.",p, Earthenware, 
China an2r"Pottery Subj ect Fire-::-1T~Ls file 1.S comprised
of one subdivision for foreign g-' ,I:::-jwareand pottery 
products. The other subdivision ('livers the domestic 
side of these products. Domestic '-tIes are arranged
alphabetically by subject and thr)::(. for foreign
countries are arranged by SIC COl/I' numbers. 

Documentation in the file Lnc Iudo. Incoming and outgoing
correspondence, internal cormnun Ir-.. I: Loris and copies of 
foreign service dispatches. Prill! I'd and processed 
material collected by the special I::t as a source of 
raw data represents the major por t Lon of the file by
volume. 

The file is primarily used to r enpond to reques ts for 
information from private Lnd Lv i.du., I:j and companies
and to prepare internal documentn Ihat are incorporated
in official statements and issuan(',':'; at a higher level 
of authority. Record copies of rill' correspondence and 
other papers generated by this Bel I_vity are maintained 
in the official files of the Div.L;1Ion Director. 

Dispose when no longer nee d.«I for 
current business or when sl'l"'l"seded 
whichever is sooner. 
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504. Foreign and Domestic PrImsry Batteries, Electri.c 
Lamps ,~0r ana-~~~:Z-8YBlades (nonefet-:-tric),Pmver Lmvn 
Mowc r s , CuUery, cll-:~:~ ~3cr.ss or s and Shears, Commerc ia1 
CoOk~---anal~~01:r~!iili-1'h1g,EgwEIteDt Stili} ect File - this 
contalns convenlcnee coples ot correspondence, work-
sheets, drafts, and reports on foreign and domestic 
supply and demand for the c ommod Lt Le s involved. By
volume most of the file is comprised of printed or 
processed material collected by the specialist as a 
vital source of raw data used to perform his job. 

Although these papers are an essential worktool that 
must be maintained in close proximity to the specialist
concerned, they have no value after they have fully
satisfied his purpose. 

Dispose when no longer needed for
 
current business, or when superseded,

whichever is sooner.
 

505. Recreational Equipment, Housewares and Mortician's 
Goods SUIGect File ~ Tnls contains convenlence coples
of corresponaence; i.nternal communications (reports,
manuscripts and memorandums), foreign dispatches, and 
s Imi.Lar papers. By volume the file is mostly comprised
of printed and processed material collected by the 
specialist as a source of r aw data on the commod Lt Le s 
Lnvo Ived , 

This is an essential wo rk too L which must be maintained 
in close proximity to the specialist so long as there 
is an operating need for the documentation. Thereafter,
the papers have no value. 

Dispose when no longer needed for
 
current business or when superseded,

whichever is sooner.
 

(Food Industries) 

506. Project Subject File - This contains copies of 
incoming and outgoing correspondence, reports, studies 
with supporting printed, processed and other material 
containing raw data on projects that are in progress
or that have been completed. The file also contains 
office copies of housekeeping type papers such as 
production reports, operating actions, and internal 
instructions and plans. 
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Record cOPil of reports and studies nled above are 
maintained in the Office of ~he Division Chief. The 
remainder of the papers have value only as worktools 
for the professionals in the ~ctivity. 

Dispose of individual docu~ents or 
con tent s of file folders when 2 
years old. 

507. Histories of the Food Indus~r~ - These are 
comprised of several 10ose-le5f1Jl.n ers containing
typescript histories of various food industries 
prepared by this office, 

These are long tenn wo rk too Ls wh Lch must be kept in 
close proximity to s4efood i~d~~r~ flpecialists for 
sometime to come. /~~<-~ 7/~~/ --'4 t4f1'<-

~~n:a~i~tire to BTRS when 
tfl'y - (j) j"6",.Jvv. no longer needed for current business 

- II and transfer to the ~~c 1 year later. 
t;;?A-t-:., Us.~ ti~ / . Offer to the National Archives 20 

years thereafter. 

508. Foreign Ayriculture Service Reports - These are 
report-s of theivestock, meat and general food industry
of foreign countries showing the outlook, production,
c omsumpt Lon and stacks and f crc I gn f-r.gnc, '.T'hA~e n~ports
are collected as sources of rnw data for projecting or 
analyzing the impact of the foreign industry on the 
American industry. 

These reports are generated by the U. S. Department of 
Agriculture and the State Department. The copies in 
this file have no value except to the specialist
involved. 

Dispose When no longer needed for 
current business. 

509. International Industry Surveys - These are processed
copies of surveys of the various segments of the food 
industry of selected foreign countries. The surveys
are prepared by the International Industry Surveys
Staff, Bureau of Competitive Assessment and Business 
Policy where record copies are retained. 
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These copies are collected as source material used 
by the food industry specialists to prepare their 
contribution to the surveys assigned. 

Dispose when no longer needed for 
current business. 

510. Food Industry" Hobilization Planning Papers - A 
list of strafegic stockpiling ma ter LaLs , inc1UcITng 
those from the food industry, is issued by the highest
level of civilian and military authority. Specific
materials are then assigned to various agencies for 
periodic study and recorrnncndations to keep the 
strategic stockpile of the U. S. at a level to meet 
any anticipated emergency. 

In this case, the Office of Industrial Mobilization 
receives the assignment for the Bureau to evaluate 
certain materials. This office in turn assigns the 
evaluation of food industry items to this activity. 

The papers in this file include incoming and outgoing
correspondence, source materials, workpapers, and 
copies of reports and recommendations submitted to 
the Office of Industrial Mobilization. 

These p.qpe:rsha.ve value only as vmrkpapers required
by the specialist involved, since they are essentially
duplicated by record copies maintained in the Office 
of Industrial Mobilization. 

Dispose 5 years after submission of the 
related study, report, or recomnendations 
to the Office of Industrial Mobilization. 

511. Confectionery Manufacturers Sales and Distribution -
This consists of one record copy of each issuance of this 
publication which was initiated about 1937. This is the 
only known complete set of the publication that exists 
for the period 1937-1971; so it will be necessary for the 
activity to retain the set for current /~~~iness until 
so~ undetermined time in the future. ~d-Ufut ~~r.J· 
~A/fl;f,CA/ a~~/'~'f'

Permanent	 - Retire to BTRS when no 
(p c .e.	 longer needed for current business and 

transfer to the W1TR.C1 year later. Offer 
~ J (~\. ,	 to the National Archives 20 years there-

after. 
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5l~. Ma.Y!?nnl,~,. ~2].:.:':ld _Relted Products -__ Dressing ,aI?:d
TIl1,Scons i.st s of one record copy at each a.ssuanc e of 
this publication vrh Lch Has started about 1938. It is 
the only known c omp Lct.e set in the Department and it 
will be needed by the activ~Y'Y_for Rurposes of c~ent 
business for a long time. ~~~~ ~c.-..,r) 'U.A.M' p/l4-VV 

~ l'-f~u..J.L't ' 
Permanent - Retire to BTRS when no oTy -:,.~--~)./L/-. longer needed for current business
 
and transfer to the wtmc 1 year

later. Offer to the National Archives
 

1"'- IIff"" ./ f 20 years thereafter. 

513. §u~ar, con~ectionerYf Grain, Beverages, and 
,g_ocoaSu ject FIle. _.This ile contains incoming and 
outgoing correspondence, reports, studies, and printed
and processed material collected for use in the 
preparation of the activities contribution to Industrial 
Outlook, International Industr~ Survey, and the two 
publICations cJ.ted above and sLmilar analyses produced
,for internal and externul use. TI1e publications in-
volved require projections as well as an evaluation of 
the current production and demand for selected commodities. 
Consequently, it is necessary to retain certain 
of these papers for a considerable period of time for 
use in adjusting current projections as they relate to 
those published in the past. 

However, the largest part of these papers have no value 
beyond the need of the commodity speciclist for them. 
The typescript copies of reports, studies and/or
recommendations found in this file are work copies.
Record copies of them are retained in the appropriate
Division Chief's files. 

Dispose when superseded or when they have 
served their purpose whichever is sooner. 

514. Industrial Outlook Background Papers - This is 
comprised of papers containing raw data, drafts, and 
worksheets generated or collected in the process of 
preparing the chapter on food industry appearing in 
Industrial Outlook. 

Dispose 2 years after release of 
the subject issue of Industrial 
Outlook. 
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51,). News Rc l.e as e and Baclcz r ound Papers - This consists
 
of office -copies of-"ne~\7srel:eisl~s011 imports and exports

of selected commodities such as coffee, cocoa, chocolate
 
and tea. Also i~cluded are the background papers

containing raw data on which the releases are based.
 
Record copies of the news releases are maintained by

the Office of Public Affairs, Office of the Secretary.

These releases and background papers have no value
 
after the need of the specialist for them have been
 
met.
 

Dispose of individual documents or
 
contents of file folders when 2 years

old.
 

516. U. S. Imports and EXEorts Statisti~al Report -
TI1is activity is responsible for preparation and 
publication of detailed statistical reports on foreign
trade on certain foods such as coffee, cocoa, chocolate 
and tea. Computer printouts produced by the Bureau 
of the Census from its master history file on imports
and exports is the primary source of these statistics ./J 

~~earing in the report ispued by the activity.~~~
~ ~"",,...... ~A:.L~ ~ < 

~	 ~.~ecord set of 1 copy each of the 
~ published report. Permanent-

~ c ..l.., Retire to BTRS when no longer needed 
~ for current business and transferLf ,~. to the WNRC one year later. Offer 

to the National Archives 20 years
thereafter. 

b.	 All Other Papers - Dispose when 5
 
years old.
 

517. Food and Tobacco Industries Subject File - This 
contains secondary source material collected as a source 
of raw data on tobacco and a variety of food products
such as meat, poultry, dairy products, canned fruits 
and vegetables, jams and jellies, dried and pickled,
frozen fruits and juices, grain products, bread~ biscuits,
crackers and tropical products. The file also contains 
work copies of incomi'1.gand outgoing correspondence,
reports and studies generated by this activity or by
other units of the Department. Special attention is 
devoted to legislation which comprises a subsection of 
the file. 
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• • The record copies of the correspondence, reports,
studies and papers on legislation are maintained in 
higher echelon offices. 

Dispose of individual d.ocuments or contents of 
file folders when superseded or when no longer
needed for current business, whichever is sooner. 

(Printouts) 

518. Printouts - These are printouts of data on the 
import, export, production, and demand on selected food 
and tobacco industries items. These printouts are pro-
duced by the Bureau of the Census from master history
file tapes in its custody. 

This activity extracts data from printouts for publi-
cations and other purposes. TIle printouts have no 
value after the data from them have been analyzed and 
utilized for the planned purpose. 

Dispose when 1 year old. 

(Marketing and Consumer Affairs) 

519. 0E.ganiz~tion _.SubjeEE. File (T~nical Information 
File) - T11is contains coples otprlnted and processed
mater:ial such as rrade journals) company brochures, 
newspaper clippings, periodicals, and a few studies 
prepared for distribution to specialized groups. Most 
of this material is very specialized and is mostly 
intended for public consumption. 

These documents are accumulated because it is judged
that they contain data that will be useful for future 
studies or other assignments that the unit w LLl. be 
assigned. 

The material is arranged alphabetically by the names of 
the originating organization which includes governmental
and private sector bodies. 

Dispose of individual documents or the contents 
of file folders when they have served their purpose. 

520. Marketin~Con?umer Affairs Sub~ect File - This 
contains printea and processed materlal of the type
normally found in a technical information file. Also 
included are duplicate copies of reports, studies 
and position papers prepared by the unit. The official 
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file copies of	 these reports, studies and position•papers are maintained in the Office of the Division 
Chief and the Director's office. 

These seconda1::"ysource materiClls have no value after 
they have served the purpose of the specialist
concerned. 

Dispose when no longer needed for 
current business. 

521. fackground Pa:e,ersand hTorksheets for Industrial 
Outloo - TI1ese are papers collected by the specialist
for preparation of a chapter in the Industrial Outlook 
which is published annually. Also included are related 
worksheets and drafts prepared by the author. These 
papers are arranged by SIC Codes. 

Dispose 1 year after publication of 
the next issue of Industrial Outlook. 

522. Consumer Affairs Handbook - This is a handbook 
(manual) prepared to provide field offices with guide-
lines and instructional information for the conduct 
of an acceptable consumer affairs program consistent 
with De~rtmental and Bureau policies.,~~<..d4#v~~~
~/. ~~~4h;:'~j/-ld~·#,c-p-~.n'~--. 

Permanent - (a) trro copies gf the first 
__ k.) i'J,"~' issue and two record copies of each page

tI[)-:L~ revised thereafter. Retire to BTRS in 
'AJJ- ISp~lA. annual consignments, and transfer to 

eNV~ V	 WNRC 3 years later. Offer to the National 
Archives 20 years ·thereafter. (b) Back-
ground and vJorkpapers - Dispose when they
have served their purpose. 

523. National Marketin Advisor Committee File - This 
contains lncomlng an outgolng correspon ence, ~inutes 
of meetings, agenda, reports, research papers, speeches
and special studies prepared or sponsored by the 
Committee. This is the record copy of the Committee 
files maintained by its Executive Director. The ~ 
Committe&.~~as discontinued in 1971. ~;!ft4 ~ ~1H1f" 

/1a.lIJtL; ~t/ud~ ~mt!J, 

,I-A;, 2- (... f!... Permanent - Retire to BTRS when 3 years
v1v old and transfer to WNRC 1 year later./~~'~~1 Offer to the National Archives 20 years

jIl ~YJ?J /tv'f'l thereafter. 

~ 524. Marketing Information Guide - This is a record 
set of one copy of the Guide which comprises an 

_ annoted bibliography of published sources of marketing 
_ inforrqation. 
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eThe PUblicC1t~tn of this guide by the government has 
be9P discontinued and taken OVE~r by a private firm. 
~~CAt eLy a~<:., 

I. ? Permanent - Retire to BTRS when no longer
I ~'V G.~ ne ccled for ct,.r rcn t business and tranfer 

;I))"'" t~~ to vJNRC 1 year later. Of fcr to theA
AJ Il£,v"~ I . 

I~frr '/ 1~""1' National Archives 20 years thereafter. 
c- ~()(r''' 

525. Measuring Markets Publication - This is a record 
set of one copy each ot a guidet:othe use of Fede raI 
and State statistical data on measuring markets. A 
guide was published for e2ch of nine major geographical
areas of the United States such as New England, East-
North Central, Wes t··North Central, etc. 

This pub l.Lcat Lon was completed in 1966 and there is no 
firm cOInmitment in current plans to produce another 
edition. #4;fA1.fe-~ /fly ~A#</£.-"-"'I' ~7; ~Il':k .../~h.-, 

Permanent - Retire a record set of one 
copy each to BTRS when no longer needed 
for current business and transfer to ~mRC 
I year later. Offer to the National 
Archives 20 years thereafter. 

526. Marketing~cialists Workpapers - T'nese include 
copies -cJ.' correspondence, statis ticaTspread sheets)
drafts ~nrl similar items generated or collected by a 
marketi:1g specialist in the course of completing his 
assignments. 

These papers are essentially duplicated in publications
or in the files of the Division Chief. 

Dispose when no longer needed for current 
business. 

527. Franchising in the Economy - These are copies of 
forms sent to franchisers foi:'data that is analyzed and 
published in a format designed to assist members of the 
business community in securing a franchise and operating
a successful business. 

Dispose 3 years after issuance of the
 
related publication.
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528. Franchis_;.-..2PEortuniti~s ._t!cm.~<book FormsA-vev -
(Formerry-FranYtlse Company Data Bool<T~se are copies
of survey forms sent to franchisers for data to be pub-
lished in the franchise Opportunities Handbook. 

Dispose 1 year after publication of the related 
handbook. 

529. Franchising Company Data File - In order for a 
company to qualify for inclusion in the Franchise o¥~r-
tunities Handbook it is required to submit to the once 
a copy of its latest brochure and contract. This file 
is self-liquidating since the brochures and contracts 
are no longer of any value after they are superseded or 
the company is dissolved. 

Dispose of individual documents or contents of file 
folders when no longer needed for current business. 

530~ Time and Attendance Reports - This i1 comprised of 
an office copy of the time and attendance records of 
each employee. 

The office record copies are maintained in the Central 
Accounting Division, Office of the Secretary. 

Dispose whe n 2 years old. 

531. Chronological File - This file consists of a car-
bon copy ot all o~tgoing correspondence arranged in 
chronological order. 

Dispose when 2 years old. 

Materials Division 

Office of the Director 

532. General Subject Correspondence File - This contains 
copies-oI incoming and outgoing correspondence generated
or collected by the Director of the Division. The bulk 
of the correspondence is with other elements of the Depart-
ment, other agencies, committees, boards and commissions 
in which the Division has a special interest. Included 
in these are bodies such as the National Academy of 
Sciences, National Commission on Materials Policy (NCMP),
National Co~~ission of Product Safety, National Commission 
of Productivity, National Industrial Pollution Control 
Council, National Science Foundation and the like. 
Another notable segment of the papers is comprised of 
correspondence with industrial organizations. 

Jan 76 
lG8 



· , 

Also included are some papers pertaining to the 
internal operations and programs of the Division 
on matters such as public relations, speaking
engagements, speeches made by members of the 
staff, tax matters and training. 

The committees, corrnnissions, and boards papers in 
this file are duplicated in the records of the 
committee of the body involved or higher echelon 
offices of the Bureau. The program and operating
papers are essentially duplicated elsewhere and 
have no value beyond the period specified. 

Start a new file every 5 years,
retire to BTRS 1 year later,
transfer to WNRC I year later. 
Dispose when 10 years old. 

533. Administrative Subject File - These are office 
copies of housekeeping papers pertaining to such 
matters such as budget, personnel actions, leave,
time and attendance, requisitions, space, travel 
and the like. 

Dispose when 2 years old. 

534. Commodity General File - This is comprised of 
copi.es of incomi"i1g and outgoing correspondence, rcpo rt s , 
studies and printed and processed material containing
data on commodities or subjects in which the Director has 
a special interest. The papers in the file are duplicated
in files of the analyst having responsibility for the 
corrnnodityinvolved. 

This file is maintained primarily for convenience of 
reference by the Director and other staff members. 

Dispose when 3 years old. 

535. Forei n Metals and Minerals Sub"ect File - This 
contains papers concernlng the pro uctl0n an demand 
for meta~and minerals in foreign countries. The 
file also contains some printed and processed material 
collected as a source of raw data on the corrnnodities 
involved. Among the subjects noted in the file are 
East-West Trade, export and modernization conference,
foreign market reports, India, Japan, Rhodesia and 
Russia. 
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(a)	 Foreign Organization Reports and 

Studies - Dispose when 5 years
old. 

(b) All	 Other Papers - Dispose when 
2 years old. 

536. Metals a.nd Hi.nera Ls Technical Information File -
These arework COPH~S-O't l.ncoming and out go i.ng correspon-
dence, reports, st~dies and printed and processed
materials containing data on metals, minerals, and 
chemicals. 'Ihe se papers are essentially duplicated
in higher echelon offices, files of analysts and in 
publications of the Bureau. 

Dispose of individual documents or contents 
of file fo Lders when 3 years 0 Ld . 

537. Trade Associa'~ions and Company Files - This 
contains l.ncoml.ngand outgoing correspondence with 
trade associations and companies pertaining to 
meetings and problems encountered in the production of 
or demand for metals, minerals and chemicals. Also 
included are trade associations and company brochures 
and other releases. 

Dispose ",hen 3 years ol.d. 

538. Industry Advisory Committee on Iron and Steel 
Scrap Problem~ - These are the papers generated or 
collected by the Guidance and Control Officer for 
the Committee. Included are copies of agenda,
minutes of meetings, papers presented, membership
lists and copies~f report~and studies produced by
the Committee. ~~t-Jf! ~(J ~ /y// ,/+~.'?.f",u#'x 

/ ~;v C.I-.	 Permanent - Retire to BTRS when no
 
longer needed for current business.


:J III, •	 Transfer to WI\'RC1 year later and 
offer to the National Archives 20 
years thereafter. 

539. Iron and Steel Scra~ Files - This contains papers
pertaining to the processl.ng and consumption of scrap
iron and steel. The activities of other agencies at 
all levels of government and the industries involved 
in developing new programs or new technology for 
recyc ling this resource are also documented. Much of 
the correspondence pertains to prob1em~solving for 
requesting firms. 
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Dispose of individual documents or
 
contents of [ile folders wben 3
 
years old.
 

540. U. S. Industrial Outlook Background payers - These 
are the bacKground and workparers of the anayst respon-
sible for the preparation of a chapter in the Industrial 
Outlook on Summary of Primary i1etals. 

Dispose when 2 years old. 

(Copper, Lead and Zinc Program) 

541. Industry Evaluation Board Studies - This consists 
of studIes, wi t.h supporting papers, '\vhichevaluate in-
dustries for submission to the Office of Industrial 
Mobilization which in turn compiles industry evaluations 
and transmits them to the Industry Evaluation Board. 
The Board I s determinations become a part of the 
emergency preparedness plans that are generated by
OEP. 

Record copies of the studies are maintained in the 
Office of Industrial Mobilization. 

Dispose when 5 years old. 

542. Basic Data Sheets ~ These are statistical reports
by commodity sholving-dOmestic production and consumption
and three-year projection of the supply and demand for 
each commodity. The file also contains the background
and workpapers generated by the analyst in the course 
of preparation of the Basic Data Sheets. These reports
are prepared for the Office of Industrial Mobilization 
and the Office of Emergency Preparedness. 

Dispose when 5 years old. 

543. Report of the Subcommittee on~er to the 
Cabinet Committee on Economic Policy - These are the 
papers generated or collected by the analyst assigned
to prepare the Department's contribution to the Sub-
Committee's report. These papers ~~the record copies
and are not duplicated elsewhere ../y-r4U(fc.l ~ ~/-(/U-: 

Permanent - Retire to BTRS when 10 years
old and transfer to the WNRC 1 year later. 
Offer to the National Archives 20 years
thereafter. 
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544. 9ATT N2g~tiatio~ Paper~ ~ These aLe copies of 
papers con taLn Lng raw data and analyses on tariffs,
antidumping and other unfair trade practices by
other countries wh Lch have an .impact; on the copper
supply in the United States. These papers support
the Department's position in the particular GATT 
negotiations involved. 

Record copies of these papers are maintained in 
higher echelon offices of the Department and they
are essentially duplicated by GATT documents and 
releases. 

Dispose when 10 years old. 

545. Executive Reserve Pa~~~ - These are copies of 
papers pertalnlng to recrulonent, selection and 
designation of individuals to serve in Executive 
Reserve. Some of the procedures or operations of 
the Reserve are also documented. 

The papers are duplicated in the Secretarial Office 
having responsibility in a staff capacity for the 
operation of the Reserve. 

Dispose when 5 years old. 

546. COPEer, Lead and Zinc Subject File - TIlis contains 
copies of incoming and outgoing correspondence and 
printed and processed material containing information 
on all of the subjects relating to copper, lead and 
zinc production and consumption. Notable subject
headings found in the file include copper import duty 
suspension, Commodity Exchange, Inc., inflation alert,
international trade policies, meeting with Japanese,
and price freeze. 

The information in this file is used by the connnodity
specialist for background and for establishing his 
perspective for performance of a specific analytical
task concerned with a specific situation. Ibus the 
papers have a relative short lived value as a worktool. 

Dispose of individual documents or 
contents of file folders when they have 
served their purpose. 
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547. Associations and Companies File - This contains 
papers collected or generated by the analyst to determine 
which companies shoui.d receive copper released from the 
strategic materials stockpile Hhen the market price gf-
c?I;Per was pushed to an unsatisfactory high level. ~A#Tt:-cf 
~~ ~ t?~~1~tJ-<4~"-<-	 . 

Permanent - Retire to BTRS when 10 years
/ C .1-,	 old and transfer to the vJNRC 1 year later. 

Offer to the National Archives 20 years;? tot'-· thereafter. 

548. Defense Materials File - The law requires each 
industry produclng deslgnated materia~s needed for 
defense purposes to set aside a stated percentage
of its production. This file contains copies of the 
order establishing set-aside percentages with the 
supporting papers generated by the analyst. 

A record copy of each of the orders (news release) has 
been designated for indefinite retention in the newsroom,
Office of the Secretary. 

Dispose when 10 years old. 

549. COEPer Forms and Products Survey (BDCF-83) - These 
are copies of questionnalres sent to copper-producing
c ornnan Le s fer in fc'rrc!Elt Lon 011 tl"!eir ; ;-.'7~n1-r.-(-\T -i r'd- c '·A("\~

.a.	 - --- .. -----J, -----~ __ ,shipments and inventory at the end of the reporting-
period. This infol~1ation is yequired by the Defense 
Production Act of 1950 and the data is tabulated and 
analyzed for the use of the Defense Materials System. 

Retire to BTRS Hhen 3 years old and 
dispose when 5 years old. 

550. Copper Base Scrap Material Survey (BDCF-891)- These 
are copies of survey forms sent to private scrap dealers 
to get information on their inventory, receipts and 
shipments. 

Dispose when 3 years old. 

551. C~pper Annual Statistical_SuEple~t - This is a 
statistlcal summary of data appearlng 1n the quarterly
publication entitled ~~er Quarterly Industry Report
showing supply distriDllt~on, consumption, inventories,
unfilled orders, shipments, prices, etc. 
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• • Reco~d Set (one copy of each issue) -
Pcrmanerit;» Retire to BTRS when no 
longer needed for current business. 
Transfer to the WNRC 1 year later 
and offar to the National Archives 
20 years thereafter. 

552. Copper gual:-terlv Indust17_1l~ort - This is the 
record set o f one copy of eac 1 issue-8hovling industry 
trends, unfilled orde rs , inventories, employment,
pr~,S7s, foreign trade and sintilar statistical data. 

,~/Y~~~. 

~ /1 Permanent - Retire to BTRS when no 
/ y~ c- h longer needed for current business. 

- Transfer to WNRC I year later and 
~ I~. offer to National Archives 20 years

later. 

553. Country File Dispatches - These are copies of 
dispatches from foreign countries received from the State 
Department. These dispatches are used as a source of 
raw data on copper, lead and zinc. The dispatches are 
arranged alphabetically by country. 

Dispose when 2 years old. 

554. Technical Information File - This contains printed
and pro-ccsse.-cC-ffiaterial some correspondence containingand 
raw data that is used by the analyst in responding to 
specific requests for information and occasionally in 
connection with preparation of a more substantive report
or study. 

Dispose of individual documents or 
contents of file folders when they
have served their purpose. 

(Printouts) 

555. Financial Data on cop~r Com~anies - This is a 
computer prlntout proauced ~ Stanaard and Poor's by
request showing each company's liabilities, assets, net 
income, net sales~ preferred stock7 common equities,
net worth and simllar financial daca. 

The printout is used for preparation of the U.S. Indus-
trial Outlook. 
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DiSpo.,vhcn superseded by the •
 
next Pi"U1tOUt.
 

556. Compa.!ll..1'inanc - i.s a printoutj-:...~ 1 Datil This 
shmvingthe financial status of each copper producing
company. The printout is p ro duc ed by Standard and 
Poor's from its master industrial tape. 

Dispose when superseded. 

557. Company Name and Number Listing - This printout
ShOHS the DIM company code, DIB/-\. in~ustry code,
Standard and Poor's industry code, Standard and Poor's 
company code and the company name. 

Dispose when superseded. 

558. Copper };'ndu~ Financial Data - This is a 
printout produced by Standard a~d Poor's by request 
showing financLal data on various segments of the 
copper industry. 

Dispose when superseded. 

559. Co.p.J2erImtorts - This is a printout showi.ng the 
quantity and vaue of copper imports by month and country.
These printouts are produced by the Bureau of the Census 
for the Haterials Division. They are us£:d as resource 
mat~rial for L~search. 

Dispose when 7 years old. 

(Aluminum and Miscellaneous Metals and Minerals Division) 

560. Administrative Subject File - These are office 
copies of incoming ana outgoing correspondence and other 
papers on housekeeping affairs such as activity reports,
budget, organization, requisitions, speeches, time and 
attendance and travel. 

These papers are maintained in office files at the Office 
Director's and higher levels. 

Dispose when 2 years old. 

561. Aluminum and Magr:esium General Subj eet File -
This contains copies of incom~ng and outgoing
correspondence with other gove£nment agencies, other 
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eLerncnt.s o f the D\.~l.J<·ll·tn~C'Lt ana iridustrv , and also 
includes SOJli.(~ p-t'lilted arid processed material. Tbe se 
pape rs con t a Ln f/=ncr~Ji i..n forrr.a t Lon on rrogro.ms and 

• 
• , . • 1 \ J 1 • J f ..1TIOUSl:rJ_d.l Pl"OD ems t na r; L3 u s e o or pe r s pec t t.ve 111 
dec Ls Lorr-mc k Lng And [or bD.C]<.jl'o1..md on program ·pro ..
j ects. 

Hove papee::>needed [or current business forwa.rd to 
the new file ~nlen the current file is broken. 

Start a new file every 5 years, ~etire to BTRS 
1 yea~ l~te~ and transfer to WNRC 1 year later. 
Dispose when 10 yea~s old. 

S6? . (\ 1urnin.~~. and N.?r~.l2.~.9J:.:llli _S: ()mr~1E..v an c1 1'1:' a de A~ i -: 
atlo.ns File .. This con t a rr.s .inc orni.ng and outgoing
correspondence, and printed and processed macerial 
pertaining to individual companies and trade associa-
tions. The bulk of the correspondence concerns requests
for solutions to problems encount.er ed by individual 
companies. The printed and processed material con-
tains r aw da t a conc ern Lng the sub j cc t; company or 
industry. 

These papers have a reletivcly short term value since 
the situation of the vario~s inCustries evolves quickly. 

Dispose when 5 years old. 

563. Chronological File - This contains one copy of 
each outgointi'--rEero~21J.(~ratedby the ac t Lv i.t y , arranged
chronologically. 

Dispos e when .5 years oJ d. 

564. Current Ir.dus trial Reports (BDCF~ 122) - These 
are coPl8S-0ra--r.10nthly :cepod: sent to individual corn-
panies to collect information receipts including domes~ 
tic imports and shlpnents. 

The Bur.eau of the Census compiles a monthly statistical 
report of aluminum ingot and mill products from these 
reports. Copie~ of the reports are used by this activ-
ity as a source of raw da t;a on aLum i.num i.ngot and 
products proGvction and shipment. 
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e • 
Dispose when 2 years old. 

565. St.a ci.s t LcaI l'hrkshec;ts on Production of Aluminum 
ShiEme-j:l~.~_2-T.Inf~/~~-:-'1:hese<.tJ_:-e-nl.:mtl~aTy7 prepa-red spread-
Sheets on Tl/hichcl:'.t.;~ from current industrial reports are 
manually posted. 

These s pr cadahee t s probably will not be produced in 
the future bec~lse they will probably be replaced by
computer printouts. 

Dispose when 5 years old. 

566. Foreign DispC'~~ches on Alumj~3!!9.. M~gnesium -
These are copies oE foreign dispatches, and a register
of them, pro(luced by the State Department containing
raw data on the aluminum Lndus t.ry abroad. These 
dispatches arc arranged alphabetically by countries. 

Dispose when 5 years old. 

567. For eLgn Se rv Lce Officers Evaluations - 'The ana Lvst 
respons]J)le~£or-tIlecorriffioaityarea-Involved is asked to 
periodically evaluate the foreign service officers who 
submit reports. The analyst is also required to evaluate 
Foreign Economic Reports submitted by Foreign Service 
Officers on requAPt. 

Dispose when 5 years old. 

568. Mobilization Set-Aside Paners - TIlese &re copies
of reqvirements of claimant~'re's for determination 
of the aluminum se t= as Lde for the Defense Materials 
System. 

Record copies of these papers are maintained in the 
Office of Industrial Mobilization with the exception
of worksheets and background generated by the analyst
conce rried < 

Dispose when 10 y(~ars old. 

569. Analyst's Aluminum and Magnesium Subject File - This 
is the anary8tls Vlm:kfile containIng copies of operating
documents pertaining to the subject area involved. 
Notable subject headings in the file include m0nthly
activity reports, basic daca she e t s , stoc kp i.Le wo rkpape r s , 
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tariff, cel11s Qf-·m3~1:.lfac6irC~1.'s, data 

• 
cons!tion 

by industry, export control s~uclies, financial data 
on companies, Lmpo r ts and J.nvcn tor Les 5 military set-
asides, Organization for Econowic Cooperation and 
Development rep0rt~ and stu~les, stockpiles basic 
data and stockpiJc disposal. 

Although these papers are essential to the analyst
as a I'lorktool they have no long tenu value for other 
purposes. The papc'rs are essentially duplicated in 
publications and office files maintained in offices of 
a higher echelon. 

Disposc of individual documerrts or
 
contents of file folders ~men 5
 
years old.
 

570. Priorities Assistance Cases ..These contain 
d i.rec tLve s to cornpanies to give p'roduction and shipment
of specified products or materi~ls priority over other 
orders in order to meet requirements of the Defense 
Materials System. With the directive sre related 
papers including correspondence and iv"Orksheets. 

Dispose when 3 years old. 

571. Industry Ev aLua t.Lon Board Studies FaDers - These 
"]-y.f:\ t""'I~7~1 ''''1-j o n ~ r. 'CTI. ~ r.;:) p:r;';-;;l I-j{.:.t....~iJ~,-.(..'r....J '-'0 -; an 181- '711 "', .....G~
'-'"-4_ \...v"a.L1..c.J ..... II .." _ '. _ ....... _..G~ ... _ .......... ~_"''''o..J_ t-'~,"--,L,Llo- t..A...L (...tJ.'.
 

capahility of selected industries producing critical 
products to meet the needs of any kind of national 
emergency. Each company is given a rating. 

The papers are essentially duplicated by those maintained 
in the Office of Industrial Mobilization. 

Dispose when Ie years old. 

572. Monthly Imports and Exports Surmnary Sheets - These 
are monthly processed statlstical reports summarizing U.S. 
linports and exports of alwninurn. 

These reports are distributed to government agencies and 
private industry. 

This is a recorA copy set/of one copy of each issue of 
the report. ~tvtjut ~/)" 
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Permanent; ..Retire to HTRS when no longer
needed for c~rrcnt business and transfer 
to v.rNRC 6 TIKll,thslater. Offer to National 
Archives 2U vear s t.hcre a f cer , 

573. Annual U. s. Jmpo rts ane; Exports of Aluminum -
This 1.8 a recol.::-cf[;;~t.one copy - issue of anof or-each 
annual statistical report of U.S. ~nports and exports
of aluminium by country. This report is distr:iAuted 
to gcve rnment; agencies and private industry. ~~J 
~~G.' 

Permanent - Hstire to ETRS'when no longer
~ L/ t, needed for cur rent; business and transfer 

to \rJNRC6 morit.h s later. Offer to National 
.$ l'vv . Archives 20 ye ars thereafter'. 

574. ~C!-rter1.y_L~~~rI1.:LnuE2-.Het§l andSupply Shipments
of Produc ts to Consumers - This is a r eco rd set of one 
copy of each iss1.1eoI---a-quarterly processed statistical 
report of the domestic supply and shipments cf aluminum 
metal and products by year for the preceding eleven 
yeaH and quar~rly for the last two calendar years.

/~~~~~~.
Permanent - Retire to BTRS when no longer
needed for current business and transfer 
to \vNRC 6 months later. Offer to National 
A1"t-1',\1'It~Q.....')(1 ·,7,::)...=t,4Q f-1"~r-.::,,,:,-_.._._-_ Fi-,-:-.-r-......--------- ~"" J---- _--....

515. U.S. Industri.al Outlook Background Papers - The se 
are coples ot papers collecte~by the analyst as a source 
of raw data for preparation of an assigned portion of the 
U.S. Industrial Outlook. Also included are spreadsheets
and other \<70rkpapers, drafts, and notes generated by
the analyst in th2 course of the assignment. 

Dispose 1 year after publication of the 
subject issue of U.S. Industrial Outlook. 

(Printouts) 

576. Current Industrial Reports §~ary - TIlis is a 
monthly pr t.nt SlH1UTIC1rizing statistics submittedour the 
by individual companies on a Lum Ln Lum ingots and products.
The data is summatLz ed first by company, by produc t, 
month, receipts, shipments, and the like. 

The pr Lnt.out;s are produced by the Bureau of the Census 
from its master industrial tape. 
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Dispose wIlcn 2 years 01d. • 
577. Al.urn i.nLum ilild Ma£7nes-i.umIrrroo rt s and Exports -
These are-tvm··sc;mit.;! sets oG;?i[lthLy printouts 
showi.ng imports .md exports 0:[ a Lumi num and magne sium 
by country, quantity and value. 

These printouts are produced for the Materials Division 
by the Bureau of the Census from its muster import and 
export tapes. The monthly data are consolidated in an 
annual printout. 

a.	 Honthly Printouts - Dispose upon

receipt of December Cumulative
 
(annua l) issue.
 

b.	 December Cumulative (annual) Issue -
Dispose when 5 years old. 

(Indu.stria 1. piBl-:l.Onds,	 Ni.ca) AJ?.rasives and 

578. ConsU1TI2tion (lJs..§:E.e)	 Diamondof .Industrial Stones,
Cr1}~~o:t. G~'Lt Cl.l1d. "_~ynthetic and Naturar:-Po\\rcJer
and Reclalm.!.Df?; C'rush i.nz Bort. Grit and Powder, 1.nof197.O[J D IB- 9~1J-=-TIlese are co p ie80r qt:r est ionnaire s 
sent to indfVidual companies to collect raw data on 
the consumntion and usage of 'i.ndu sr t-LaI. d Lamonds and.	 ~ crushing bo r t and grit and powder and reclaiming of 
crushing bort and powder. Included in tte file are 
one or more earlier versions of the questionnaire. 

The data from these forms are tabulated on spreadsheets
which provide the basis of the analysis published in 
Industrial Diamond and Small Diamond Dies and Industrial 
D lamond S E.0n~_!2~.~ Consump fron-:--
The forms are arranged alphabeti.cally by names of 
companies. The forms received that Here not used 
for the survey are filed alphabetically by, company, 
names in a sub-series of the file marked 'Rejects '. 

Dispose when superseded by receipt of 
the	 new survey forms dis tributed for 
the	 next study. 

5790 Mi.ca Block and Film Consuml2!ion surve~ Forms -
These are copies -of survey £Or[n8 sent to in ividual 
companies to collect data on the consumption of mica 
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block and i'iJ.m. 'Ih2~'C data a re posted on tabulation•sheets from which [-'it ana Lvs Ls :f_s made for internal 
use. At prcsent,mica is ~n d1C list of strategic
materials. 

Df.spo se when superseded by the receipt
of tile new sur vey forms dtstr Lbut.ed for 
the next s r.udy . 

J580. Diamond_J?ie~: ProductioD_, Consnm12tion Import~
and Exports (D1B··SOmry- - 'These are cop i.es of sur vey 
TOrITiS-sen't-co-illdi'V'iifual to datacompanies collect 
on the production and consumption, import and exports
of the items involved. Also Lnc Lude d are the forms 
and tabulation sheets produced for special or one 
time studies of these commodities. The information 
collected for one time or special studies has served 
its purpose by the time that t.he next survey of the 
industry is completed. 

The ques t i.onna Lrc os ed in this survey is des igned to 
shuttle back and forth between this activity and the 
companies involved. The form is set up to collect 
dat~ in columns earmarked 1971 through 1975 inclusive. 
v!ben the forms are returned wLt.h data fo r the year 1971 
and that data have been tabulated, the forms are 
returned to the subject companies Hhich then need only
to make the entries requAst~~ for ~he ye~~ 1972 8nd so 
on for the 5·nyear per Lod invo 1ved. 

Dispose 2 years after thc companies have 
supplied the information called for in 
the last annual installment on shov..7r.1the 
forra. 

581. Select_eelManufac tured Abras ives Survey Forms -
TI1ese are survey forms sent to individual companies
to collect data on production, capacity and inventories 
of abrasives (aluminium oxide, silicon carbide, boron 
carbide, carborundum, etc.). Tabulation sheets are 
also included. 

These forms are distributed intermittently as needed 
for government use. These materials are on the 
strategic materials list. 

Dispose 2 years after a new survey

has been completed.
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• • 582. Industr_~al..JL~~tl10Ej~,~i?-r:asi.ve-,"~~IicaSubj ect 
File - This con ta ins Lncom inj, and ou cgo s.ng correspondence 
prepared in response to requests for information and 
solutions to pr'ob Lems encounr.e re d by the industry.
Also included are printed and processed materials 
containing data of a general n~ture needed by the 
analysts to establish their perspective and for r aw 
data not appearing 0n any of the survey,fonns. This 
file is maintained primarily as a worktool needed by
the professionals involved. 

Dispose of individual documents or contents 
of file folders when 5 years old. 

583. Basic Data Sheets e) File - These are(Stock}2..i1
sheetsOn 'tvhichcar a are postedror analysis to determine 
stockpile and other requirements. Included also are 
industry evaluations prepared to determine the capability
of the industries involved to meet Clny national emergency. 

These papers are essentially duplicated in recommendations 
and other submissions to the Office of Industrial Mobili-
zation whe rc they ar'e compiled in a submission to the 
Office of Emergency Preparedness. Thus, these papers
have only operating value to the professionals in this 
office. 

Dispose when 15 ye&rs old, 

584. Foreign Service Dispat:~hes - These are copies of 
foreign service dispatches containing raw data on 
diamonds, abrasives and mica received from foreign
missions through the State Department. 

Record copies of these dispatches are maintained in the 
Department of State and the informational value of these 
particular copies is exhausted in a short period of time. 

Dispose when 3 years old. 

585. Indus trial D'i.amond Stones: U. S. Consumption in 
1965 ~ This lS a record set of one copy eacn of a 
pUbIished statistical report showLng total U.S. 
consumption of loose industrial diamond stones. 

~;::,~at~ ;ssued intermittently. 
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Permanent: .~Retire to BT~~S when no longer
needed for current business. Transfer to 
WNRC 6 months later and off2r to National 
Archives 20 years thereaft0r~ 

S86. Lndust r La l Diamonds and Sina Ll, Diamond Dies: U. S. 
Co~sumptroi?-"--~id-Tracre-:--This·"-Tsa record set of one 
copy of each issue of a narrative report v111ic11presents
in summary form wo r Ld production, U. S. produc tion and 
consumption, ~nd statistical reports of U.~ imports / 
and exports of the commodities Lnvo Lve d , ~~f'c-~ ~~. 

I c./.	 Pe rmancn t - Re t.Lre to BTRS when no longer
needed for current business and transfer to 
WNRC 6 months later. Offer to National 
Archives 20 years thereafter. 

(Printout~) 

587 . HonthlY....xrin~outs of Impo!'ts cm~ E::-~rts.of 
p~.mon~~1-._ Ahras Lve s and Hic?:...A s epar at;e cumulative 
prlntout for imports and tor exports is done by the 
Bureau of the Census and obtained by this Office. 
Since these p~inlouts are cumulative from one month 
to the next, the December issue of them comprises an 
annua I stati sf: Lc a 1 report s how i llf, the q n an tity and 
value of Impo r t.s and cxpo r rs of the subject ccnmod i t i.es . 

a.	 Monthly Printouts - Dispose upon receipt
of the December cumulative issue. 

b.	 December Cumulative (annual) Issue - Dispose
when 5 years old. 

(Aluminum Products_ and Faciliti.£~9:.J:1dN~ckel) 

588. AlumimJm Products Factilities and Mobilization 
Su~jec t~jile - -This contains copie·s of incoming and 
outgoing correspondence pertaining to the production,
capabilities (plant), and equipment or the aluminum 
industry. Also included is printed and processed mate-
rial collected from a great variety of sources con-
taining raw data on both the domestic a.nd foreign indus-
try. Copies of the various survey fonns are distributed 
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to the Lnd.rs t r y to colLect c;.tcn on the various primary
aluminium and a Lonri.n Ium semi- t.abr Lca r ed products. Data 
from these survey forms are ti.-obulatedarid analyzed for 
mobilization !3 t;.,dics and 0 r.ho r L;ltprna1 purposes. The 
file contains r aw cla ca used .fo r CA'fT negotiations, 
including some on the various fair trade practices.
Arranged "by sub j cc t; hc ad i.ngs. 

Copies of mobilization reports and recormnendations are 
maintained for record purposes in the Office of 
Industria.l Hobilization. Record copies of other reports
found in the file are maintained in the Office of the 
Division Chief. 

Dispose of individual documents or
 
contents of file folders vrIlenno
 
longer required for current business.
 

589: ~lum:Lnium General Subj e.s_~_l'ile~ This contains 
COPJ.es of papers gc:neratea or COllected by the specialist
which contain information of a more general nature than 
the file described above. Included is printed and 
processed material wh i.ch does not relate to a primary
aluminium or semi-fabricdted aluminium products but 
rather to subjects closely interrelated with the industry
or on a general characteristic of the industry as a 
whole. Also inc Lude d j s some do cume nt.at.LonI-'0rtai.nip..g 
to specific .::tLlm.1.1tL.ti~1 o roduc t s OJ- Eac Ili t Le s . TId5 
documentation is placed in this file because of its 
potential use by the analyst. 

DisDose of individual documents or
 
contents of file folders when no
 
longer required for current business.
 

590. Nick.el Subj ec t file - ThLs file contains copies
of all pape r s geuerateC10r collected by the analyst
responsible for evaluating the status of the production,
const~ption, supplY$ facilities and U.S. imports and 
exports of nickel and its alloys. The file also 
includes mobilization papers generated by the analyst
in the process or preparing critical materials reCODuuen-
dations and industry evaluations pertaining to nickel 
for the use of the Office of Industrial }lobilization
and the Office of Emergency Preparedness. 

Secondary printed and processed source material containing
data on domestic and foreign companies producing nickel 
or nickel products and on all other factors of nickel 
industry are inter filed with other papers. Once the 
papers have served their purpose as a principle worktool 
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of the analyst they have no furt.her va Lue . 

D'l soo se of individual documen ts or 
con~ents of file folders when no 
longer needed for current business. 

591. ShipI!!entsof Primary~ N"o.clc21 (BDSAF-250) ~ This is 
a survey to'-ind[,!TcT;:i'aT to collectfcrrri--scTlt c ompan Le s 
data on total sh i pmen t s of nickel to consumers, plating
supply houses ~ war chcus e distributions and others. This 
data is used to e st.ablLsh the requirements for nickel 
by the Defense Materials System and to meet them. 

Dispose when 10 years oldo 

592. ShlI?ment:.sof_,EJ.ckelAll0y._Kroduc (s (BDSAF-348) -
These are copies 0,[ survey forms sent to companies to 
collect data on a large variety of nickel alloy products 
in tenus 
orders. 
Materials 

of total shipments and sh Lpmenr.s to 
These forms are generated to support

System. 

fill 
the 

defense 
Defense 

Dispose vhen 10 years old. 

(Prin_touts) 

593. U.S. ..S1;1are~_~fEXEorts _from FouE~~:~D:_§.~~.e.r_li~r 
fO~li.trles to the ~..;.)j:1..__1 and te. lE\let?~!':'.:G. T?estJ.natioDS -
ThlS J.S a comput cr pr Lnt.out; snow.i.ngtotaT worI.Crexports
of nickel from fourteen countries. Also shown are the 
voll~e of U.S. exports and the percent of the world 
export representing the U.S. market share. These 
data are presented for each year in a five-year spread.
The same data are given for the various participating
foreign countries. 

This printout is produced by the Bureau of the Census 
and obtained by the Office of Competitive Assessment. 

Dispose when superseded by a new issue. 

594. Exports and Imports of Njckel and Nickel Alloys
~ U. S. Tariff Schedules - 111ese are two printouts: One 
s1.l:"C:n:;rngt"he and value of U. S. imports of nickelquantity
and nickel alloys. 111e other presents the same data for 
U.S. exports of nickel and nickel alloys. 

These printouts are produc ed hy the Bureau of the Census 
for this Bureau from the master import-export tape. 
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Dispose when 2 years o l.d . 

The analysts in this subject area are responsible for 
evaluating the foreign 3.nd domestic status of approximately
150 miscellaneous metals and minerals. 

595. Miscellaneous Metals and Minerals General Subject
File - This :flre'contains subject lieaalngs and roraers-
ror:-each of the metals and mi.nerals for wh Lch the 
activity is responsible. It LncLude s all incoming and 
outgoing correspondeilce pertaining to these commodities 
or industry areas. The file contains copies of papers
generated in the course of evaluating the world position
of each of these commodities with respect to production,
U.S. imports~ U.S. exports, consumption, supply, price
and current inventories. Also included are papers
created by the analyst in making projections or any or 
all of these factors for selected metals or minerals. 

Notable primary subject headings found in the file 
include foreign countries, companies, mobilization,
base data pheets, priorities CdS05, legislation and 
stockpile disposal. 

TI1e vast majority of these papers are office copies
maintained as an essential worktool for the professional
involved. Although the majority of these have a relatively
short term value~there are some that must be kept for a 
longer period because they contain data of greater
potential value and are therefore considered ruore 
active. These must necessarily be moved forward and 
retained in the process of screening useless papers from 
the file on a selective basis. This is necessary because 
the longer term papers are frequently intermingled ,-.lith
those of short term value. 

a.	 Active folders move forwar-d in
 
the file.
 

b.	 All Other Papers - Dispose when 3
 
years old.
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596. T-Lta.-: l_~~...,~_lr!-::;ot:f':t:'_C?~-:: t.:~~~_C.~l?_til]J'~Theset~il}:.. -
are copies _L Lorius distri.G:itecl to 2lL~rnestic producers
of titanium, mill p roduc t s , ingots and castings to co L» 
Lcc t data on pro(l-t'ction, mill products, netCCH1;';U1l1ption,
shipments and c~stings. The d~ta collected on these 
forms are p~t ir m2~hine 13~gua~e Rnd a computer print-
out is run c on t a in I.ng data published by- this Bureau and 
the Bureau of Min0~. 

The data on thes2 forms are thoroughly analyzed and 
are published 

Dispose when 3 years old. 

597. Statistical Analysis of the I'Lt an i.urn Industry _.This 
contains E:preaclsilcets on \'J1tJ.cfi statfstics have been hand-
posted showi.ng SUCJ1 things as net shipments of titanium 
mill products by t~pe, thereunder by month and quarter.
The analysis incll1des the same information for titanium 
sponge and ingots. Production of titanium mill products
and castings Is broken down by rated and unrated orders. 
Imports for rut Lle and rutile sand, titanium and 'drought,
waste and scrap &nd titanhrn wrought are also statisti-
cally treated. 

This analysis utilizes many of the statistics that are 
published along with unpublished company data to provide
a basis for the production of numerious internal evalua-
tions t.b at; are y-!ifCc1:. by higl;J.~rauthor Lt.y for a variety
of purposes. ~~« '7 9"~ 

Permanent - Re tLre to ETRS when no longer needed 
for current business and transfer to \\fNRC6 months 
later. Offer to National Archives when 20 years
old. 

(Printouts) 

598. IIJ1portsand Exports 0.[ Mi_scellancous Metals and 
Materials ~ This is a copy ora ccmulatlve monthly print-
out- show Lng the quarrtLty and value of exports of each 
commod Lt.y by year and month and thereunder by country. 
The December issue cumulativ(:ly reflects the data given
in the preceding monthly issues. 

A separa t.eprintout is produced wh Lch curnuLa t Lve Ly pro-
vides the S<lme information on imports of each of the 
subject conmJodities. 
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TIle Burea-u I the Corrsus pro duces tbes'printouts . 
for sale to ot.her government iJ,\;:;f'ilciesand the public. 

The statistics ap;ipa-L'ing in th,':~ pri.ntouts are published
by the Bureau 04~ the Census <l~1n11:lllyin the U.S. Foreign
Trade, Im120rts and Exports TSUSAC?rr~~odityby Countrz.-

a.	 Annual PrLnt.out; - Dispose when 1
 
year olJ.
 

b.	 Honthly lsGues - Dispose when super-
seded by a new issue.
 

(Iro,£..3nd Steel) 

599. Iron aDd Ste(~l and Related Products Commoditf 
File --'fiil.s prl.nte-o··clnd proces~)eCfmateria contC:-~J..ns s 
containing raw data on iron and steel and related 
conunodities such as chromium, cobalt, coke, ferro 
alloys, manganese) iron ore, scrap, tungsten and 
vanadium. Also included is a small quantity of office 
copies of papers F.cepared by the corrrrnodity specialists. 

Record copies of the papers generated by this activity 
are maintained in the pr'ogr am head ' s file and eLsewher-e. 

Dispose of individual documents or
 
contents of file fo Lder s t.hen no
 
longer needed for cucr~Dl business.
 

600. Nick~l Bearin&.._Stainless Stee}:.-.?c£§!:e.2urvey (BDSAF-782) 
These are copi.e s or survey forms sent to companies in the 
iron and steel industry to collect data on steel scrap
produced, consumed, and on hand at the end of the 
reporting month. 

After the forms ar-e returned the data are compiled and 
analyzed in reports, 'I,1OS ition papers and similar documents 
for decision making in the Depar-tmerrt , It is possible
that data derived in a future survey of steel scrap may
be published for wLde spread distribution. The forms 
are arranged alphabetically by company name, 

Dispose 1 year after receipt of the
 
forms distribution for the next
 
survey_
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6010 Iron and S Lee I Genera 1 ~:ub.iect File ..111is 
contains COT)ic=sGf incoming =i"j"i-(lout,~o{ii,g'--correspondence
and related printed and processed mnterial pertaining
to the general condition and charact~ristics of the 
industry and to mee t Lng s and activities of a variety
of national and international organizations concerned 
with the iron and st~el industry. 

Also included in the file are copies of articles and 
reports prcpar ed or received by members of the staff 
and copies of documen ts circulated by the various 
organizations. 

Notable among the suhject headings in the file are 
American Iron and Steel Institute, capa.city (steel), 
defense plans, emploYtnent (steel industry), imports,
maritirne, price reports, Division programs, monthly
output reports and the like. 

Dispose of file folders or
 
contents of file folders
 
when no longer needed for
 
current business.
 

6020 Fore.Jgn Di§.p"'At<:11esThese are copies of airgrams= 
and teIegrams containlng data on the iron and steel 
industry in foreign countries developed by foreign
missions and foreign service off~cers. These are 
useful to i:he commod Lty specialist as a. source of 
data for a short period of time. Record copies are 
ma.intained in the State Depa:Ltmcnt long enough to 
meet all requirements. 

Dispose when 3 years old or when they have
 
served their purpose.
 

603. Steel ImEort Data - This is a record set of a 
monthly pubTication pro'duced by this activity wh Lch 
shows the imports of iron, steel, and iron and steel 
products by TSUSA number, country of origin, custom 
region and grade. Each succeeding report cumulatively
updates the preceding one and shows the data fW the / _ • 
same reporting period of the preceding year. ~l1ft-~ ~' 

Permanent - Record set of Que copy of each
 
issue. Retire to BTRS when no longer

needed for current business and transfer
 
to w~~c 1 year later. Offer to National
 
Archives 20 years thereafter.
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60L,. • ~.I.~.£:.1)o~~=, .....~e [r c:C to.l~_:l.e~~._a l1d -Ga':" Ma tc:ria 1.s 
Commod Ltv i.' 1.1(' - HiLS pr Lmar iI y co n ta i.ns c op r.es of 
PJ~Tntea anc:r-[)-c'OCC'SS8c1 material' w irh a Few office copies
of papers produced. by the c ornniod i.t y specialist containing
data on the supply, c on sump t.Lon, and trade of the r aw 
materials and refractories used to produce iron and 
steel. 

This file is one of the essential work too Ls of the 
cOl11.TUodityspecialist but it has no value after it has 
served his purpose. Record copies of the papers produced
by the commodity specialist ar e maintained in the files 
of the program head and in offices of other higher
authorities, 

Dispose of individual documents or 
contents of file folders when no 
longer needed for currenc business. 

605. General Ra"l;v I1~terial~ End RefractoriesFerro _~_llo'y.)
Generarsubject Fire - This contains prl.nted and processed
material \,,:rfh a fcw office copies of papers containing
raw data on subjects in the file that are not readily
susceptible to class ification by c ommod Lty , This is 

r:an e ssent.La'1 I - the di spe c i.awork coo L i.or h c ornmo t.t.y , I'J_81:, 
but the file has no further value .s.:ftcr hasit served 
his purpose. 

Dispose of individual documents or contents 
of file folders when no longer needed for 
current business. 

606. Ir_on.~nd Steel S·~1?tecAdmini~trative t _F* - This 
contains office copies of the usuafTousekeepl.ng papers
on subjects includin.g budget~ conference rooms, equipment
and supplies, copies of internal and external directives,
personnel actions, activity reports, t~~e and attendance 
reports, requi.sitions, training and travel with internal 
program operating ~aterials and the like. 

Dispose when 2 years old, 
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60/. Production Lve s .. This cont-ains copies'L·il.~:C~~·;: of 
direcfI~ies-Cc)-SL2.:~·r-(:CJllpanTc3 ,.;7;"tich obligate them t.o 
rcserve a portion of their productiGD for national 
defense pr og.caros. These dLrr-c t ive s ar e arranged
alphabetically by ~o@panyname. 

R8cord copies of Lhese directives are maintained in 
the Office of Iridus /.:1 La I, i\1oblli:..:ation. These copies 
are maintained as an essential worktool for the 
opera tlng U11i.;:. 

Dispose of LndLv Ldua L directives when 
superseded or revoked. 

608. Ammunition Scheduling P,e1JD:t:t- These are copies
of a s~:ary rcpol:;r~;Jhich ·C01~t~"llJl.""iidefense contractor 
reqtdrements for the anmun i t Lon program. The sc r-e por t s 
are prepared by the U. S 0 Army lvlunitions Commandand 
forwarde.l to this activity for informational purposes 
for e~ t.ab I ish:i.l:g t.b e Depar tmerrt IS po s ition on defense 
materLals requlremeuts. 

Dispost? when they have served
 
t.he Lr purpose.
 

609. Steel and NicKel A:.1l~~ ~i.'lter:Lals Req~ir<:E~~t:: -
These are copies 0.1: a quarter:1Y report shm'1l~i8the 
d~fense materials requirements £OL' steel. y.,These reports 
are Ecrwar-ded to this activity for use in preparing
r-ccommcndatLons on mobilization planning which are 
submitted to the Office of Tndus cr LaL riobllizntion. 

These reports are used as the basis for issuing the 
producti.on directives on individual steel companies. 

Dispose when 10 years old. 

610. Pr:Lorit~ Case~ - This contains copies of priority
orders to nsslst a manufacturer in effecting delivery
of steel or steel ?roducts needed to fulfill a defense 
contract. 

Dispose when 2 years oJd, 
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611. FOrf2.r'-"'--~'U'J::..2r r2nr,,:r:'~E.;.o~D Ie ~d_.()l'en-.Jlie.
Press ~'!!5:J._J1:·Jmmer.. ,~ This contains copies_u_mSAF-8l~1-:J
oE survey forms fc~t to individual forgings companies
to collec t data on current Tlj'od_u(:: ti.cn, additional 
produc.tion and cnpacLr.y, \Vo~·k scnedu l.cs , plant and 
equipment, and au.c Ll.La ry processing equipment. 

The data from these fOTIT1S arc used as a bas is for 
Indus try Evaluation Board Studies. Although the 
data in these forms are essent:1aILy duplicated in 
Industry Evaluation Studies maiDtained in the Office 

copies of ot"gerlerated by cormnodity papl!rs-C'OTlectecr'"' the 

of Indust
retained 

rial Mobilization,
until superseded by 

these 
a new 

forms must be 
survey. 

Dispose 1 YCRr after 
next survey forms , 

receipt of the 

612. MobilizCJtion Planning P20ers ~ This contains 

specialist in the process of responding to requests for 
recommendations or evaluations for mobilization planning.
The data in these wo rkpape rs are surrn:narizedor essentially
duplicated by submissions to the Office of Industrial 
Mobilization which maintains record copies. 

Dispose 2 years after the request or 
subject documentation is superseded, 

613. Executive R2scrve Dcsi~nees File - This is a 
name case fiTe for each memb;:~r--or t~ staff that has 
be~n assigned to Executive Reserve, or that is being
considered for such an assigrill1ent. 

Record copies of these papers are maintained in the 
Office of Emergency Readiness. 

Dispose 1 year after separation of 
the subject Gmployee. 

614. International Trade 0gportunities - These are copies
of offers usuarrY-m~e by foreIgn countries to purchase
iron and steel products. With the offers are copies of 
the action taken by the commodity specialist ,to bring 
these trade opportunities to the attention of the 
appropriate American companies. 

These papers have only very short term value since the 
business opportunity is either acted on expeditiously
or it expires. 

Dispose when 6 months old. 
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615, Iron and Steel Technical Lnf orrnctLon File - This 
containsc"oples·oT-·pLt.nted anCfl)~O(~eSS2d mar er La L and 
a little incoming and outgoing correspondence containing
data on the indust~y that are tco general to classify
and file by co.umod i ty or company name s , 

The incoming and cut~oing correspondence is duplicated
in the files of the head of the program. This file is 
an essential wo rl. tool for the commodity specialist but 
has no other value. 

Dispose of individual documents or
 
contenLS of file folders when no
 
longer needed for current business.
 

(Iron, Stcel. and Related 
ProCIuc~T 12:"'oduction Techno L':?81) 

616. Ir?!~ an~.2.5~e~__and Rel'lted P~cduc ts Technology
Informatlon File ,.T11lS cont.a t.ns otfice copies of papers
generated by the commodity specialist, and copies of 
printed and processed material containing data on 
steel making raw materials and the technology or 
production of iron, steel and related products. The 
file contains data on the domestic as well as foreign
Lndus t r i.e s . 

This file is an e sscn tLa L worktool for the commodity
specialis t but it has no long term value after it has 
served his purposes. The papers which he generates
are essentially duplicated in publications or in the 
files of the head of the pr ogr am, 

Dispose of individual documents or
 
contents of file folders when no
 
longer needed for current business.
 

(Printouts) 

617. Honthly 'Prints of Imports and Exports of Iron,
Steel and Iron and Steel Produc[:s - A separate cumulative 
prlntout for imports and one for exports are done by the 
Bureau of the Census and these are obtained by this 
Office. Since these printouts are cumulative from one 
month to the next, the December issue of them comprises
an annual statistical report showing the quantity and 
value of imports and exports of the subject corrrrnodities. 
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N!bI)' Printouts ,. Dif,pose !n 
r-eceLpt; (I f the. D2CCml)I")_' cumulative 
(annua l.) 1.381.1e. 

b.	 Decernb 2-!..' Cumu Lat i.vc (annual) Issue -
Dispose '~1cn5 years old. 

618. ~obiliz?_ti()n-E.lanI2.in~ Fil~ - Th.is includes copies
of Indus try £vaIuiltion Boa.rd s tadies prepared by the 
activity wi.t h related papers such as copies of memoran-
dums, workpapc r s and the like. Some stockpile and 
critical material papers are also included. 

The Industry Evaluation Board studies and any pertinent 
related material are maintained in the Office of Indus-
trial Mobilization. 

Dispose 2 years after the subject study 
or documentation is updated. 

619. Chemical GATT (~egot:i.8tions File ~ This contains 
copies of backgr~ouncC'papers"developed during preparation
for GATTnegotiations to overcome unf'a i.r trade practi.ces
in world trs4e of cert.Ji~h.eJnis~l and allkd chemical 
products. #7¥~d ~ ~tC~/' Q~q~ ~,r?1

a. Typescript Studies or Evaluations -
~ I I. »> termane.:ct - Retire to BTRS when no

JT) ~ c:::7 '/y {, ' orige r needed tor cur r ent; business 
and transfer to WNRC 1 year later. 
Offer to National Archives 20 years
th8r8aftero 

n.b.	 All Other Papers Dispose when they 
have served their purpose. 

620. Chronologj.cal Vile - This contains a copy of ever y
outgoing Lt ern al;'rfl.11;S8d in one sub-id ivis ion 'Chronologically 
of the file. In a second sub-division a copy of each 
outgoing item is filed alphabetically by name of addressee. 

Dispose when 3 years old. 
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621. ~~~.~~.'':'=_i~~~...F:2~.~.- This contains epies of proposed
and pend1ng wi t.h reLat ed program comments andLeg i sJ.at:i.on

workpapcrs. The pa.per'sare case filed by the House and
 
Senate Bill number_
 

These files are essentially Jupllcated by the legislative

file, Office of General Counsel, Office of the Secretary.
 

Dispose whe-n 5 years o l.d , 

622. K.2E.~:h&1 D~~patc:..hes- Thc sc are copies of airgrams
and telegrams proQuceaby fo ro Lgn missions and transmitted 
through the Statr::l)epartment containing commercial data on 
the chemical indus~ry in foreign countries. 

The dispatches are inter filed with printed and processed
secondary source material collected on the chemical 
industry of each country. The papers are arranged
alphabetically by names of countries. 

Record copies of these dispatches are maintained in the 
State Department for a period long enough to meet all 
legal and other requirements. 

Dispose when 3 years old 0 

623. 9L.8EFli~§tion for andEC.?~10~.:..c:_gpo2erat~on D~~-
... ...-..~___ .........4 ~"- "'\11a .
_ 1);...,.,,\r-. ....... f' ,"'17', -: _L..> (I -r a .... ~~
ment;_ (n ....i"-"1~('ii "~, _ -r "'-. ... I'~") ~__L_ Q ,.:,_ 2-''''__c:» --r-' .......t:'.: __ -,-,1'" 1...........
 

survey ro!'~lidJ.-S <J 11 member count r f.e s 
' ortrl.-butedto the 

organization Vlhich is completed by each country and 
returned to this activity. The data from the forms 
are analyzed and compiled and submitted to the organi-
zation. headquarters in Pariso The material submitted 
is published in The Chemical Industr~ by the organization.
Prior to publicat:Lcl1ja Drall Statist1.cal Report on the 
.Q!:emical ~ndust~y is submitt2d to ~Teg8~es to t11e ~--
industry comnu.ttee , OEeD, for con sLder a t Lon , The f Ll,e 
also includes workpapers generated by the analyst
preparing the data for submission to OECD, and copies
of the survey form that has been filled out. 

Dispose when lj. years old. 

624. Economic Commission for Europe (ECE) Papers - These 
are caples or·survey forms containing data on the chemical 
industry submitted to the Cornmi.ssLon by the United States 
with workpapers and supporting documents. The data in 
these papers are analyzed and published in an Annual 
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Dispose ~rl12n 4 years old. 

(PrintGut~) 

625. Chemical and Al.Li ed Products, Rubber and Plastics 
and AIIj_ecrRL1-bber-i.)rc-CIUCtsJ:-SZ~ortStaLLs tlCS ~ 'l'his--TS"-
a computer l.ssued monthly the cumulativep1:'1.ntc-tlt showing
quantity and value of exports of chemicals and allied 
chemical products by commodity group for each of the 
countries having significant exports. 

The printouts are used as a source of r aw data for 
preparation of ana Lys es and to answe r inquiries from 
the industry, The printouts are purchased on subscrip-
tion from the Bureau of the Census Hhich produces them 
for sale to the public as well. 

A central set of these printouts is maintained for use 
of all program staff members, Each analyst also 
receives the portion of the printout covering the 
commodities with wh Lch he deals. 

a.	 December Issue - Df.s po se when no 
longer needed for' current business. 

b.	 March, June and September Issues -
Dispose when 1 year old. 

c.	 All Other Monthly Issues - Dispose
when the next issue is received 
(Includes parts of issues received 
by analysts). 

626. Chemical and Allied Products~ Rubber and Plastics 
and Allied Rubber Proaucts Iiimort ~Statistic~ - This is a 
comput~r printout l.ssued monthly showing the cumulative 
quantity and value of imports of chemicals and allied 
chemical products by commodity group for each of the 
countries having significant imports. 

The printouts are used as a source of raH data for 
preparation of analyses and to answer inquires from 
industry, The printout is produced on SUbscription
from the Bureau of the Census wh ich produces them for 
sale to the public a8 well. 
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A central set or those printo~ts is maintained for 
use	 of all pr og r ~TIl s ca f f member s . Each analyst also 
receives the po vtLo n of the I;cLntout covering the 
commodities "h7ith 'db. i.ch he ~rle a L~-'

a.	 Dec embo l' Issue ~ DLs oose when no 
longer needed for cu~r2nt business. 

b.	 March, JUDe and September Issues -
Dispose ~len I year old. 

c.	 All Othe~ Monthly Issues - Dispose
when	 the next issue is received 
(Tnc Lude s parts of issues received 
by analysts). 

627. I).S."Sh2:!e§_._'2J.~/~xports 14_~riesfrom 
to the HorM 6710 to 2 Destinatl.ons - These are cop~es
of a computer pr1.l11:ollt"ot~atTve-year market study of 
chemical exports by cornmod Lty group in accordance with 
Standard International Trade Classification showing
the quality ai1d YarDe" of eAp6:t-"t:sof-i"4·supplier
countri.es, value, and U.S. share of such exports. 

One copy of this printout is procured from the United 
Nations for the use of the program staff. 

Dispose when 1 year old. 

(Inor8..§!1icChemi.ca_~s) 

628 Inor~ani0.0eITJical Sublc:.E_~File - This containsn 

copies of ~ncomln6 anCf()Utgoing correspondence, copies
of evaluations, analyses, reports and supporting
secondary source material such as newspaper clippings,
magazine articles, and the like containing raw data 
on an inorganic c herni.ca L commod i.t y such as aluminum 
chloride, fluorspar, manganese, nickel compounds and 
hundreds of other commod Lt Le s , These inorganic chemical 
products are sometimes referred to as '~eavy industrial 
chemicals." 

The material is arranged alphabetically by t.he names of 
inorganic chemical commodities, Papers on domestic 
products are filed in a folder and when the foreign
cOlTIlTlercial on product significant papersdata a is the 
are filed in a separate folder behind the one containing
information on the domestic commercial situation. 
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These papers constitute a long term wo rk t.o o L wh i.ch 
must he maLnta Lne d in c lo sc p r ox im i.t.y to the pr o f'ess Lona.L 
concerned. HOW2V~~~ thRY hav2 ~o vaJ~e b0yond the 
point where thev h ave lost tlKi:.-u sc fu Lnc ss to him. 
The data Ln the .i:i1eare cs scnt L:Jlly duplicated in 
memor-andums ~ po s i.t Lcn papers, rc pc r t;s and similar 
documents wh Lch i:lle analyst pr'oduc c s [or the use of 
higher aut.hor Lt y wh Lch ma Ln ta i.us record copies of them. 

Dispose of individual documents or the
 
contents of file folders \~len no longer

needed for current business.
 

629. HepYL I[ldus_~ric,l('~mical s ....2}.~rt:qiz.er Subiec t 
File ~ Th i s cont a.i.ns co p i.e s of incoIrnng and outgoing
correspondence, foreign dispatches, foreign service 
reports, and secondary source materials containing
r-aw data pr ime r Ll.y on chlor-alkali industry, potash
ammonia, ammonia compounds and phosphate. Although
these are all heavy i.ndustrial cliemicals they constitute 
the major inorganic chemical ingredients of fertilizer. 
The papers are arranged by the names of the commodities 
and thereunder by t.he foreign countries when one is 
involved. 

These are copies of papers collected or. generated by
the analyst for lJ.se 8.S a wo rkt co L, 

Dispose of individual dccument.s or
 
contents of file folders when no
 
longer needed for current business.
 

630. Mobilization Planning Paners - These are an analyst's
work cop t.es ot papers generat~l or collected in the process
of responding to requests for the capability of the inorganic
chemical industry !;:o make an adequate contribution in the 
event of any kind of national emergency. Included are 
Indusq;,y EvaluatiC?E. HeEQrts, basic: data sheets, critical 
materials papers and the-like. 

Dispose 2 years after the svbject study of
 
documentation is updated.
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6?1. J~a?~_2.pp?_"C.~~L::iG~_~~~-2.£:!cr~J.-Corresp,onde.nceFlle - lfilS CODCRlns COp1CS 01 olt~rs to purchase
I'riO"rganicchcm Lca L prcduc t s and fertili6er w Lt.h a 
copy of the etc tLon taken on them by this ac tivity.
The file also includes incoming and outgoing corre-
spondence Hith individual cOillpani~sin the domestic 
inorganic chemical industry. This correspondence
relates to providing information or resolving a 
problem for the company involved. 

a.	 Tenders (offers to buy) - Dispose

when 6 months old.
 

b.	 All Other Correspondence - Dispose

when 2 years old.
 

632. Program General Subiect File - This file contains 
copies' or papers ge::leratectand collected by members of 
the program staff which ShO\\7 the contribution made to 
various domestic industry organizations and common 
undertakings. The file also contains quantities of 
material relating to all aspects of the industry and 
used as a source of data for the preparation of 
position papers on problems and commodities and for 
preparation for vayious international conferences and 
negotiations. 

The papers are essentially duplicated in submissions 
prepared for higher authority and have no value beyond
their usefulness to the pr ogr am staff. 

Dispose of individual documents or 
contents of file folders when no 
longer needed for current business. 

(Dr~g~) 

633. Dfiug Comnod~ty_File - Th~s contains foreign
dispatc es, inCOlTIlngancr-outgolng correspondence and 
printed and processed source material on drugs and 
medicines such as biologicals, medicinals and botanicals,
and pharmaceutical preparations. 

The file also contains wo rk copies of memorandums,
compilations, analys<.:!s,reports and similar documentation 
prepared by the analyst for the benefit of higher authority. 
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Record copies of theJe papers are maintained in the 
files of the Di!0ctor of the Divisinll and in the 
files of the Dir0ctor of the Office of Business 
Research and Analysis. 

TIle file is a Lor.g tcrm work too L that must be kept
in close proximity tu the pr-ofe ssLona L since its 
only value is to meet the demands made on him for 
highly specialized evaluation of the comrnercial data 
pertaining to the in~ustry. 

Dispose of individual dOCUhlents or 
contents of file folders when no 
longer needsd for current business. 

634·. Mobili_zaticD J?lanninJ!Jc1pers - The se are copies
of papers generated or collectCciDy the analyst in 
order to respond to assignments to make recommendations 
on the capacity of individual coopanies to make an 
adequate contribution to meet any national emergency;
to make recommendations on the allocation and sta.tus 
of strategic materials; and to make recommendations to 
the Office of Industrial MobiJ.ization on related matters. 

More specifically the papers included in the file are 
office copies of basic data sheets, background papers, 

papers-oTtenders rb-j::--arugs partrec-eived"tort:1i.emost from 

copies of che request
related papers. 

for che submission desired and 

Dispose 2 years
or documentation 

after the subject
us updated. 

study 

635. Tenc.er and General Correspondence File - This contains 

foreign countries with a copy of the action taken on them 
by the co~~odity specialist. These trade opportunities
are quickly taken advar.tage of or they expire. 

The file also contains copies of incoming correspondence
requesting information on a variety of matters with which 
individual companies and private individuals are confronted,
together with the related reply. 

Dispose of the papers when they have 
served their purpose or when 1 year
old, whichever is sooner. 
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636. Mont:h}:.Y_..i.~_i)~~,L£~ts __ rC?f_of lr;s!o1:'ts 2:E'~ExE.0~:ts
Dn!gs ?na ~!~!nac~'-:'l.~s~cals .separa t e".I',. curnuLat Lve 
pr i.nt.ou t Tor .uupo r t s an:cr-one for expo r ts are done 
by the Bureau of the Census c:nd these are obtained 
by this office. Si:-lcethese printouts are cumulative 
from one month to the next, the December issue of 
them comprises an a~nual statistical report showing
the quantity and va.lue of imports and exports of the 
suhject commoditie8. 

These are the commod Lt y specialist IS work copies of 
printouts that ar~ maintained in a central set at the 
Division level for the use of all specialists involved 
to meet longer term needs. 

Dispose upon ~eceipt of next issue. 

(~~p~_e~rgel:!ts ~nd ~oi.let.
 
Pr epar a t i.ons and Chem1.cal S~}ecLa Lf,L:les)
 

'- --.-----
_637c. ~J.cicIes C~untry ~~;e This c~ntains copies of'r. 

forelgn d'Lspatches, lncom1ng and QutgClDg correspondence~
processed and printed source m3tcrinls nnd wcrkpaper3 on 
the product"1.on, con sump t Lon ~ con tro I and other comme rc i a L 
data on pesticides in foreign countries. 

The papers are arranged alphabetically by the names of 
foreign countries. This file is an essential wo rk too L 
of the commodity specialist, bu c has no further value 
after it has served his purpose. 

Dispose of individual documents or
 
contents of file folders when no
 
longer needed for current business.
 

638. Hob LlLz e.t Lon P'l.ann Lng Papers - These are copies
of papers genet'ateaor col].Qcted by the analyst in order 
to respond to assignments to 1l1akerecommendations on 
the capacity of individual companies to make an adequate
contribution to meet any national emergency; to make 
reconnnendations on allocations and status of strategic
materials; and to make r-ecorrmenda t.Lons to the Office of 
Industrial Mobilization on related matters. 
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HorE specifically, the papers included in the file 
arc office copj.es of basic data sh2ets, survey forms,
background pape~s~ copies of ~he r~quest for the 
submission desired on soaps, detergents and toilet 
preparations and chemical specialities. 

Dispose 2 years after ttJ8 subject

study or documen tat.Lon is updated.
 

639. Pesticides General Subiect File ~ This mostly
contains proc:~s-sE.(raJld source materials withpr Lnt cd 
some office copies of memoranGums, recommendations,
reports c:.ndcorrespondence prepared by the commodity
spec LalLs t on the domes tic pe st i.cides industry. 

The papers are arranged alphabetically by subject 
headings. Record copies of the papers generated by
the commodity specialist are maintained in the files 
of the program head. This file i.s an essential wo rk -
tool for the commodity specialist but has no further 
value after it has served his purpose. 

Dispose of individual documents or the
 
contents of file folders when no longer

needed for current business.
 

640. .I?XT~!hn~l21_S~'!nr."£Y_I:~. - This cont aLns copies of 
foreign oispatches, Lncom i.ng and our.go Lng correspondence, 
printed and processed material on production, consumption,
control and other co~nercial data on the pyrethrum industry
in foreign countries. These papers are collected or 
generated as a Horktool for the commodity specialist and 
they have no value after his need for them has been served. 

Dispose of individual documents or
 
contents of file folders when no longer

needed for current business.
 

641. u.s. Companies File - This contains printed and 
processed source material with office copies of a few 
papers prepared by the commodity specialist. 

The file has value only as a source of r aw data for 
the use of the cornmod Lt.y spec ialis t concerned. 

Dispose of individual documents or
 
contents of file folders when no
 
longer needed for current business.
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642. Explosives CcuDtry File - This contains copies
of printed and p~:(;~:Z;-'ssea L wLt h a few officelna-fc:~'!'~
copies of papers pce par ed by t.r,e commodity spec ialis t 
containing technical and c ouar.c rc La L data on explosives
produced in foreign countries. 

Dispose of hldividual documen ts or
 
cont0nts of file folders ~len no
 
longer needed for current businc~s.
 

643. Toilet Preparations Commodity File - This contains 
copies of prOCeSE3E.:Gmafer::~~lI,survey printecr"'C:l..ild forms 
and a few papers pce par ed by the corrmo d Lcy spec ialis t. 

The papers are ar r anged aLphabe t Lca.lLy by names of 
commodities. The survey fOl'lflS duplicatedf:lreessentially 
by internal reports and material submitted for publication.
The other papers have no value after the commodity specia~
list's need for them has been satisfied. 

Dispose of individual documents or
 
contents of file fo Ldc rs when no longer

needed for current business.
 

644. Toilet Pr~'parat_ions Co~~ni:ryFile ~ This contains 
p r irnar i.Ly sec onctar y pr i.nt.eu and proc.essed source materials 

wLt.h o p i.e s prepared he c ornrnod8 fe~,; .:):f.fice. c of jJcipcL'S by t i cy
specialist. 

The papers are arranged alphabetically by names of countries. 
They are of no value after they have served their purpose
as a source of r aw data for the commodity specialist. 

Dispose of individual documents or contents 
of file folders when no longer needed for 
current business. 

645. Technical Information File - This contains copies
of printed: and processed mater'lal \\ritha few office copies
of papers prepared by the commodity specialist containing
technical and comrue rc La I r aw data on crude drugs, gums,
r es Lns , balsams, ac t Lv i ted carbons, charcoal, polishes,
soap, detergents and other commodities. 

Dispose of individual documents or contents 
of file folders when no longer needed for 
current business. 
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e-· •6tj6. Na rur a l. an-! I':sscntial Oils Technical Lnf'orma t Lon 
F'~1-,~- "1:1-11"s cOflL~·n;s-i5rlrltcd"-;:·;:l!rpl.·ocessedmatcr]~{.;rth 
a few pape r s prep3I'C'.lby t.he ('c:tl!nodity tspecialis containing
technical and comne rc La L data 0;:-: essential oils such as 
menthol, pcppe rm Lnt , Ambr e t t;e s ced , avocado, camphor, cedar,
citrus, orrLs , pe ach kerna 1, s and a Iwoo d and other oils. 

Diseose::of individual documents or contents 
of file fclclc;rs when no longer needed for 
current business. 

(Ort.i~nic.Chemi.c aIs s Petrochemicals)Inc Lud in..
64? Tecl1Fjs..§:l .,.g~icClls.File _!-nformatio~sm.-2.:?.&;..nic -
ThLS corrt a i.n s pr i.nt.ed'Di1clproce::;seamaterlal collected 
by the c ommod Lty specialist a s ,':source of r aw data on 
organic chemicals (petr01E:!UIIl natural gas liquids,C](Jd 

coal tar, coke products, fats and oils, animal resins 
and wood products) and office copies of papers generated
by the commodity specialist such as incoming and outgoing
correspondence, foreign dispatches, workpapers, analyses,
reports, legislation and other evaluations. 

This file is comprised of 4 subgroups; (1) By name of 
commodity arranged a Lphabe t Lc alLy , (2) By type of 
application, arrRnged alphabetically by name, (3) By 

... .,i· --~ . Y";::' ,;, i ...-,1- be t i ... ~ Ii,' ~ .~.),....-,0 ...... ~f""coun t ry , ar r ang ec a_,_·~<~ '-- 1_co",1Y ana \, ,) by pr o j e .....L 

wh i.ch are case filed. .. 
The papers created by the co~modity specialist are main-
tained in the files uf the head of the program and in 
the files of other higher authorities for whose use the 
data were prepared. 

These papers ser~e a~ a long torm worktool essential to 
the commodity speci.alist and they have no value after 
they have served their purpose. 

Dispose of individual documents or the
 
contents of file folders ~;hen no longer

needed for current busir-ess.
 

6lj-8. Industrial Hobilization Planni~ Papers - These 
are copre.s'of incomIng and o ut go i.ng correspondence, 
workpapers, reports, recommendations, survey forms 
and studies, stockpile basic data sheets, and industry 
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•evaluation report~ pertaining to the defense materials 
sys t em , exec ut Lve rcserve , supp Ly requirements and 
industrial dc fen sc p rob Lcms . 

Dispose 2 ye~r~ after the subject study

or documentar i.on is upd at.cd.
 

649. Ent erna t.Lon.i L Activities File - These are the 
paperscoUectec:r-ol:' generated hy~--'ilie specialistcommodity
on export potential studies~ GATT activities, tariffs,
trade information comrn lt t ecs , Trade Expansion Ac t:, 
international cornmod Lt.y problems, dump i.ng, OEeD activities,
trade centers, fairs and missions~ export financing and 
foreign inves trnent: , and coordination vzLt.h other government
agencies and the pri~ate sector. 

These papers are an essential wo rk.too L for the commodity
specialist but they have no value after they have served 
his purpose. 

Dispose or individual docu.rnentsor the
 
con~ents of file folders when no longer

needed for current business.
 

650. Tenders and General Cor~espondence File - These 
are co1)I'eSof of£~-':rs to~r ~~(:!cB':ied~20iTi!i1odIties.
usually from foreign count~ie~, with a copy of th~ 
action taken on the offer by the connnodity specialist, 
Also included is incoming and outgoing correspondence
with companies and private individuals needing informa-
tion or the solution to a problem. 

These papers have short term value because the offers 
are accepted or they expire quickly and the correspondence
deals with matters that are terminated or resolved in a 
short period of time. 

Dispose of papers when they have served their 
purpose or when 1 year oLd , 

(Printouts) 

651. Monthly Printouts of Im*orts and EX,E0rts of 
Organic and Pe·trochemicals -- separate curnulatiVe 
·printout for lmports and one for exports are done by
the Bureau of the Census and these are obtained by this 
office. Since these printouts are cumulative from one 
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month to the next; , the December issue of them comprises
an annual s tat Ls t.Lca 1 report show i.ng t.he quantity and 
value of imports and (;xports of the subject cOllUllodities. 

• 
These are the commod Lt.y i.a Li st ' s copies of prspec work Lnt.-

outs maintained in a central set at Division level. 

Dispose upon receipt of next issue. 

(Rubber ::lI2~--.!3-ubbel Pr oduc ts) 

('52 F . S ; D' t.cl Th i t . ,
J., _~£el-&~~-:e7}:;::~~~sP.~-.:c':f:£~-.. ' 1.S con -a1.n8 cop i.csof fo reLgn oxspaccn ..~" f or e Lgn se'rv r.cc reports and some 
s imi.Lar material pertaining to t hc production, consumption,
and trade of rubber and rubber products. The papers are 
arranged alphabetically by name of courrt ry, thereunder by
product. 

These papers have no value after the commodity
specialist's need for them has been served, 

Dispose when 3 years old. 

653. Commodity ~ile - This contains primarily clippings
and other pr iute and p roc essed material with a fe'iV 
office copies of correspondence, workpapers, and reports
generat0d by the ~0mwodi~y specialist. 

The cOllUllodityspecialist uses this file to collect rmv 
data. It is a 'iVorktool for the preparation of analyses
and evaluations as required.
value after they have served 

The papers are 
their purpose. 

of no 

Dispose
contents 

of individual documents or 
or file folders when no 

longer needed for current business. 

65L~. Rubber and Rubber Products Environmental File - This 
contains-clipPlngs and printed and processed materials,
with some correspondence, concerning the disposal of scrap,
rubber and rubber products (special emphasis on scrap
tires) and on the related ecological problems. 

This is a work file and it has no value after it has 
served the purpose of the cornmodity specialist. 
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D'i spo se 02 !iap~rS when
 
served their ~~rpose.
 

655. Rubber an"': l<nhher PraGue't:s Int erna t Lona I Activities 
File n--;jJiTs--(::-O~r1-t:~-::;-ilS prlntc:."(I--,]-ncT copiesl~]:=C)Ce'ssed C:)T"tlle-
meetings of the Lnternational Study Group on Rubber and 
Rubber Pr cduc ts and of the 0 t.lie r releases of the group
and its subcomm i t tce s . The f i.l.ealso contains copies
of the releases or t ne Fooel and Agricultural Organiza-
tion and similar international bodies, 

The papers of rh« International Study Group are printed
in full or in SUliilJ:UY form and distributed annually.
The papers of the other bodies are in the official files 
of the Departrnent of State 01" the primary sponsoring agency. 

Dispose when 5 years c ld , 

656. Mobilization Plannin~ Papers - These are copies--------..-J.---.. ~~- ..-----of requests tor recommendations or reports for mobiliza-
tion planning with related documentation on critical 
materials, allocQtion and rated orders for commodities 
under the Defense Materials System, executive reserve,
priorities assistance, and industry evaluations. 

Record copies of these papers are maintained in the 
files of the Office of Iridus tr LaL ~V!cbiJ.izatinr.arid e l.s a-
where. 

Dispose 2 years after the subject study

or documentation is updated.
 

Construction and Forest Products Division 

(O£fi~~~f the Director) 

657. Direc toY'" s Subi ec t Numeric File - This contains 
copies of papers conected OJ: generated by the Director 
and his principal assistant on all facets of the adminis-
trative management of the Division and on the program
activities performed by the Division. 

The file also contains an official copy of all outgoing
items generated by the head of programs of the Division. 
The Office of the Director is the official file station 
for the Division. 

Jan 76 207 

•
 



The papers in t.ho f IIe are arranged in accordance 
~vith a subject nUiT::.::c.~c.: files c lossLf i.c at i.on prepared 
and maLn tai.ncd by the Division. The content of the 
paper s is css eru .:.;.:111y dup Li.ca tOl.l by subm I ssions 
forwarded to higher authoricy £0: ~ppropriate action. 
Record copies of the official version of these submissions 
are maintained in t~)e offices of higher officials to 
whom they wcr e d i.rec t-ed, The subject content of the 
remainder of the papers in this file is essentially
duplicated by publicutions. 

The value of these papers for r~search and other purposes
is exhausted in 8 relatively short period of tim~. 

Accordingly, the file is periodically purged of value-
less papers and exceptional cases are moved forward. 

Transfer iufrequently used folders to 
a separate inactive file. Retire inactive 
file to BTRS when it fills 3 file dr awer s . 
Transfer to \}I.\lRCand dispose when 10 years
old. 

658. Assistant Director /lEI!Awar-ds File - This contains 
copies -otinc,")mlng -and oucgo i.ng correspondence pertaining
to an appl Lc at i.on £.r01TI a company for 0112 of the President's 
_'~E!! A\\7ard~~or ~;~cel.lenc:_in tne ~ielci o~ Export Expan~ion.
Mere speclf1cally. tDe flie c0n~alns COp18S of the subject
company's app Li.cat.Lou, r-econrnencta cLon of the evaluation 
committee and related correspondence. 

The Assistant Director is responsible for action on 
"EilAwar-ds application submitted to the Division for 
evaluation. This file contains convenience copies of 
papers that are duplicated in the official file of the 
Committee mainta.Lneu in the Office of the Secretary. 

Dispose whe11.3 years old. 

659. Reading File - This is a copy of each outgoing
item created by the Division, arranged alphabetically
by the name of the addressee. These are duplicated in 
the Director's numcr Lc file. 

Dispose when 2 years old. 
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660. Cor~i.::£l. aL!~S_,Pack~il2s._2~lbj F~.le - This~~:rs ec t 
contains ofJ:Lce COjJ'L':::sLnc om i -::1g and outgoing o i, 
correspondence generated by th2 head of the containers 
and packaging program and the assoc Lat cd commodity
specialist dealing with meta], ~lass, plastic, paper,
pape rboar d , wood , t.ex cL'Le , and other types of containers 
used for all kinds of packaging applications. The file 
also contains copies of correspondence concerning the 
ecological problems involveci in solid waste disposal
by manufacturers. 

Copies of all papers in this file that result in any
substantive action at the Di.vision or higher levels 
are maintained in th2 Division Director's subject
file. The papers in this file are arranged alphabetically 
by subject. A "Reading" or :tDay Filelt r.omprises a 
subgroup in this fi.le. 

The majority of the papers in this file have served their 
purpose when 1 or 2 years old; howeve r , there are some 
exceptional cases whe re a transaction extends over a 
much longer period. These exceptional cases are simply
moved forwar-d as the file is purged of valueless 
material. 

Dispose of the con tcnt;s of file folders when 
they have served their purpose or whe n 3 
years old. 

661. Q~:t.:atin~~R~orts-Xile ~ This contain~ co p Les c:f. 
productlon and project status reports coverlng actlVltles 
and assign..rncntsof the progriJm staff prepared for use 
in connection with th~ administrative management of the 
activity. 

Copies of th2se reports are maintained in the Division 
Director I s file and e Ls ewhe r'e. 

Dispose when 10 years old. 

662. Executive Reserve File - This is comprised of lists,

controls, d{rectlves, nomInations, correspondence of the
 
Executive Reservists and a name case file for each
 
reservist or designee in the containers and packaging field.
 

.Jan 16 209 

http:Cor~i.::�l.aL!~S_,Pack~il2s._2~lbjF~.le


The Ln fo rma t i.on Lu this f i.Lo 'i.s es s ent La l.Ly dup l.Lc a t.ed 

by documentation Inaintained in the Office of Emergency
Readiness. 

a.	 Lists, Controls, Directives and Related 
Papers .•Dispose when superseded. 

b.	 Name Case Files - Dispose 1 year after 
separation of subject"reservist. 

663 .. Forei8..~gisp'~!::hes ~ Thi.s.is comprised of copies
of dlspatches eveloped by forelgn service missions on 
the condition of the containers and packaging industries 
in foreign coun trIe s wi th special emphasis on trade. 
These dispatches and responses to them, if any, are 
transmitted through St at;c Depa rtrnent;the	 , 

Commodity specialists use these dispatches as a data 
source and they are of no value after the required data 
has been extracted and analyzed. 

Most of the foreign service dispatches are filed together
in the Foreign Data File. Howe ve r , there are some that 
are placed in technlcAlinEo:nnation and other files. 
This item covers all foreign services dispatches
perta~ning to c~nta~ne~s 2nd packaging regardless of 
l-....r"''''	 +- ......,...."".,. .....,,...,..... ..........-,,, ,...~+-- ~'\., ~,....~
.L, ...,,'IIv	 ._L.l ...._y <'4.J.'- ... l.uc..t._, .. 1.it..-C4~·_"J.CUc 

Dispose when 3 years old, or when 
they have served their purpose. 

664. Technical Information Files - These are comprised
of 18 separate files whicn are de-signated as f'o Ll.ows : 

Foreign Data 

Trade Assistance Data 

Metal Cans File 

G~.eral Subject File 

Solid \IJasteFi Ie 

Company Files. 

Pulp, Paper__and Board 

Domestic and Foreign Glass Containers 
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Al.u-nf.num To i.l (ll),-l Con c.i Lnc'r sFack!1Qi.nr-'
_. M _ .. -'--' __ •• :... __ , _ 

Contain~rization 

Boxes and Crates 

Plastics 

Fibre Containers 

Almost the entire content of these files is comprised of 
printed and processed secondary source material collected 
by the industry specialists. However, each of the files 
contains a very small quantity of office copies of papers
originated by the program staff. Any of these papers
that result in a substantive action are generally duplicated
in the Division D:ixector's sl_'hj pet file u 

Once these files have served the purpose of the industrial 
specialist involved, they are of no further value. 

Dispose of indIvidual documents or
 
contents 0::: file folders when they

have served their purpose.
 

665. Mobilization Planning Pa,rers - These include copies
of papers generated fn response to requests from the 
Office of Industrial Mobilization for recommendations,
evaluation, and reports to be used by high authority 
for plans to meet national emergencies. More specifically,
the papers include Industry Evaluation Board Studies (IEB),
lEB and Survival Item Summaries which provide a rating for 
each company involved, base data books, and supporting
papc;rs. 

These papers are essentially duplicated in files maintained 
in the Office of Industrial Mobilization. 
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<l.	 r'.:.iSI,; fj:l'~_a r:;~)ok::; 
yc ar s (J.It1~ 

b.	 A.1I Ot.her Documen t c - Diq)osc when 
superseded by material~ prepared
for l~~;'2. in the next: cycle of 
mobili~Qtion planning. 

6660 C~~l.:ea:l)~]ry.:.::-:::._~~ ~ The cont aLner s and packaging
progr ar» statE conduc ts surv i.vcI and IEB surveys of 
companies producing nine cate80ries of container and 
packaging materials. These Include (1) metal cuns,
(2)	 cont~incr closures, (3) glass, (4) cylinders, (5) plugs,
(6) collapsable tubes, (7) cups, (8) demountable cargo
containers and (9) intravenous solution bottles. 

A Sllrvey form is sent to each company involved in each 
of the nine cs.t cgo rLes listed above. The form requests
information on the company's production capacity, change
illplant produc tLon , wo rk sched» Les , limiting factors 
and remarks. The company compLe tes the form and returns 
it to the progr-am staff. 

The Lnformat.i.onccLl ec ted in this rnanner is used by
industrial speci81ists for preparation of Industrial 
Eva l.uat i.on Bc)p,r.:.! studies and ot he r pur po ses 0 Copies
·:,(:E L:l-!.'.::-se fC':::!r!s :'~l:'~ !~!.ai!1t2..iI1e~1 !.:~nLil S~~~1."seded by
those collected for the next survey, since they contain 
data about individual companies that are not available 
e Ls ewhe r e , 

Dispose I year after completion of the 
next survey, 

667 .. L~gi~la~~~_I~!~ - TI1is is a~.in£orm3tional file 
cont.si.m.ng CO];:l2S or proposed, penc i.ng and enacted 
federal and st.ate legislation wi.t.h copies of commen t s 
made bv interested parties in the private sectorj state 
gove'rnment;sand by membe rs of the program staff. 

All Lnforrnat.Lon i.n this f Il.c is available e Lsewhe re . 
However, data are aggregated here in a manner and 
quantity which gives the file a unique value as a 
worktool for the industrial specialist. 

Dispose of individual do curients when 
superseded or ~hcn they have served 
their purpose. 
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668. g-~..!"J.=._':.~~.1.:.¥-:~~~~ __	 andt~'LI~·'.~(?r~. :_f.2!~·.c:.Lners
Packilg~.ng.- ,],h1.8 1.S a qU3rLQ:L·1.j s tat Ls t i.ca L alW 

- anaLy ci.caL r epo r t prepared hy the pro gr-am staff 
., f o r pub Li c a t i.on h-T che D'''j-'3-···rr··'-j+-- 01- Cornmer c eL ._,--{..L i , I.' '} , ....J I. C. ,o( I. ~~.Lt-.# ~ 1111 '- , 

Office of Compc t Lr Lvc Asses smcut.s . 
#_ 

Each issue 
contains a st~tistical report of (1) economic trends 
in the containers anrl packaging industries, (2) glass
containers, (3) metal cans (~) closures for containers,
(5) steel shipping barrels, drums and pails, (6) paper
and paperboard, (7) plastic, bottles, hlow-molded and 
(8) converted flexible packaging products. Each 
issue also contains special articles which reflect 
trends for se Lee ted commoditie.s These artic Le s areo 

designed to provide useful iniormation concerning facets 
of. the econo~ic spectrum of trt: inci'.ls....-tj'iesinvoJ.ved 
wh Lch th~y m...13htneed a.t.4the:t ime 0 ~A.AAf(~ ~ ~~-9 
f/L//'1- r ./ ~H~.u./ ~~,. t:1' 

_ f Record Set (1 copy each ) - Permanent. Retire 
VI]) {; 11.A· to ETRS when no longer needed for currentJ/ 

~ business and transfer to Hi\TRC1 year later.
-etrJ '/ I~ Offer to National Ar ch.Lve s 20 years there-

J I-V--' after. 

(Printouts) 

Irnj2.srLt;.~.--=- Cor;ta_in~!-,sa~d )?ac.k~:.i:...ng6690 ~. .. __ - This is 
a computer printout s how i.nz Il , S r trnoor t s i ~1!r rorn f!))'op 

countries by c ornrnod Lt y .::::~d~t.l.« (l~;a1itity"-LEd \;-.3.11....2 o f 
imports from each country. 

This printout is pr oduc ed by the Bureau of the Census ~ 
wher-e the master tape is maintained. 

a.	 Monthly Issue - Dispose when 
superseded by the next issue. 

b.	 Annual Issue ~ Dispose when 
5 years old. 

670. U. S. Exports - Containers and Packaging - This is 
a computer printout: showLng the quantity arid value of 
the U. S. exports of each corrrrnodityby foreign country. 

This printout is produced by the Bureau of the Census~ 
whe re the master tape is maintained. 

a.	 Honthly Issu~ - Dispose when superseded
by the next issue. 

b.	 Annual Issue - Dispose when 5 years old. 
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":7] Ii S .lar"."	 f ron 1/., (ll1P')1-ierot~'f<'T-)o'r"C:o _(t _~, I.. !.J) '·::"~ "'J":-_~_._."::."_~~~..Jl~~_~-,::?..~.....:-..:..L_ 
Ccun	 tr Le s to the wor Ld anti to 92 'D(2stinations - This-...----' ----.----.~ .------.---r-'-.--,...-----~. 
r s a computer pr i.nrou i; show.Ln z now the U. S. compares
to 1/'1-other eXP9i:"L-ing count.r Le s in the Horld Trade 
of containers and packages by cHtc~ory of products,
thereunder, showin~ the countries of destination and 
the U. S. share of export tr~dc. 

This printout is pr-oduced by the Bureau of the Census 
where the master tapes are ma Int.a.Lncd , 

a.	 Monthlv Issue - Dispose when
 
supers~dcd by the next issue.
 

b.	 Annual Issue - Dispose lilien5
 
years old.
 

(Fores~_P~oducts Progru~) 

672.. Lumb~r. and ~~ber ,~uct.s Subj~ct File, - This 
contalns coples ot lncomlng and outgolng correspondence,
printed and processed material containing data on the 
economic and competitive position of the industry. The 
file contains information on the 'whole subj ect area 
spectrum of the lwnber and llli~berproducts industry
including consumption, production, technology and managerial
effectiveness in the United St~t2S and abrDad. 

The papers are generated and collected by industrial 
speciali.sts who use them as a wo rk too L to prepare
analyses and recommendation S r'eque sted ~y higher 
authority and segments of the industry 111 the private
sector. The papers are arranged in accordance with a 
subj ec t'Mnumeric files c las s ifica.tion. Once the papers
have served the purpnse of the inililstrial specialist 
they have no further value, since they are duplicated in 
the files of the Division Director when any substantive 
action is involved. 

a.	 Active File Folders ..Hove forward
 
and maintain in the current file.
 

b.	 Inactive File Folders - File separately
in an "Inactive File. II Retire to BTRS 
at the end of every two years, transfer 
to ~~~c and dispose 4 years later. 
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673. B1_::1 ~\JC1,lr~~:,!_:::g(~,~ln:.::' ~~~Ene!1!:Ic ~ r s ,LSHl,,~nd y e~e e~ 
(BDSA~::.?89.~.1- Tn r s CODL:aln:: c o c i.es o f a questionnaire 
sent to Lnd Lvi.du a I companies ev("~,cy 1uarter to collec t 
Lnfo rma.t i.on on bli.1ck wa Lnu c 10:_;:_: 1..1:312(1 i.n the production 
of veneer, Lumbe r .:.:.nd d irnens i 0,') ~ and production of 
black wa Lnut; Lumbe r ;-.:;.nd dimension, and production of 
black walnut veneer. 

Part of the data suhmitted is published in a press 
release. The remainder of the d;:1tn lS used for 
decision mak i.ng pu rpo s es 1;·;rithin the Government. 

D'i.spo s e when 2 years old. 

6 7L~. B]:.~ck v1a In::!.t ..!.--:9_g,Fil~> ~ This contains incoming
and outgoing co~rcspendence and related papers on the 
production and c on sumpt.Lon of waLnut; logs, lumber, and 
shapes. The n.a Ln thrust of the information in the 
file is en the conservation of vra Lnut; timber, domes tic 
consumption, and specially on export control of walnut 
Jogs. 

The papers are an:anged a Lphabc t Lca Ll y by subj e c t , The 
file may be characteri;;:ed a prlmary source of information 
on a more or less typical case of export control in whi.ch 
the Department: parl:icipatecl in a role of leadership. 

e (i])'i J C'I-. PAnnanent - Retire to DTRS when no 
longer need8d for current business and 

elJ'/J" l1~f/t7,b(~. transfer to HNRC I year later. Offer 
to National Archives 20 years thereafter. 

675. Sof twood Log Pr ob Lem - This contains copies of 
paperi perta1D1ng to the recent sharp increase in the 
domestic price of softwood lumber, the acceleration of 
exports 0 f such lumber, and to the exp Lor at.Lon of steps 
that might resolve tbe problem to provide optimum domestic 
benefits. 

The pape r s are arranged alphabetically by subject outside 
of the subj ec t 11'i1fn81~-r-ti-c-fm:'--lumber and lumber produc ts 
described abOVe. 

Permanent - Re t i.re to BTRS when no 
longer needed for current business 
and transfer to WNRC 1 year later. 
Offer to National Archives 20 years 
thereafter. 
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676. Admin:ltT3.l:1f/C. Sub j ec t, File .~Th .• contains 
--" •..•;::-r:- --- -- .. '--..--- ---- _ .. ---copies 01 tile us ua L hous ek ocr.Ln.; pape rs on such 

matters as budge t , a rrang emcn r: Lo r conf crenc es and 
meetings, requests for information or publications,
copies of pcr soune l actions, r cqu.isLti.ons , production 
reports, program operating pnpers, travel with similar 
papers. 

Dispose when 2 years old. 

677. Nobilizc9tio~ j:lanning Pape.~~ ~ These a re copies
of papers generntea or collected In the process of 
responding to requests from the Office of Industrial 
Mobilization for cva Iua.tLons and recornmendations to 
be used for planning purposes. The papers are sub-
divided into four subgroups. 

Industrial Evaluation Board Studies (IEB) ~ 
These lnCT1:IcIe-~surveyforms- sent to companies
to collect data on their production potential
for mobili~ation. 

Survival Items ~,These are copies of papers
generated or collected for preparing an 
evaluation of forest products needed for 
domestic survival in the event of a national 
emergency. 

Defense Ha t.crLals Sv stern ..These are papers
cO'i1'tallling on deemed to bedata materials 
essential to meet defense requirements. 

Executive Re serve - This cons is ts of an 
app Li.c a t.Lon ancirelated papers for each 
reservist or potential reservist. 

These papers are essentially duplicated in the Office 
of Industrial Mobilization. 

a.	 Industry Evaluation Board Studies -
Dispose \Alhen5 years old. 

b.	 Survival Items .-Dispose whe n 10 
years old. 

c.	 Defense Materials System - Dispose wh~n 
superseded by the new list or by a jj 

evaluation. 
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d.	 Eecut~_vc Reserve: ~. D~_spc.se • 1 year

a f t.er S0-1)'Y;1·L·-ic),,"__ .. C111")]··"('t1...1'_ --roc:erv- __isCJ t
~_"_\.-".(.J.~ .. \,1.1 or t:._ L,-v. 

or H I t e r he h0.3 ,-.d_thelL_Mn his name 
from c on s i.cie ru t Lon, 

e.	 All Othcl~ Documents ~ Dispose when 
superseccdc 

678. COlJi1trvFile - This is PTimarilv composed of 
printe',Tand- proc-es·sedma t.er iaI w i rh a-'small quantity
of foreign dispatches containing dRta on the production,
consumption~ and tc:chnology of the forest products
industry in foreign countries. Ihis is a technical 
wo rkt ooL wh Lch is used by the industrial specialist to 
evaluate the various factors in the competitive position
of the ~x':.dus1.:ry to trendsAme r Lcan and fo r ec as t; that 
might help develop trade opportunities. 

The papers have no further va Lue after they have served 
the purpose of the industrial specialist. 

Dispose of individual documents or
 
contents of file folders when no
 
longer needed.
 

(Con~~~S'_:.tion-	 HaterialsB-'J::Llding Program) 

C. "7 (j ,"""': ...... _._ j-. .. .:. 1 ...J fI ._ __ '\ 1 _ ... _ I _ '''''_._	 _.I 1_· ,._ T-t: -I •J.. ..~ ~.! 
\1/ /. ~~,l"""L.-l..")'_I -. t..",.!.!-Lt._~l_.,t~)~!_O-;Ll..c':L~ ~UlJ leeL l~Ll..e - l[lLS 

contains lDcoming and outgoing correspondence and printed
and processed material collected or generated by the 
program head. The correspondence includes office copies
of all outgoing items created by the program staff and 
copies of incoming items, if any, which pertain to all 
activities of the program area. The activity is responsible
for collecting and evaluation of data on residential,
non-residential, and public construction; and on most of 
the commodities and materials required for such con-
struction. The staff also collects and evaluates data 
on the foreign co~struction and building materials industry. 

The printed and processed material in the file contains 
information on related programs operated by outside 
agencies and organizations on construction and building
materials, 

File folders containing office copies of the usual house-
keeping papers; e.g., budget, briefing papers, personnel
actions, requisitions, training, and time and attendance 
are intermingled i~ this file. 
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Inactive f'oLdc rs .rre \-lithdr[,\,jr~, the current filefrom 

f ..1 , '1"'" - .. J I 1" 1'1an d ':L.!..80 s epa rac-. J v U1 an 1 (.C1~ 'i:J_VEO I i. .e crrrono og i.c a r y
and t.hc rcunde r ,11})h,1.!:'2tic<1,ll',,- 11Y subject. Record copies
of all papers ~'2CC;}-:-2xcd this a c t.Lvi.t.y ,by wh i.ch document 
a substantive ~cti0n, are-maintdincd in-the files of 
the Division Directcr. 

Inacti~e File - Dispose when 5
 
years old.
 

680. Eor_~:.i.gn The se copies of.§_~1:V~,CC Dispatc::he~ - are 
dispatc"h.es deve Lo pcd ~(oreign service miss ions 
containing data on tbe econornv, capability, general
condition~ and technology of the construction and 
building materials industry of foreign countries. 

There is one file of these dispatches arranged alpha-
betically by ~mn~s of foreign countries. However,
,. h .. .. 1,1 • l' .. 1 .d i.s pat;c e s ar e lnteL<nnng_eu \lnt 1 otner rnat er i.a r.n 
several other files maintained by the industrial 
specialists. It is intended that foreign service 
dispatches will he handled wher2ver found in accordance 
with the r~tention period below. 

Dispose when 3 years old, or when
 
they have served their purpOS85
 

\hlh:I(' 1_1E-\xEr ~_5 ,;()()["!.€~ 0 

681. Mobilization Planning Papers - These are copies
of papers generatedl3'y program areacoi'IC;'cteclc1r the 
staff in the process of responding to requests from 
the Office of Industrial Mobilization for evaluations 
and/or Lecornmendations needed to keep current a plan
for mobilization when needed to meet a national 
emergency. These papers fall in the following
categories: 

Industrial Evaluation Board (Studies) -
Corresl)ondence and relateClpapers containing
data on an individual company's ability to 
produce commodities or material deemed to be 
essential for national defense to meet a 
national emc.r;S2Hcy. A copy of the recommended 
rating of the company is included; 

Defense Materials Svstcm - Documentation of 
the identification, allocation, and location 
of sources for conunodities and materials 
required to meet current military require-
ments. 
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Executive Rc serve - Thc se are name case 
T{les--for il1Cfrv:r(fuCl Is des \s:;natcd , or 
under consideration, to serve instead 
of a reg1."!Llrkey COVernIGCnt: official
 
in times of national ePlergency in case
 
the	 regular official cannot serve. 

Relocation P;':'P0TS ~ These conpr i.se office 
cop.les6IpapQ-L-s r e.Lat Ing to the selection 
of vital papers and relocation exercises. 

Mobilization Base Books (Base Data Books) -
Asurr.mary--cjrcooil11odit[~y four digit SIC 
code industries showing allotments for 
individual companies in terms of quantity,
etc. 

These bcok s are no longer pxoduc ed ; howeve r , 
it is not certain that all of them are old 
enough to be eligible for disposal at this 
time. A record set of these books is main-
tained in the Office of Industrial Mobili-
zation. 

Record copies of all papers described above are maintained 
in the Office of Industrial Mobilization and in the Office 
,,-f: Emer ccncv Pr''''(~·~\'"''I'J'-'<'~ OFF';'-'6 r,\;-'J.L .L-I IL"--'-b-J..J."-.'y .L\.."- .. " ..........._L~ U~, -"- ~__
...... ...... v_
 

enough to meet all ycquirements. 

a.	 Industry Evaluation Board (Studies) -
Dispose when superseded by the next 
study. 

b.	 Defense Materials System - Dispose
when a new list is received and 
new priorities have bee~ established. 

c.	 Executive-Reserve Papers - Dispose 1 
year after separation of subject
reservist or after he has wLt.hdr awn 
his name from consideration. 

d.	 Relocation Papers - Dispose when
 
superseded by new documents.
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f.	 All Other Documents r. Dispose whe n
 
10 years old.
 

682. Bui~di~",gH~_r_erialsHa[1_(_~12.?Y~- This includes source 
materialS, no t.es , drafts, anc o tner suppo r t i.ng papers for 
a new publication that will 0xpand statistical reporting
of production, shi~nents, orders, stocks and value of 
construction materials. A limited version of this data 
was last published in 1959 under title of Construction 
Hate~ial..:?_St~tist::t;_~J.19~2.,:::1}57 issued by the Bus~s 
and Defense Services AdiIi:i_n~:3tr<lU_on. 

Plans call Ear re-issuance of the Building Materials 
Handbook every 5 years. These backgr-ound papers will 
have no value aEt er distribution of thc next issue of the 
Handbook. 

Dispose 6 months after distribution
 
of the next issue of Handbook.
 

683. Construction Materials File - This file uses SIC 
four d~git code indllstries as pr:u.naryheadings to identify
categories of commodities or products. Behind each primary
heading there are secondary headings (file folders) for 
,~1"	 ,'"........ ... __ ...J _.......... " .... • \ " _ .!' ~ _ _ .... _, ,.-, _... • _ ,,_ _ •• ,,0,_ '"' •
,...,_" ,..,--.. 1	 •• 

\.1./	 \..'V.L.LCl:!FULL,_,eL!LC~ \/_1 \...JlJlIJ~c::l!':J ....t...::~ ~1(IU lLCtClt=- li ..~::,(JL:.Lctt...J...\.JI.l.S. 

(3)	 Miscellaneous ~nd ~rticles, (4) Statistics, (5) Pric~s, 
(6) International, (7) Foreign Information, (8) Technical 
Information and (9) Catalogso Tbus, <311 papers collected 
or generated are aggregated in the file for each SIC four 
digit industry included in the program. Each such industry
categorizes nu~erous products. Accordingly, the file 
contains data on the production, consumption, uses, 
sources, value, and characte:cistics of several thousand 
products generically called construction or building
materials. The file also aggregates data on the overall 
economy and technology of the industries. 

This file is one of the prime wo rkt.ooLs required by the 
industrial specialists. However, all of the information 
found in it is ava ll.abLe eLsewhe re ~ although, it wou Ld 
have to be sought in a mUltiplicity of sources. All 
of the record material in the file is maintained long 
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enough to mIt all 
Division Director. 

Dispose of individual d0cu~ents or 
con t cn cs of iLl'~ folders whcr, no 
longer needed. 

684. Cons [TUC. c icn ~.'L:-;ter La l.s Genera 1- Fi Le ~ This contains 
essentlally-"ffie-s-m:;C-ld~nd01:-;J~-lt~i-ash)-und in the main 
Constructi~n Matc~i31s File above, except that it dOes 
not apply-sp<:'Tiffc"a'{1yto one S}C four digit industry. 

The material is a Irnost; exc Lus i.vc Ly either printed or 
processed; however, the file does contain a small 
quantity of record n.a.t.e r iaL, All of this record material 
is maintained in the Division Director's files long
enough to rue er all requirements. 

Dispose of individual documents or contents 
of file folders when no longer needed. 

68.5~ 11obi1e Homes and Hobile Home Parks File - This 
contains' correspondence ,-·\Vork.papers,and prluted and 
processed material on the production, market and prices
of mobile homes, and on the C'ccll.omyof the industry. 

The d a ta on rnob I I.e home s pa.rkc;ar:e large lyon the bus Lne ss 
cppo r tun l.t i.es Lnvo Lve d , the cc onom i.cs of establishment and 
operation, c?.ndon tbo level of competition in the business. 

All of the record material in this file is also available 
in the files of the Division Director, wher-e it is main-
tained long enough to meet all requirements. 

Dispose of individual documer"ts or 
contents of file folders when no 
longer needed. 

686. Industrialized Buildin.g;Systems, General and
 
Products File - Th~s conta:Lrlscollecteciprinted and
 
processed material, w i t.h a small amount of correspondence,

pertaining to the production, consumption, technology and
 
economy of centrally manufactured (prefabricated, packaged,

etc,) houses and other structures.
 

Record material is duplicated in the Division Director's 
files, where it is maintained long enough to meet all 
needs. 

Dispose when no longer needed. 
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687. Forcd,~n 'I'radc GDPort'..H~,it:i.~-~E.The s e are offers-
by foreigi-i-·-c0l2n-t-:r:C«~;--'i.:Obll};--~:j1IJlgs or services. The 
industrial s pe-c LaLi st s prc:p;:--.re these opportunities for 
publication in f:(jm!Dcrce Tod"l Y ;1nr:i CC'InITl2:cceBus Lne s s Daily.
11.1.e s pcc i.a i.i.s ts'-'a-ls() providc:~ '~ppropr-ia-1:e foTrm~7-Up as 
required including d Lrcc t; distrihution to companies and 
trade associations. 

These opportunities, unless specifically extended, are 
closed out within a year. 

Ddspos e when 1 year old. 

68~. .Honthly. ~~_~~:El Repo}'t~ Cons true ti~.n Review -
Th1S 15 a pubTlcation containulg statlstlcal tables 
and specinl erticles designed to assist corporate 
executives in understanding the current status of the 
indus try and to be awar-e of trends so as to keep the 
Lndue t ry healt~. and ~ a streng competitive position.
~~<:L '7 ~~#~. 

I	 Record set (1 copy each issued) - ?eeMIH')E:"",
tl0 ~ /v- C. /-' Retire to B'I.'f:S when no Lorige r needed 
_,,-I /~ rt"~ for current bus Lnes s and transfer to 

el:TV /J 6 ,'"",. vJNRC1 year later. Offer to National 
Archives 20 years thereafter. 

689. Mas t.cr Tc~!Jlc~. 'T'hi_s J.s ~_y.:-.r0;.n:}_r!.L~(;d f'orm for '2d'~11u 

t.ab l e appearing in Construct] em kev i.ew C!1 wh i.ch changes 
are posted to update-the sUlJject-tabTe- for monthly 
publication. 

There are manually c-ompiled spreadsheets for some forms. 

a.	 "F if Table.s ~ Dis pose 1 year after 
issuance of historical supplement. 

b .	 All Other Tables - Dispose when 
the form is filled up, and the 
upJate for the next year is 
started. 

690. S~ecial Articles l'1anuscripts - These are the 
printer s copy of artlcles pubfrsned in Construction 
,!3.evielll and supporting material. 

Dispose when 5 years old. 
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(Pr~~ntouts) 

691. Montl1lv P:ci.ntoutsof I;-;]T)c.-ts and EX1)Orts of 
Cons truct:-:fo-n~,;ncl-p;U-TTdin~1,H~T~::rT.ol1s-:---.A separa 1:'8-
·cumuir:ltive:-[)rfntol1"t--:ror-{mp-.j-r'U3-)-·andfor exportsone 
are done by the Bureau of the Census and these are 
obtained by this office. Since these printouts are 
cumulative from one nonth to the next5 the December 
issue of them compr Lses an annual. statistical report
showing the quantity and value of imports and exports
of the subject commodities. 

a.	 Monthly Printouts ~ Dispose upon

receipt of the December cumulative
 
(annual) issue.
 

b.	 December Cumulative (annual) Issue -
Dispose when 5 years old.
 

(Pulp, P~~:~_and Allie9 Products) 

692. Pulp,	 Paperbc?~E~~?rre~J2.ondence ThisPapc r_2:..nd ~ 
is incoming ana-outgoing corl:-espondence including requests
for publications and/or information on the domestic and 
foreign production, consumption and trade of the pulp,
paper, and pap0rboard. The file al~o contains copies of 
letters conc e.rnLnz the de ve Loornent of trade opportunities
for specific cOffin~dities.· .. 

Record copies of these papers are maintained in the files 
of the Division Director and in the Program Manager's file. 
These files are earmarked for retention long enough to 
meet all needs. 

Dispose when 5 years old. 

693. Hobilization Planning .paters} - These are copies of 
papers generated or collected y tle industrial specialist
in the process of preparing responses to requests from 
the Office of Indastrial Hobi1ization for recormnendations 
and evaluations on pulp, paper and paperboard. The 
papers are subdivided in subgroups as fo ll.ows. 

Industry Evaluation Board Studies. These
 
are survey contiInf.ilg proooct:Lon
 .f::onns information 
supplied by the individual companies involved 
with related papers and the industrial specialist's
recommended rating of the company. 
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Surv'i_val :U cm • sr- p,T,lcrs n t i.n datas Thc	 co a -o"-n·~·~1'-C:'-"'llE;·~,u~-·-7~O-J·c er ta /v- .: t.em: [ d t I 

• '- f . '.--;:~:-':, ': .• ", "~.!".!~,-L".L'-.. ::; 'or orneS 'le 
•So u T (,; .,..L -,r;'... l J~ .f.."1I C_ .r, -.~ ~) ' (>-' 0 f C4~)'1I (....'"'/. _ f\.."11 ,. ] C t _ r- .... _I, 1~ " r-g r"l_ L. C ),'7 

arid the stl~;JS J~ecolTun0ndc:dco en sur e
 
adcqu2l8 surr1ics in th~ ~vent of such
 
c r i,s	 is c 

Defense Mat:c::r"ii11s TheseSyst:::>rtl• are
 
rc'c'OjilTileade"(J" pr-{ority a.i.Lecc.tion.sof
 
certain materials needpd to meet defense
 
requircmencs. The file contains related
 
cor-rcs pondcnc e and supporting papers.
 

Executive PI.'serve. 'I'h ese are name case 
f::LIe,s-cont~-lrn·l.ng-an app L i_ca t Lon , cor res-
pond0nce and the appointm2Dt for each
 
executive reservist.
 

a.	 Industry Evaluation Board - Dispose

','hen5 ycar s old.
 

b.	 Survival. Items ..Dispose when 10
 
years old.
 

c.	 Defense Materials System ~ Dispose

wheri supe r seded by the new Li.s t or
 
~"7 ~ ·'-IP:~7 .:"'\,':...11i!:..f-;'-"11_ .. _......._~ . 4.
 .__, _~ ... __. 

d.	 Executive Reserve - Dispose I year

after separation of the subject

reservist or after withdrawal of
 
his name from consideration.
 

e.	 All Oth~r Papers - Dispose when
 
superseded.
 

694 • Quarterly Indus try Report ~ PulE..LPaper and Board -
This is a public81.:ion lssued !Jy the Deparbnent containIng
industry forecasts, trends and other special articles 
aimed at helping corporation executives plan and manage,
so as to place	 in.J: fayo~able e competi-iI).S1.ustry wo r Ldw i.d
tive position. ~dUCfe4!. ~ ~~ . 

Record Set (1 Cepy each) - Permanent - Retire 
to BTRS when no Lorige r needed for current 
business and transfer to WNRC 1 year later. 
Offer to National Archives when 20 years old. 
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695 . .u..;..J'~da~,,'':2:'J s - The s e (\l~t:.1():,~~~'."o::~,'aper
are p of CC: io r and wor k.papeco r.e s se;.:o.Fw;-'J·Y sou: n-at er s r s 

generated by the industrial specialist in the process
in preparing his ~ont~ibution for pUbli.cation in U.S. 
Industrial Ou c l oo'c . -

These papers have :)0 va Lue beyond their usefulness for 
purposes of checkjng the published version. 

Dispose 1 year after issuance of the 
subj cc t Ls sue 0 r U. S. ~ndu..?_trial.Qutlook. 

696. Ra"IVlvIatel.-ialand Pr oduc t s - This filer~ contains 
mos tly prirlteLiari:(r-I)l~o cesselimaFe.riD 1., howeve r , there 
are copies of a 81l/.a11 quantity of correspondence and 
wo rkpape r s Lnt.erm LngLcd with the 1113 ·;':(~rial.Also 
included are COpi0S of incoming and outgoing foreign
dispatches. 

Hare specifically, the papers contain information on 
paper, paperboard, pulpwood, powe.r (water, coal and 
oil), chemicals, fibrous materials and by-products. 

The file is a worktaol used by the industrial specialist
in the performance of his assigmnents) and all of the 
information in it is available e Lsewhcr e . 

D• f ' T •• T ~ -lspcse 0 - lna~Vldual Jocuffienls or
 
contents of file folders when no
 
longer needed,
 

697. Country File - This containf copies of foreign
service-a1BpatcnQs~ printed and processed material and 
an occasional workcopy of a piece of correspondence or 
a report containing information on the pulp, paper and 
paperboard industry of foreign countries. The file 
is used by the inciustrial specialist as a source of 
information needed to prepare evaluations and 
recornrnendations requested by higher authority for 
decision making purposes, or by companies or organi-
zations in the private sector. 

These papers have no value after they have served the 
purpose of the industrial specialist, since all of the 
information wh i.ch they contain is available elsewhere. 

Dispose of individual documents or 
contents of file folders when no 
longer needed. 
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"')'-'1', tou t s ) \ I. .J... -'- J _ L. _ ...l'---~-'---
698. ~fonttllyPr ..J.12_~nLE=s of ;~~1)()rts~.:.i2~-~. Exports-..E~'
Pa.per <'~125:-!A1.ITe:::~ __~:T~l(Ji.!:£.ts~ <. L'. s epara te cumu La t i.ve p r t.n t 
out---roJ:- arid one J~or exports ar e done by the 

« 

.impor t s 
Bureau of the Census and these are obtained by this 
office. Since these. pr Lnt cut s ere cumu La t Lvo from one 
month to the next:, tb.c December issue of them comprises
an annual statistIcal report showing the quantity and 
value of imports and exports of t.he subject commodities. 

Monthly and Annual Printotits - Dispose

when 3 ye ar s old.
 

(Prin~in?~_.and_Publ~shing Program) 

69~. PrJ.ntine:ai?S._ Ge.0eral Su~ Pu~~ File 'G 

ThlS consLstSOt r.ncomr.ng and out.go i.ng ::orresponaence 
pertaining to the domestic and foreign production of 
printed materials and the condition of 17 industries. 
These papers most generally are generated in response
to a specific request for data for decision making
purposes by higher authority or from trade associations 
or some other industrial segment in the private sector. 
The file also contains copies of papers pertaining to 
the internal organization, responsibilities and activities 
of the prngr~m ~r~~, 

The papers are arranged alphabetically by subject. Copies
of all papers in the file thnt document substantive actions 
are maintained in the file oE the Division Director. 

Dispose when 3 ye ar s old or when the
 
papers have served their purpose.
 

700. Printing a~ PuJ.?lisl.1ing_ and Data FileTe~hnology ~ 
This contains pr Lnted ana processed materiaLCollected 
from the industry ond a variety of other sources, and 
workpapers containing data on the economy and conditions 
of the industry and on printing and publishing technology. 

Special emphasis is placed on advertising expenditures
received by the electronic and print media. The file 
also contains data in depth on the changing technology
of printing and publishing processes. These papers
constitute an indispensable wo rk t.ooI of the industry
specialist involved. However, due to the rapidity with 
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wh Lch technological changes o ccur , the data in the 
file is vex» pe r Lshab Le and serves as only a primary
r'e fcreuc e source for the indus try spec La lis 1:. Once 
this purpose ha~ bE~G served the papers have no 
further value. 

Dispose of individual documents or
 
con tents of f i12 fo Lde r-svhcn they

have served their pur po se ,
 

701.. ~@.E.tc'~1.'L1.!2:l\.1S t:~.yRepo.?;t:__ Pri~ ring and 
PubIJ_!:';-1i_nr~- This -~_S CDC Department o I Commerce 
auffi6r::i.taElvequc rt erLy r evLow of the economic and 
technical conditions of the printing and publishing
industry. It contains spec La L articles for communi-
cations industry ma:rk~_ng execut~~s, economic and 
corporate planners. /~~ A/7 d~~, 

Record Set (1 copy each) ~,Permanent -
Retire to BTRS \<1henno longer needed 
for current business and transfcr to 
WNRC 1 ye ax Lc ter , Offer to Na t Lona I 
Archives 20 years thereafter. 

702. Hobilization PLmni.ng File .~ This contains papers
generated -:mE1:w proce ss of pre'paring analyses and 
. ~i~ '. . W t ". ; ; I" 1.11.. ,....'_', c v "/ " ("1",\ ~,1 (::l • 1- co ,... . '_ii.,:t:\ ,-, .;::1':-; .L~,C()nlllk.!.LGd_~uLl::' ", __d::-,OD,-,C r c rt rrom \.1J -'-C'--Dr",tues _'J 

1-h 

of Industrial Mobilization for mObilization readiness 
puxposes. The file is comprised of three subgroups of 
papers as indicated below. 

Industry Evaluation and Surveys including
copies of survey forms (BDSAF-742 & 797)
Continuous Bus Lne ss Forms wh Lch is a 
que st Lonna.Lr e sent tOTndivi.dual business 
forms manufacturers to collect data to be 
a.nalyzed to determine production capacity
for continuous business fo rms , 

Executive Reserve Papers wh Lch include 
applications and related papers from 
people serving or interested in serving
as executive reservists to the printing
and publishing indust:ry. These are name 
case files. 

Hobili.zation Readiness Papers which include 
correspondence and related documents on 
Defense Materials System Requirements, 

Jan 76 227 

http:Lonna.Lr
http:PLmni.ng
http:E.tc'~1.'L1.!2:l\.1S


Priorities Assistance Cases, Critical 
Materials l,istlngs and ~llocations. The 
file also includes COpi0~ of rccoumendations"	 J •or eva 1uat. t ons pr epar-ec :U.1 response to 
requests fur d ata on one+ t.Irne si t.uatLons 
related to mobilization readiness. 

These papers are duplicated in the files maintained in 
the Office of Industrial Mobilization. 

a.	 Indust r v Eva Lua t i.on and Survey Forms -
Dispose"wllen superseded by the next 
evaluation and survey. 

b.	 Executive Reserve Papers - Dispose one 
year after the reservist is separated
or 'l;vithdra'vm nome from consideration.his 

c.	 Hobilization Readiness Planni.ng Papers -
Dispose whe n superseded by the next 
submission to the Office of Industrial 
Mobilization. 

703. Count.. - file	 incoming~YJ~ile This contains and 
outgoin'grorcl.gncIispatchGs 'i'7ith t.cd and processedpri.n
material contain~n~ d8ta on the econ~my and technology,
censorship and education of fozei.gn pr Lut i.ng and publishing
industry. The file aLao contains trade information and 
copies of trade agreements. 

Special emphasis is placed on the collection of data on 
foreign trademarks and copyrights Hhich have unique
importance to the domestic printing and publishing
industry. 

The papers are arranged alphabetically by country, there-
under m.unerically by subject. 

a.	 Foreign Service Dispatches ~ Dispose

when 3 years old.
 

b.	 All 0 ther Papers - Dispose when no
 
longer needed for current business.
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e (Pr i.nt.cut s ) 

704. Nonthly P~-:Lnt(l:jts of Inmor ts and Exnorts of 
p ~. , .L~ • ~-~-;-;,.. -)1l-·-f";-~:- "'~;:;-;:;--=-'-r-:..-~~::'~~-:-;_:-.-- -::'-.-.~l--:''''''-:l--=r~I~l.I.:.u. .._3;..'y.J ..;.L':.'.J_~~	 a t r.vc~.:::.!~_: I\, ,:,c.1-< .. r a t ... curnu 
pr i.nt out fur rmpo rcs and one LYi~ exports are done by
the Bureau of the Census and these ar e obtained by
this o f f Lce , Sinc~ these pri nt.out;sare cumulative 
from one month to the next, the December issue of them 
comprises an ~nnu31 statistical report shmving the 
quantity and val~e of ~nports and exports of the 
subject commoditi.es. 

a.	 Hon t.hLy Pr Lnt.outs ..Dispose -upon receipt 
of the December cumulative (annual) issue. 

b.	 December Cumulative (annual) Issue -
Dispose when 5 years old.
 

705. Water Resources and Englne~ring Correspondence -
This contains incoming and o{;cso·l.ngcorrespoila('~ri.ce 
pertaining to the water resources and engineering required 
to meet domestic needs for potahle water and sewage systems
and the engineering technology required to advance efficiency
so as to match the need with available resources. The 
file also contains correspondence concerning the avail-
a..b i l.i.ty of 12Ql-!Sl!.1~i!.!.c: (~ngi~1e!.:!.:.."lr~gs e r v Lce s Ln t.h e United 
States and trade opportunities for ~uch services as wcll 
as water and wastewater equipmen~ and products. 

A considerable quantity of correspondence with trade 
associations is included in the file. 

A considerable portion of the correspondence deals with 
various facets of the River Basin Studies relating to 
available water resources and projections of future 
uses and requirements. 

The papers in the file are arranged alphabetically by
subject. Record copies of them are maintained in the 
files of the Division Director. Thus it serves as a 
worktool for the industrial specialist in the program
area and it has no further VAlue after this purpose
has been served. 

Dispose of contents of inactive folders
 
when 5 years old.
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706. Ad~LnltTc!.~~"tX~_?~bj(Jc~~E};L~" Thl contains~ copies
of the ilou:.;ek(-~eplng on mattersusuc'.u lJ.:lpc~rs such as 
appropriations, b'jd~,et, ar r angr.men t s of conferences 
and meetings, rcq.io s t s for Lnfo r.na t Lon or publications)
copies of pe rsonr..: 1. ac t i.oris , ts\{'_:is i.tions, production 
reports, time and attendance reports, travel and 
sirnilar p2.pC':-S pen:;l LnLng to the program operations
of the program area. 

The papers are arr~nged in an alphabetical series for 
connnunications \'Jithother elements of the bureau, and 
another series for correspondence with units or agencies
outside the bureau. 

Dj spose when 3 years old. 

707 .. F~~ign Se~~;i~e Dis~~cl~ - These are copies of 
Lncom i.ng and out.goi ng dispatches transmitted through
the State Department pertaining to the ~ater resources,
consulting engIneering, and sewage and water utilities 
and other industrial uses of water in foreign countries. 
A significant nwnber of the dispatches developed by
foreign service missions or by foreign countries describe 
trade opportunities for American consulting engineering
services, wa ter and was tewat.cr equipment and products. 

Dispose "'hen 3 years old. 

708. ~J:.:?J.:.~tio£:.This contains \vo~'k copies of corrmen ts-
on proposed, pendlng, and passed leglslation on water 
resources prepared by industrial specialists in the 
program area. 

These papers are essentially duplicated in the Office 
of the General Counsel, Office of the Secretary. 

Dispose when .5 years old. 

709. Hobilization Planning PaEers - These are generated
by the- industrlal s"pec;Ialistin the process of responding
to requests from the Office of Industrial Mobilization 
to meet a national emergency. These papers are divided 
into subgroups as follows: 

Industrial Evaluation Board Studies - These are 
comprised of- documentatlon cont.ai.n Lng infor-
mation on the production capacity of individual 
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CCti:lp:e';:,s 1:0 make ava i'l ab I c. c~~s...::eial 
prOduC~8 n~d materials n~eded in tLi~ 
~f.D nG~i~nDl m~er~cnc~. A CO?Y of dIe 
a.nous tr r.a r s pcc ta l.Lsts (3;":;aLu::;tlon or 
r at ing or c. D(~,h company's c apabi Lity to 
meet thc.sE: requirements is included. 

Sur vLva 1 It.:ms - 1111s i:; documcnt.a t i.on 
co-flecc:ed(:;:;::--~eJ1eratedbv the indus trial 
speciaJist to"d2tenoin(:' the locations of 
the po t.ent.LaI produc t i.on capac i ty to 
provide ce£lai0 items ri0emcd to be 
essential i.n tImes of a nutiopal emergency
for surviv61 of the civilian population. 

Defense Materials System - This is 
dOCllTnentatlon ott1~rocDtion of the 
production potential to produce
products and materials and to assign
app+opr i.at;epriority aLl.oca.tLou s to 
them to meet military defense require-
ments in times of a natiDnal emergency_ 

Executive Reserve ~ These are nRmE: case 
files contain-:G1.'gan c:pplicati.on, corres-
pondence and appointment of an executive 

.	 ., £11 . drcservlst to serve lnsteaa 0- cu y appolnte 
goveYn~ent official in case of a notion~]
eme r G't=> nc '1 ·.ff-Lc.'·:1 the f'> S + ,)1,1 ., .~he d 0 [.1_- ,'·LC;' ;'11.. __ L'7l"" "'\,"./' ,,- '-'&. .- \""-'. ,_ .~• ..1.. ....... ~ _ _ _..I-1	 .........
 

is unable to perform. 

All these papers are workcopies maintained by the 
industrial specialist and they are essentially
duplicated in the files maintained in the Office 
of Industrial Mobilization. 

a.	 Industrial Evaluation Board Studies -
Dispose when superseded by the next 
study. 

b.	 Defense Materials System - Dispose
when a new list is received and new 
priorities have been established. 

c.	 Executive Reserve Papers - Dispose 1 
ycaT after separation of subject
reservist 01:' after he has w i.t.hdrawn 
his name from consideration. 

d.	 All Other Papers - Dispose when 10 
years old. 
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710. In(hu:;'~.n t cr '(-{as TeChn!al1 "J;:-. and 2:0 Information 
F J".l e ~'-;-J;j:l-]· ·s-~ r::--:r;:;:;-:;~~-]Ty-c0::n' f· ," .j .. co a 1')d--p-r:" hO c ';-c " ed--. ;:::-~-:r=-l-;:::~·~'d-·-
______ .J. _r" j.J _ ...!-I.l_(.A.---. _.' _ !-..:L _110 t:-lt_.L..l LL-. ~.JU 

ma t e r La l _ V-'1>L-}:•.• rr,'l••. ~t.,..:J \.70'rl··'~"·'l"r'·'_. ., ...-1J. t.he Lndus t r La l _-L.(. _ C...... l._\.J "I \"j-,<..t,.1 __ O·~ ,-.... .'_ 

uses and availability of w~t~~ resources and the 
treatment a1'1"; di,';!>osal of .was tc wh i.ch e f Ecc t wa t er 
resources. These papers are used by the industrial 
specialist to respond to requests for analyses and 
r-ecommendc t i.ons ne cdcd by hi;-;11erau chor Lt.y and 
corporate execu t i.vcs in the private: sector for 
planning and manage~ent so as to conserve and use 
water resources to b~st possible advantage. 

Dispose of individual documents or 
contents of file. folders when no 
longer needed. 

711. Water Re s our-c e.s Committees and Cornrni.s s ions file -
This contafiJs-copi.es--of agew.la,-minuteS-of meetrngs-;-
studies and repo r t s created by various ccmmlt t ee s or 
comnissions dealing with water resources in the United 
States in which t.he Depar trnenc participates or has a 
prime interest. The 'I..J'ater Counc i.l., Re sour'ces Commerce 
Hater Resources Committee, National Water Commission,
and Committee on vJater Resources Research are among
the bodies included. The papers are for the most 
part processed copies created and distribut0d by the 
comm.i.t t.ees and commi ssLoris concerned. However, a 
small quantity of JC~G~cntation generated by the 
industrial speciaJ,ist is included. 

The same type of dccumen cat Lon from organizations concerned 
with River Basin Studies comprises a subgroup of the file. 

Since many of the organizations operate on an ad hoc 
basis and o t.hershave no staff support, a significant
number of the committees and commissions have not 
maintained files adequately documentating their 
functions and activitIes. This being the case, it 
would appear that these papers have some long term 
sWti£i.c;:m~~r applied and hj:§torical research.~~~.e t-Gj' ~e J ?n~/If~UU /' 't7iu<.l t/Ad-v./ U~h'-Q'

/ t. Perma.nent~ Retire to BTRS when no
 
,//;0'i / /v~" longer ne~ded for current business
 
V U 4.. ~u.. and tran ster to HNRC 1 year later.
 

d',A../p C1' Offer to National Archives 20 years
e;-/Jv· thereafter. 
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712. Water for Indus trial Grouth (J3DCF-854)RP(1) _Cre:I~·:::nts .~ 
Th esc ar:e- cO"j-):C~S--b :C-~lsurv:Cy-:C(n-i;ls (~n f--Eo 1.)1(J1vld ua 1 
coiupan i.e s for the I e t.ur'nof on their 'daterin co ':(,1-:-1tiGn
intake by source, ~ross water U~2 by purpose, water 
discbarged by point of dLs.churge and employment at 
their plants. It is anticipate~ that it is a one 
time survey and the data from it will be automatically
processed (computerized) and published. However, the 
publication v7111 contain only aggregated data and not 
the names of indivi.dual companies. 

Ultimately the reported data, which place in focus 
about 98% of all industrial use of water resources in 
the li.S., will be rc Lc ted to selected geographical areas 
to project future industrial wat er demands. 

Dispose 5 years after publication

of Water Resources Council's 1975
 
National Assessment.
 

713. Riv~--="'?as Prol~2.sal_ - Thi~ containsin:_8 Study File 
copies ()1 proposals £'o-ragency participation r,n River 
Basin Studies. Included are preliminary plans,
methodology, scope of study, budget justification and 
r ev Lews and comments on other agencies! proposals and 
inputs. Hore complete information on proposed River 
Ba s i ii S tll r1 i~0.S is;; ",7':; i J_.:--:;) It? Ln tl' ~ r e c C'!:I~~S ,:J f the F..ive r 
Basin Cornmf.s sLon and the Federal State Interagency
Coordinating Committees. 

This is a long term worktool needed by the industrial 
specialist. Hmvever, the papers have no value after 
they have served his purpose. 

Dispose whe n no longer needed for
 
current business.
 

714. River Basin S_tudz Horkp3.p'e~ - ~is is documentation 
createcrby--the Lndus trl.al s pec i.a li.s t; 1.11the process of 
producing a River Basin Study for publication. 

The papers have no value beyond a short time after 
publication. 

Dispose 1 year after distribution of
 
the subject study.
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715. Industrial Hater Dat;a '" This is a ser Les of 
printouts shn~;;'J:il;:;-Ef1C" total da t a base of indu.strial 
water use first by selected four digit code industries 
and by states. These pr Lnt.o.u;s l·iiIl serve as the 
primary source for e.c crapo La ~::Ln.::,and pr cs crrtLng data 
in various combinations in studies of the existing and 
potential uses of the water resources. 

These printouts viII be needed for a long: time to 
re~program the ma ster tape and for purposes of editing
and checking final outputs. 

Dispose ~18n supersede~ by a new
 
printout produced from a new
 
survey.
 

Tr(ln~yortu t i.on ,9-ndCapi.ta1 E9.2:.!.;i.pmentDivis ion 

Office of the Director 

716. Irite.rnat Lona L SUbteJ! File ~ This contains copies
of papers generatea 0i~co.lectea by the activity
pertaining to the foreign tranRportation and capital
equ Lpmcnt;__ ~-.J",,,,,\,,,,_ -lnrl" __ _."-"\..-~I\T"+-ablo l-,,,nrJ-i.L.L....:..aJ .... ".O'~ ') ..L.\,Jf- ...... ,,..., t-he .-11. _ -\-';1,.,\,. .. .. ~~~Jst r v '. ~ l.Jc ... und ..... .i... ,,_ 

inc Lude : Canadian Aut.ornob Ll.e P.gn?erm'ont, U. S ..-Canadn 
Trade in Automotive Products, DECD Aeronautical Industry,
International Labor Organization, Internati9J1:a~..'l:ade,
Pollution Abatement and the like. ~~d ~~7'~t. 

Permanent - Start a new file every 5 years,
retire to ETRS 1 year later and transfer 
to WNRC 1. year thereafter. Offer to 
National Archives 20 years later. 

717: M~ization Pl~ing PaEers - This contains copies
of l.ncom~ng ana outgo1.ng correspondence and related reports,
recommendations, and evaluations pr ep ar ed for submiss ion 
to the Office of Indus tr Lal Mobilization where they are 
included in a compilatioc for use of higher authority in 
preparing a mobilization plan to meet national emergencies.
Hore spec:i.fically, the file contains industry evaluation,
priorities assistance (correspondence), security regulations
and similar documents. 

Dispose when superseded by the next
 
mobili2ation plan or by the next
 
transaction of the SaIne kind.
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A'· • . ~ 1 • 1" " 'I'I • .710 
U. . cmn.m :, tr;;t. 1ve ou ,J j e ct l'll.C - 111,8 con t a ms 

office ---COpI(:-s'-Or-U1(~-' usuarp'di)~rs on housekeeping
ma t tcrs such a~) ac t; Lv i.ty r epor t.s , p ro duc tion reports,
audits, awa rds s ll',jg''''\:", bu i Ld.irv: passes, bond drives,
Comb i.ned Fcde.r a i C':;11}).:lign)r i.r-gs , personnel actions,mcc 
time and 8 ct endanco r apo rts and the like, 

The file also cont.a i.ns a quant.Lt.y of o f f Lce copies of 
program ope ra t Lng pape rs filed under headings such as;
speaking engagements, speaker services, speeches,
staff meetings, open projects and business consumer 
relations prog~Dm. 

Record copies of these papers are maintained in other 
offices long enough to meet all requirements. 

a.	 Personnel Action Name CasE::Files - Dispose
1 year <.1£terseparation of subject employee. 

b.	 All Ot.he r Papers - Dispose when 2 years
old. 

719, ProgE8m Re.20~!;.~ Fil.e - This conta~ns a copy of 
each report prepared Dy the Transportatlon and Capital
Equipment Division and also copies of some reports
prepared by the Director or his staff prior to his 
anr.o Lntrncnt; in th:_[~ I)}'t,Tision.. T'ho s e J~C-:DOj:-ts a r eflied alphabetically by title or by sub~ect area. 

The reports in this file are not available e Ls ewhcr e 
as a collected set. 

vl])"'/ 'z: c. e. Permanent ~ Retire to BTRS ~zhen no longer..
needed for current business and transfer 

~(J1! ::. ~/IA;, to WNRC 1 year later. Offer to National 
Archives 20 years thereafter. 

720. General Correspondence File - This contains a 
copy of all ii.1COiiltng" corresponderlce and a copy of each 
document prepa.red in the Division that reflects a 
substantive action on the transportation and capital
equipment industries The papers in the file are0 

borken down into two subgroups. The first subgroup
papers arc arranged alphabetically by subject headings.
'I'he second subgroup contains record copies of outgoing
items chronologically arranged. 

Dispose when 5 years old. 
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721. Fo reLvn :3c.:cvicr: Disnatcl-i::s- These are copies
of aiJ~graITi"s~1i7cr1~er(:;~~raillsL.-recc:l:\'edStatethrough
Department f r orn fo re Lgn m Ls s ioris containing general
and specific data 0]1 electrical equipment. These 
dispatches are used by the cnillmodity specialist as 
a data source for preparation of reports, evaluations 
and such other analyses as may be required. 

Dispose when 3 ve ar s old or Hhen
 
thej have serve~ their purpose

whichever is sooner.
 

722. General Subject File - TIlis contains incoming
and outgO:ll1g-corrCS-l)ondenceon electrical and powe r 
equipment. For tho most part the papers concern the 
usual hou seke ep Ing affairs such as distribution of 
publications, company problems 2nd situations, Combined 
Federal Campaign, hudget, executive seminars, personnel,
speeches, time and attendance, travel and the like. 

The file also contains program operating correspondence
(controlled and Congressional) produced by the activity
concerning the electrical and pO\'lerequipment industry. 

Anv documentation found in this nortion of the fil~ of 
subs tant Lvc importance is mai.nt.a in t.he f Ll.e of1ned s 
higher echelon offices long enough to meet all require-
ments. 

a.	 Adminisi:rative Subjects Described
 
in First Par agraph - Dispose when
 
2 years old.
 

b.	 Program Operating Subjects Described 
in Second Paragraph - Dispose when 
5 years old. 

723. Recommendations for FEP (Federal Excess Prc:perty
Recommendat'fons (FE'P-9) - These are '\vorkcopies of 
recorrunendat:lons pr-epar-edby the commodity specialist
in response to a request from companies to import
electrical equipment from federal excess property
abroad. 

Dispose when 1 year old, 
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• 724. J,'nre'j! Counr rv App l i.cr.t.Lon s [Or~Jan.s - These 
are cople-s oT-:;L)~'JTTE:it:-LoDs--ITr(~-(r1)).;-Foiej.~ll-countries 
for a loan from' ~he Internation~l B3nk fo~ Reconstruction 
and Development, lnter-American Develepment Hank, World 
J:ic:nk o the rs . These app Lica t.Lons e forws rde d toand .rr
the commodi.t i spec ialis t For r ev i.ew and r ecommcnd a tions. 

The se app lLce t Lon s And r ccomner-dat Lons ar e maintained 
in the Division of International Finance, Bureau of 
InternationaL COlmilcrce. The official files documenting
these loans are maLn t a i.ned by the bank co nc erne d , 

These papers have value only for internal operating
purposE~s . 

Dispose wIlen 1 year old. 

725. Priorities Assistance. Cases - These are copies
of !.:-equc·s ts r rom cornpanJ.es-torass is tance and a priority
on delivery of a variety of c ommod Lt.Les wh i.ch are needed 
by the companies to fLllfill contracts for items included 
in the Def~nse Mate~ials System requirements. 

Dispose when 1 year old. 

726. Company Cor re sncndenc e This contains copies ofc-a 

-- -... C' ~~~r,;~7"::'-' "-.;::"';::;,..-...-,:-~ .;..~..;..~,..,~ .-l -.- 1 ....t-,-.. ...-1 '"' ...... 1 ~ .-.'.... 
-.....I~~A..~J 'H<t I •• ,'CO.L_ChJ;:-'" c..utl "'...l , rJri\.J 1 \..1,,-1 '\. 1:'~ ;, r-

'.r.' 11 ',',.. - .. ,. 1 ' spec i.r i.c I,l:CO,) oms ann s i.t.ua c r.ons ',n.cn wn a.cn tney are 
confronted. The file a.lso contains a quantity of 
papers pertaining to meetings, requests for publications,
and positions of the Deparlment on trade and industrial 
develop:ne:1.t. 

These papers have no value after the expiration of a 
short period of time. 

Dispose of individual documents or 
conte.nts of file folders when 2 years old. 

727. T:cad.£-2.Epor:0lnities~ 'These are copies of offers 
from fOreign coun tr a.es to buy specified electrical or 
power equ Lpmen t; with copies of the action taken by the 
cormnodity specialist on each offer'. 

These papers are of no value after the transaction has 
been completed, since the offers involved are either 
accepted or rejected immediately or the opportunity
disappears. 

Dispose when 6 months old. 
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'728 I' ., J'~'" .., . 1 'JJ " e " " ~ -I~~~-_E'~~~~~l--2r~~~.	 1lfJ cont a tns cop i.es ~~~~~.Je.~~_:'.~~..... 
of papers gc;-~C'.r,·!U:,(jc:..: col l.ec L:cc: by the commodity 
spcc Lal.Ls I: Lr. ·~·h,:~lJ):'ocess of prc r ar i.ng evaluations 
and reCOnFl1'2nci3.ti0;1~ en the L:!;}:·,(.:~: of ta r Lf f s and 
trade ba r r Ler s 0;'). t he U.S. ir;lIX)J:t.·c:xport trade. 
These are t.he IvOTj(;);.l!,lCTS and ~;(!cori(:ary source materials 
wh i.ch the s pe c LaL1.SI:" uses as [l wor k too I . 

Dispose of lnrlividual Jocl~ents or
 
contents of f:L 1 c folders \'111enno
 
longer needed for curr2nt b~siness.
 

729. Mobili?:c:.l:ic.n PLann Lng F,:lIlers .- These are copies of 
papers gefleiaF~dln'-C(~Tlectc\(r-G'Y-the CCE11lTIodit:yspecial is t 
in r cs pond Lng to requests Ear r'cc ommondat Lons on elect-
rical and powe r equ i.pmen r for inclusion in mobil Lz at.Lon 
plans; more specifically, industry evaluation studies, 
survival items, civil defense exercises and executive 
reserve. 

Df.s po s e 0 f 5.ndLv Ldua I documents when
 
superseded by the next submission
 
on the s~me com~odity or subject.
 

730, }1oni:hlv Pr Lnt.ou cs of Tp','v):!'ts And Ev no r t s of 
Cap Lt'lT-··J~'c;:LIJ:l:-;;~)0~"{::·., - ,\ ·separai, ..~-·,?{.lulula'ETvE'l)r Lnt.c ut for 
Tinports c:.7iO'(;J:'iero): exports c.::~·e done OJ the Bureau of 
the Census and these are obt&ined by this office. Since 
these printouts are cumulative from one month to the 
next~ the Dece~ber issues of them comprises an annual 
statistical report showing the quantity and value of 
imports and exports of the subject corrunodities. 

a.	 Honthly Printouts ,= Dispose upon
 
receipt of the Decer.1.ber cumulative
 
(annua l.) issue.
 

b.	 December Cumulative (annual) Issue -
Dispose when 5 years 0 Ld , 

(General __}n0us tria 1 E.<:luipment) 

731. AdmJ:nistrative S,ubjec.!.: File -, This contair;s office 
copies of papers on The usuaT houseKeeping a f f a Lr s such 
as awards, budget, conference rooms, personnel, space, 
activity reports, taxes, time and attendance reports, 
travel and the lik~. 

Jan	 76 238 

http:specLaL1.SI


e· eThe file -i Lso con ta Ln s office copies of a quantity. r ~ • • • o f r.n:...e rr.a; P1:0 gl~ 2-11:·jc pe ra t 1 ng p:'l per s per ta i.m.ng to
1 1.' , • - • • • 1 J'sue ! tllln~~s~!S ln~!):L.l:izat t.on , :Lnc us try eva ua tt.on.. ..

reports, re::;lilat:7.c?'tS,St and.rrd Tr.dus tr La L CLas sLf'L« 
cation, suxv Lva I icerns p rog rum, s tr Lke s , and the 
executive devc::lopmc::ntpr-og ram. 

Record cop Les of the se papers a re maintained e Lsewhe re . 

Dispose when 2 years old. 

732: Ie}~til~ Has.hi..tl.~2:..Y Count:ry_F·~l,?:~ This contains 
coples 01 printeu ~nd processed secondary source 
material and inco~ing and outgoing correspolldence
collected or generated by the corTlillodityspecialist
concerning the supply, demand, production and use of 
texti10 machinery in foreign countries. 

Record copies of co rrespondenc e and other papers generated
by the COFJn1odity specialist found in this file are main~ 
taincd in the files oC the Division Director long enough 
to meet all requirements. The papers 2re arranged alpha-
betically by names of foreign countries. 

Dispose wheri j years cld 0:;:' whe n 
the papers have served their 
purpose 0 

733. Pri.ntil2l.~ - This isHacl!..~_~£yS?_untry F~ a 
wo rk ille maint.ai.neclby the commod i..ty specialist
comprised of office copies of incoming and outgoing
correspondence 3nd printed and processed secondary
source material on printing, binding and related 
machinery. 

Record copies of any pape r s generated by the commod i t.y
specialist which document a sub stan t Lve action are 
maintained in the files of the Division Director long
enough to meet all requirements. The papers are 
arranged alphabetically by names of foreign countries. 

Dispose wheri 3 years old or when the 
papers have served their purpose. 

734. Air Conditioll_~~. and Re.:~rigeration Cour;try Fi.les ~ 
This is a work file maintall1ed=t"Y the commodlty spcciallst
containing office copies of incoming and outgoing corres~ 
pondence and printed and processed secondary source 
materials covering all subject areas of the air 
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condi.tioninA·'nd r!~frLge rur ton industc.·.n foreign
countries dlll"t have 2-11 impact. on the TJ •. ,. Lndus t.r y , 

Record copies of any papsrs found in the file th3t 
Here generated by the commod it.y spcc i.ol.Lst are main-
tained in the f i i.es OJ the Diy:.Lsion Director long
enough to meet all rC4uireme~tE. The papers are 
ar rangcd a Lphabe ri.caLl.y by name s of foreign countries. 

D'i.s po sc when 3 years old or when
 
the papers have· served their purpose,

whichever is sooner.
 

735. Text:J-J:efip.c_~~iqery Cerier aL F~J:.:;..- 111i8 contains 
office co p i.es of Lncoro i.ng and out go i.ng correspondence
and printed and p'ro ces sed material collected or 
gene ra ted by the c omrnodLt.y specialist on all facets 
of the domestic textile machinery industry. 

This is the work f iLc maintained by the commodity
specialist and record copies of any papers generated
by him which document a substantive action are main-
tained in the files of the Division Director long
enough to meet all requirements. 

The papers are arranged alphabetically by the names 
of co~modities or subjects. 

Di.SP0St2 \vhelJ :3 ',":':a:CS 01(,1, 0L· \',;11<;:!11 d~e 
papers have served their purpose,

Hhichever is sooner.
 

736. P~i.nting and__Bil]diI!KT"Mac.hin~D~g~neral File - This 
contains Office copies ot Lnccnu.ng and outgoing co rrc s 
pondcnce and printed and processed material collected 

« 

or generated by the cOlmnodity specialist on all facets of 
the domestic printing and binding machinery. 

This is the wo rk file maintained by the commodity specialist
and record copies of any papers generated by him wh i.ch 
document a substantive action are maintained in the files 
of the Division Director long enough to meet all require-
ments. 

The papers are arranged alphabetically by names of 
commodities or subjects. 

Dispose when 3 years old or when the
 
papers have served their purpose,

wh Lcheve r is sooner.
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7,..,7 i' ('e'·'· d f' . -e l'.J • _ \.J_}~__ ~. t~.~-:r..:~~:.£n_l1ac,11.n~'y!2-,I~.:::-.O,.~~~~.~~.!2:-. t i. 
C· :-'1' f" 1" •. 

-r-, 

~ . -f--r' -r ene r a.t ':1 Lle __ ~ . ~'lL:-: corrt aLns 0 r LI.CC: cc oce s or - bLnc ornI ruz --,-.-- __..... • 
aDO outgOj,ilg co r rcspoude nc c and pr i.nt.cd and processed
mat.er La L co ILcc t r-..t 01" ger.e rnt.ed by t.he commod i cy 
specialist on all fac~ts of the domestic air conditionino 

., ,.... .. I • b ana r c rr r.gern tron J1lc1C n t.ne ry . 

Tb is tl"le k file a by the commodityLs wor ma i.nt Lncd 

specialist and record copies of any papers generated
by him 'lVhichdocument a substantive action are main-
tained in the files of the Division Director long
enough to meet all requirements. 

The papers are arrang2d alphabetically by the names 
of c ommod i t.Le s or subjects. 

Dispose \\ThenJ years old or when the papers
have served their purpose, whichever is 
sooner. 

738. ~¥ile A:~.9ndit~oning:-rPrLntj~..8.,Bir:din.g...L,.
and Rerr1Jr'=-.Eat~,on Fl1.~ 'lh i,s contains copiesOut}ook ~ 
01 wo rkp ap e'rs and suppo r t Lng papers generated or 
collected by the con~odity specialist in preparing
tbe portion of Industrial Outlook dealing with the 
c ommod itie s as sIg'ned-FoT1 r.m, 

These papers hAve !1(} value ar!::2ra period of time 
after pub l.i.c Lldus!:LL~.l O_~tlo()k has lapsed.a t Lon of 

Dispose when 3 ye ar s old. 

(Cons truc t:i.ob.Agriculture and
 
Materia l~ ~landrlng Equiprrient;
 

739. ~onstruction L!:J;l'_~culturaland Mat.;,.rialsHandli~ ...
~guJ-J.?mentCountrL .. - This con ta i.n oLfi:e co p i.es at:~~f}e s 
1ncoming and outgoJ.ng correspondence and prJ.nted and 
processed material maintained by the commodity specialist
as a wo rk file used to evaluate t.he impact of the constr-
uction, agriculture and materials handling equipment
industry of foreign countries on the u.s. trade and 
indus try. The papers aggregate raw data acquired by
the comnodity specialist on the subject areas involved. 

The papers are arranged alphabetically by the names of 
foreign countries and they have n0 value after they
have served the purpose of the commodity speci.alist. 
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DiSpo. Wh2J1 3 years oJd or Hllene 
.1 ,'1	 L •eDE: papers h:J'l~ scr vec tnt~lr purpose)
whLchevc r .i.s sooner. 

r- ",740 0 . . ~	 • ~ J . _.I)s::nl~:Cl~~	 ~oo?e,r:E_~lO~TEJ10Dev.:-,012.-..::.:)~;....:':~~!!~~r2:t('
ment (OI~CD) and Ut:":l:r Comnu t t cc Pa ne rs ~TIl:u:; contains 
Vlorkcoplc~s--or OE\~U-re-lec;.s·cs--··~;::-;1.j·d-re.Ta-l:e·d andincoming 
outgoi.ng co r r e spcndcnc e on tflr.! Harmonization of Safe.ty 
Regulations and 'I'cs t Lng of Agriculture Hachinery
Committee. 

Also included are si~ilar materials on earth moving 
equipment. The p.iper s are arranged alphabetically by 
subject and they are of no value af~er they have served 
the purpose of tho cornmodity spec 10 Li.s t who represents
the Department on the subject corrmf.t.tee s , 

The papers ar e cs s ent.i a Ll.v dupl.Lca ted in the files of 
the committees wh i.ch are ~.:1int.:d_ned in the State Depart-
ment. 

Dispose when 5 years old or when
 
superseded) wh i.chever is sooner.
 

741. Tractor Specifications File - This contains copies
of the -U. s--:-spe.c.D:-'fca~~:LonF,""-.ror. fi:ac tors whLch are is sued 
by Cene r a I Se rv i ce s AdmLnLs t r a tion. The file also inc ludes 
some background a.:6 \·l(1rl,::,p2pt:~rG, 

Dispose \\7he1'1superseded. 

742. MOllth.1y .~r~ntouts 0% ilEj?2E!:~_e..ndTExp~:)];ts ~.f ~on-
struc.t~L..~rlcu f.turalarl'0-'Matel"lt1.Ls liand lll1g J~g1.Ilp:nent rM 

A separate cumu Lar Lve pr i.nr.out. 1:01: imports and orie for 
exports are done hy the Bureau of the Census and th~~e~ 
are obtained by this office. Since these printout's arelC" 
cumulative from one month to the next, the December' 
issue of them comprises an annual statistical repbrt 
shmving the quantity and value of imports and exports 
of the subject commodities. 

a.	 Monthly Printouts ,~ Di.spose upon
 
receipt of the December cumulative
 
(annual) issue.
 

b.	 December Cumulative (annual) Issue -
Dispose when 5 years old.
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743. 11. S., S1Jare~_?f ExpC2}-.!s fr~m Fi?.Erteen Supplier
Count r i.cs to the \'hn'·J d .ind to D('~:; -l'.:inet\'··tt;JOti nations 
;t111s a,s a c:oi11iJ~lt9)~;-·f;:;:liltouC- ra exp-orts:~})O\.liJ.1g··to taTT\ior 
of the subj ec (:C;];.1DJOQ i tics [L"I)IT! fourteen countries. 
Also shown are th.c~ vo Lume of U. S. exports and the 
percent of the WGrl~ exports represen~ing the U. S. 
rnarke t share. Tho se data arc pr c scn ted for each year
in a five year spread. The same data ar e given for 
the various participating countries. 

This printout is produced by the Bureau of the Census 
and is obtained by this office as a source of data 
for the preparati~n of analyses and evaluations. 

Dispose
issue. 

when superseded by a neH 

(Genera! ..C~~~.nts) 

744. Ball and Roller Boaring Foreign Trade Summaries 
for OutTooT-:S-tudI~"· 'fhis contalns 'work copies of 
'incOffiIilga11d outgofng co rrespondcnce , printed and 
processed source material and worksheets containing
foreign trade data on ball and roller bearings. These 
papers are generated or collected in the process of 
preparing evaluations for publication in the u. S. 
"T" 1 • .. ... ...... .... .. 

.Lll'.lUSLrl.a.l UULl.OCll(. 

Dispose 1 year after release of the next 
issue of U. S. Industrial Outlook. 

745. Pr i.or i t i.es Assi<3tance Cases - These are requests
from deterlsecontractors requestIng assistance in getting
delivery for components of industrial equipment in order 
to fill their contract for equipment required under the 
Defense Materials System. 

Dispose when 1 year old. 

7L~6. Industrial Equipment Components Survey Files - These 
are coPles of a 'survey form entitled Industrial Values and 
Fittinr?,s (BDSAF~·77() circulated to companles in the domestic 
lndustry to correct data on shipments and production
capacity, additional production capacity, work schedule,
limiting factors, sources and accuracy of capacity data 
reported, and remarks. 
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Also incl1.1cAtarc copies of Bearings;\llti..-Fri.cte.1.
sh i.pmon t s , 1,'1[1 LIed orders ,T,d pr'oduc t.Lon capacity 
(DDCF-88) wh i.ch i3 (I:1.8tr Lbut.: cd to the Lndu stry to 
collect data. 

The data from these forms a~e compiled and used for 
Lnt.e rrinL reports and in publications such as U. S. 
Industrial Outlock. 

It is necessary to retain these forms long enough to 
establish every reasonable assurance that data in them 
not open to pub l.i.c.- arc not: needed fortion emergency
planning purposes. 

Dispose when 10 years old. 

747. Foreign Couor rv Commod Itv File .. contains, This 
incomin~-i:md-(;utgO"iJ1gcor-respor•.dei1.'Ce and printed and 
processed material generated or collected by the 
commodity speci.alist in the process of preparing
evaluations and respon.ding to other assignments of 
all facets of the foreign Lndus tr La L equipment industry
that have an impa.c.ton the U. S, industry, 

These papers constitute one of the principle wo rk tools 
of the commodity specialist. HOV7ever, they have no 
value after they have served their purpose, 

D'Lspo se when 3 years o Ld or whe n
 
the papers have served their
 
purpose, whichever is sooner.
 

748. Domes ti.c ty Fi l~ ..This contains officeCom:r.o~li
copies of inCOITllng ar0 outgoing correspondence and 
printed aud processed material collected or generated
by the commo d Lt y spec Lal.f.s on a great variety ofL: 
commodities produc ecl or consumed by the domestic 
industrial equ Lpmcr.t; components industry. 

The papers constitute a work file and they have no 
value after they bave served the commodity specialist's
purpose. 

Dispose when 3 years old or when
 
the papers bave served their
 
purpose, whichever is sooner.
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749. 110bil!~i~~:f_CH1 P1:mnim?; Pi~n(:rs .~ T-Ise are office . ------'- ....... -~-.- ..- ..,.~~--,..--~....-~	 -.... ~.---.--,..~---.,-~~COPles of Gas2 book~, lnduscrv ~va]uotions. investi-
~	 J I gations, r(~COjTl)\1eI«l<l:..:tons, nj'·~l si.r i.Lar- papers collected 

or generated by t:w c ornmod Lcv SP(~cj21ist in the process
of pre par Lng rec:J,flJl1endatioil s for mo oi lization planning
on the connnodl t i.e s .rss Lgned to him. 

Dispose when .5 years old or when
 
supe r scdcd , whLchcve r is sooner,
 

750 . Monthly Pr Lnt out s 0 f TJT!PC:":' ts and Expo r t s 0 f General 
Compon~~~j;_ - cum'UT::C:r~:·2-p-rln.tout lmports-7\s(~i)'a-}::[it.:e tor 
and one tor expo r r;s aloe done by [he Bureau of the Census 
and these are ohl2ined by this office. Since these 
printouts are cwnulative from one month to the next,
the December j ssue of them comprises an annual statis-
tical report showing the quantity and value of imports
and exports of the subject ccmmodities. 

a.	 Monthly Printouts ~.Dispose upon

receipt of the December cumulative
 
(annual) issue.
 

b.	 De cembe r Curnu Lat LVE' (annua L) Is sue -
D:i_spo:se wt:er'.. 5 years old. 

751. U. s. Sh2res of Exports from Fourteen Supplier
Coun trTes to ty:f~jo-i)e ~ti1crJol~lcraricrto-"~Tn~2 s tinn t ions 
This is"a con:putcr--p"iintout ihowTng total vwrld exports
of the subject commodities from fourteen countries. 
Also shown are the volume of U. S, exports and the 
percent of the world export representing the U. S. 
market share. Th(~se data ar e nr e sen t.ed for each 
year on a five year spread. The same data are 
given for the var-i.ous participating countries. 

This printout is produced by the Thlreau of the Census 
and is obtained by this office as a source of data for 
the preparation of analyses and evaluations. 

Dispose when superseded by a new
 
issue.
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__ __752: C~~E£~'p~)J10_~'2~..': ~.u~.1~E!~.:2}2_ - This contains office 
COPJ_esot iT1('orn::.~-l.g and outgoing correspondence, reports, 
recommendations and evc Luat i.ons Idth supporting work pape r s 
generated by the co~~odity specialist in responding to 
requ0sts for in£or~ation concerning mining and oil field 
equipment, pumps, cornp'r e s so r s and r e l.a ted equipment. 

The COITh'TIodityspecialist's responsibility extends to 
both the domestic c1i.H.1 foreign industries which are 
assigned to him. 

The file is maintained as an essential work cco L and it 
has no value af t er it has ser-ved the commodity specialist IS 

purpose because papers in it documen t Lng any substantive 
action are maintained in the files or the Divis ion 
Director long enough to meet all requirements. 

Dispose when 5 years 0 La or when 
the papers have served their purpose, 
whi.chcve r is sooner. 

753. Fort:igI1:....._~~~Tlmo9iFile ~ This contains copiestx of 
airgrams, t e Legr a.ns and 0 tlle"r documents prepared by 
foreign m~s~ions ~~d ~eceived throUBh the State Depart-
ment 0·1 ma.nr.nz .Lu. ;. .Lt : l~:; :..)--1...L f i.el.dL 1.) 1")"Y-'P<'ulLL. u } , .... J:-".L "'- C> U \.. J... 0 a.and.:. r ccrnt ...11 ~'::>""r)<~~'

..1...... 

related equipment. These transmissions contain data 
on all facets of the foreign Lndus t r Les involved and 
the commodi ty specialist analyzes and uses the data to 
evaluate the Irnpac t of foreign competitors on the U. S. 
indus try. Thus, the prime pur po se of the file is to 
aggregate and serve as a source of information. Once 
this purpose is served, the papers have no other value. 

Dispose when 2 years old or when the 
papers have served their purpose, which-
ever is sooner. 

754. Trade Opportunities - These are offers by foreign
countr'Ies to buy o"rotnenvise acquire mining and oil 
field equipment or compressors and purnps w i rh the related 
action of the commodity specialist. These papers have 
a very short term value since the offer is extended, 
accepted, or rejected quickly or the trade opportunity 
disappears or expires. 
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Disro!whe-n (. mont hs old unless e
 
the of fer i c~ p;opened or there L;
 
r'e ason ab 1 o 8V :_(:c:~cctb~1:~ _i_ j-: \,'illbe.
 

755. t~ob~_~Lj.,~:?:.ti,?l,~_r_:.?-nniE9-~:.2~P_:~!~.~.These are t1:-e-
cornmod Lt.y s pe cLa lts ; 1 S co p r.c.. o ,. pape r s collected or 
generated. in r.he pr ocess of r cspond i.ng to requests
from the Oft::ice of lndustrial Hcbili;-:.at:Lonfor recommen~ 
da t.Lons or e va Iuc t i.or.a, of v.rrLou s aspects of the 
industries assigned to him f'o r mob iLd za t.Lon planning 
purposes . tfi,clrc~ spec -LficalJ.y, the file inc 1udes copies
of industry eva Lua t i.on s , executive reserve, industry
production capacti.y and additional sources of capacity,
Impac c of strikes (JEd other special studies. 

Dispose when 5 years old or when
 
superseded? wh Lchcve r is sooner.
 

756. Industrial Outlook Background Papers ~ These are 
copies -or-pa)J'2~sgenGratedor'-'c'o'nec te-tfTy the ccmmod Lt y 
specialist in the process of preparing material on the 
industries ass Lgned to him for pub ILc at.Lon in U. s. 
Indus t r La L Ou t Look • ----

Dispose 1 year after release of the
 
related issue of u. S. Indus c r La I
 

757. Monthly P~into1.0=_s o( Imports __and EXEorts of Minin.g,
Oil !ie~~~.eT8.tc--.(~T¢.ipmC:l~t . .?lld j\'1achin~ - A separate
cumulatlve pr~ntout tor unports and one ior exports are 
done by the Bureau of tbe Census and these are obtained 
by this off:Lce, Since these p!"intouts are c1..l.ITiulative 
[rom one month to the next, the December issue of them 
comprises an onnual statistical report showing the 
quantity and value of imports and exports of the 
subject commo d i t.Les , 

a.	 Monthly Printouts - Dispose upon

receipt of the December cumulative
 
(annual) issue.
 

b.	 December Cmoulative (annual) Issue -
Dispose when 5 years old. 
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758. Pr:L;r1t'7 Cr ::C"3 - Thes o are con i os of requests
r. ...--~--~"-- _. ~-- ---rr-orn dc t cris e con ~.;.~;\'tors ar.ri t:1c D\:!f("'J.se Deprrr tmcn t 
r-eque s cLrig a s s Lst.nnc e in get:t'i.i1g delivery 011 equipment, 
components, or mntorials ne0~ed to complete n project 
under the re(r ..Jiro:il~")!H:S of tb~ Defense Hc1ter-ials 
System, The f I I c :::1~50 includes COpj_2S of the COlThLlO-
dity spe c Lal Ls t; r ec cmmenda t i.ons (u sua ll.y by endorse-
ment", . 

Dispose when .L year old. 

______ •• , ;,.J ••(H2t-=:.1~Jorking Equ i.pmen t ) 

759: He..0'lh;rc:E15.~.£~3._~:..?~X.Y.-Jii~~ - This contains copies..
of t.nc orm.ng and out gc t.ng co rrc spondence with pr Lnt ed 
and processed mat er LaI collected or generated by the 
commodity specialists concerning 211 aspects of the 
foreign industry ttE't have, or might have , an impact 
on the domestic inillstry producing several hundred 
different machines and products. 

The file is one of the prinClp.Le worktools of the 
commodLt y specialis t wher e Ln he ac curnu Late s r aw data 
for future ana Lvse s ,~mdwher e Ln he documents his O\V'n 
experiences. H~wcver, the papers have no value after
t.h .....-- '-roo.... ,-_ .... - .. .-...-.: -.-:- ..... _ - ..",.~.!- - .-. ; .....,.! ","'-,.... ..... __ ""...4 

I.I.CY 11.Cl~\/C I:;.C·J..,VC·...t. '-l!C \-OITlI,I''-'',,,.·.L y :::'!-jC;,,-.L.O#..L..L.:>t..... u pU.J~J!0wcS. 
The pape rs s.re ar ranged by t.he Dewey Dec~.lllal Sys tern. 

Dispose of individual documents or
 
contents of file folde.rs when they
 
have served their purpose, or when
 
5 years old, ~lichever is sooner.
 

760. ?0E.~J:.g~~~~JLce .J?is~tch ..~~ - These are copies of 
airgrams and telel';ro.m.s pr ep arecr by foreign service miss ions 
and received through the St at;e Department on development 
in meta.Iwcrk.Lng Lndus t r Les in foreign countries that 
might have an impact on the U. S. industry. 

Dispose v1h(:11 I year old or when they
 
haVe served their purpose, whichever
 
is sooner.
 

761. -.A~~strativc ..Subj ect Fj.le - This contains office 
copies of papers on the uS'll.2Lhousekeeping affairs in-
cluding name case files on personnel, space, procurement, 
budget, time and attendance, activity reports, travel 
and the like. Also included are copies of internal 
program operating papers. 
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DiSPO. when 2 years old, 

162. Met!)]'h'lirk i 1'5"': (~'2i1cralSub':~~ctF'i.l e - This contains 
copie SOTll1l:-Oill1i1:,:' ,:t-rl'tr-o-ucu-;Ti~~~:;cor i~Csponder.ce concerning
s o Lu t ion s for pr ol-Lcms c on rr-ont Lng t.lie industry and 
gu Ldauc e all.i~npi()V,"m(.!ntsor che be st; a ppr'o ach to suc -

f	 . , . F" • 'I'l f . I 
u c a var i.e c s	 ne .a i.ccess 1i 1i.y op e "JU~'-; r.y r i.t uat t.ons.
 

also c.on tai.ns p rLn tl.~d and p roco s sed material co Ll.e cted
 
for use as Cl scur ce of data on s eve raL hundred metal-
working machines ur products.
 

A second subgroup contains copios of a survey form,
Inc1ust~ial Ec:::.;~!::i.nL.}~9,-~ipn~nt~., sent to the industry to 
collect raw dat~ Ioc anaiysls ~nd publication. 

In part the file is arranged alphabetically by subjects 
such as Buy-funeric~D policy, replacement policy, export
bank, s al.es , sur pl us, who Lesa l.e pr ice +ndex , Other 
papers a~e arrang2d alphabetically by names of com-
modities. 

Primary categories of equ.i.pmen t covered by the files 
include, machine tools, foundry equipment, abrasives)
rolling mills and welding equipment. 

The papers h3vc no value after thcy have served the 
purpose of the comraodi.t.y specialists since they are 
e sscnt.LaL'ly uupJ.iCA.':2Qin fi Les mai.n ra ine d in offices 
higher in the echelon. 

a.	 Industrial Heating Survey Forms - Dispose
when thcy have serve~ their purpose or when 
10 years old, whichever is sooner. 

h.	 All Other Papers - Dispose when 2 years or 
l~len they have served their purpose, which-
ever is sooner. 

763. Machine Too]s General Subject File - This con-
tains copl.es of Gcoming and outgoing correspondence
and printed and processed material containing raH data 
and general informa.tion en the dOITI<?sticClnd foreign 
machine tool industry. The file Also includes general
information needed by the comrnodtty specialists on pro-
grams conducted by other governm~nt agencies and private
organizations pertaining to machine tools. Internal 
procedures and other general information on machine 
tools and mobilization planning are found in the file. 
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Dispoe of L:d-::vidual dc cumen t s _contents of 
f i l« fol.der') \::1;(;11 10 ve a r s old or when they have 
s erved thc i.r isPUi"pose,-'i,;rhiclwver sooner. 

764. R~12.9I.!:__or~ 21' ~,:,):::'lyl),!;S__~,:(!,__~r_~:.!-'j_·lbt~t ion 0 ~ Hac:hi,nc:: 
~ro_01s \'lJ- i::h N~~':':'~E~~_L_~T.l.~J(:,~,~c'c:~)r(~c,' ~_ .. ,~2~'!~on~~~_g r ~m 
Control (J:DSl"l"-'(; ),0) ~ This i1 survey r o rn. d Ls tr L-'i,~) 

DUt:C~(J to- th2-' irlc:~\isfr~' co Li.e C:?,t8 shipmentsto c t; on of 
specified types of machines aud their value. 

D'i.spo s e when 10 years old or 2 years after 
publication, ~hichever is sooner. 

765. Cu~rcnt Industrial Reports - These are copies of 
survey--:r0ilil<:.--?ei'i t-to- the-:G::rrustryto collect informa-
tion on export arid domestic shipments of rneta l.work Lng 
mac hi.ner y and the value of these sh i.pment s w Ith related 
papers. 

Dispose whE:-:n15 ye ar s 0 Ld or whe n superseded,
whichever is sooner, 

766. l"1~talporking Eq~l-.:e~leni:_..:.~J)orts Infor:an~Exports
mation file - This contains copies of pr~nted or pro-
c,2ssed n:atc'(ial containing raw data on imports-exports
and spreadsheets, computer printouts, notes and drafts 
of l-<:po~tsand other wo rkpape rs of the commodity
spcCJ.~ __Lis t.. 

These papers are of no value after they have served 
the purpose of the commodity specialist, since they
are essentially duplicated in publications and in 
files elsewhere. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

767. Executive Re serve Pariers - These are name--_...._- case 
files containing papers on the qualifications and 
experience of potential or active members of the Execu-
tive Reservl2. 

These papers are duplicated in the files of the Office 
of Emergency Re~diness, where they are kept long enough 
to meet all requirements. 
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Dispoe of c a s e fi10 T;lllct, r'lembcr_. separated 
from i_IIe Rc s e r ,7.;, or \,7I"'::n an ~",]Jpl j cant 'i'li th .. 
draws his rl~-l~·:!f..;;~~)r::l C'_)}ts:i.dGI"c.1t1..011. 

768. [vfct:lhhlr1cini! Ccne raI, lnf'or:nc,tiJ)Il Filc~ - This 
contains-"co'p{(:;-~- 'o't ";:)'·'ipL;'rs"~(:-:j"~:'~-:L{>;t"()-~~cn~ral program 
areas or int"(~n1(ll pn)gram mot.Lc r s that are generally 
found in an adl1liJ!L,i:rative s ub j c-c r fiJc. 

The papers have: no va l ue a.[t(~r completion of the sub-
ject transaction, project or program activity. 

Dispose o£ i~lr1·;vi.dual do curnen t s or the contents 
of file fo Lder s wheri t.he y Lave served their 
purp~Js(!' or vh:::;) 2 ye a r s 01-.::1. 

769. ~let~h:9_rl·;:i.~x_l~quipmcn~~~1:i:Liz3t:i.on Plarming
Papers - These are cop i.es 0 ~- r coue s t s from the Office 
of""Lnaw3tri.al. Hobili%ation '"lith 'a copy of the commodity 
spc:cialistl::; report, recomlTlclldCltions, or evaluation. 
The file also Lnc.Ludc s the c omrnod i t.y specialist's 
wor kpaper-s . 

The file also con t c i.ns c op ie s of ba s cbook s and similar 
papers relating to meeting the requirements of the 
Defense Mat~rials System. 

These pan2rs arc essentialJ.v rluplirRted 5n the Office 
of Lndus t r i.a L ~bbil.i.2:atioJ1 ~:h:n.:they are kept to 
meet nIl requir2ments. 

DLs pos e of papers when 10 years old or when 
superseded, whichever is sooner. 

770. ~Jeldirt&,L.._~::sti.l1"v. 3.n~ Su~facing J~ment 
(BDCF-~61)- These are copies of a survey form sent 
to the industry to collect information on: (1) Ship-
ment and production capacity, (2) Additional produc-
tion capacity at a plant location, (3) \.-7ork schedule, 
and (4) Limiting factors on gas welding, cutting, 
surfacing equipment, and related machines and products. 

Dispose 2 yt2ars ,q[ter publication or when 
10 years old, whi.cb eve r is sooner. 
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e	 e
 co p r.e s of reLcasc s o f the OEeD and United Nations 
on me t a Lwork Lng ruach i.ne ry and e qu Lpmant; with related 
papers pr opa red ~'Y tl-IC commod i t)f spe c La Li st . 

D'i.s po se of: papers whe-n thL-"Y lravc served their 
purpose or when .5 years 01([. 

772. Machine Tocl Correspondence File - This is a 
copy ofe;j"ch-inc()i-l-Li1g1tcmrl~c-ei\jed-\~{thcopy of thea 
outgoing r epLy art'.inged a Lph abo tically thereunder 
chronologically. The file deals with questions and 
problems confrollti.ng the dOr.1esticindustry. To be 
helpful to the c omp any , these n.a t t cr s must be dealt 
with expeditiously. 

The papers hElve no value after the subject transactions 
have becn completed. 

Dispose of thc papers when they have served 
their purpo~e or when 5 years old. 

773. U.s. Industrial Outlook Papers - These are copies
of backgroLtnu ario \\'0 t"Kp8,pe rs ted by theger:.er~'i commodi tv 
specialist in the process of pr~paring his contributio~ 
to the published U.S. Ou~lc~ok.Indu~~~-=ia.~~

Dispose of the papers one ve ar- a f ter publica-
tion of the related Outlook. 

(Printou.!=s) 

774. Nonthly Pr Lnt.out s of ~orts and Exports of 
Het~hJOrKIng::,)~~!_pincn!.~ A separate cumulative print-
out for lmports ana one for exports are done by the 
Bureau of the Census and these are obtained by this 
office. Since these printouts are cumulative from 
one month to the next, the December issue of them com-
prises an annual statistical ie po r t; show i.ng the quan-
tity and value of imports and exports of the subject
cOIlUTlodities. 

a.	 Monthly Printouts - Dispose upon receipt of 
the December cumulative (annual) issue. 

b.	 December Cumulative (annual) Issues - Dispose
when 5 years old. 
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775. Imn Lerncn tarLon of U.S. -CariadJ an Automotive 
~E'eCJl1(>2~~_~-:rn;-:----~[i-ls c:oni~~;{:;.(:;-·(:opTes--gene1:a~ea-;by
t.h;s ac t iv.i r.y in comp li.ance w i.t h the Aut omo t Lve Pro-
ducts Trac;c l\cL o f El65, whi cl. LmpletT;:~ntsan -txccutlVC 
AgJ..-cen,('!-irt-·i)e-;:;:~c(~·ntT1ctfni ted States and Canada to 
a l.l.ow aut ornob Lles and aut o.no ri \ye par t.s produced by
bona f i..c.1emanu fac tur er s to floH duty free in trade 
between the two countries, Hor e specifically, this 
file contains cc p ie s of r equc srs from U. S. automotive 
inanu Lac tur'crs fer certification to par t ic Lpa t c in the 
trade and copies of the action taken on th~ request
with supporting pap~rs. The file also contains 
copies of supporting and workpapers generated in the 
preparation oE the President's AnB~Rl Report to the 
COJlj!;resson the operatTon 0 [ the TradeAc t of .l96-S~ 

These papers must be maLn ta i.ne d by the activity for a 
considerable period of time as an essential worktool. 
During this period of time the informi1tion in the 
papers will have been thorougbly exploited and essen~ 
tially duplicated in resulting publications. The 
papers are arranged alphabc:.t:l.cal1yby names of COn1-
pan:ies. 

DiSf.J~-I.se vlhc:!.l it) yo ar e o LO or wne n 1.:.'10,/ 11.O\7C-
ser~ed their purpose, if soo~er. 

776. Automotive Products Agreemerlts File - This con-
tains documentatlon ot the Initiatlon, preparation for 
and negotiations, of an Exe cu t i.ve Agreement be twe en 
the United States and Canada for duty free trade 
between the tHO countries of automobiles and automo~ 
tive parts which are produced by bona fide manufac-
turers. Hore specLfically, the file contains copies
of papers on the U.S. position, the Canadian position,
industry views, consultations, negotiatiuns, reviews 
of policy and position papers, interpretations of 
negotiations, and papers supporting the President's 
Annual R~port to Congress. 

These papers document a s~n:Lficant,..~velopment in the 
history of free trade ..~aMft-t:L~A~~Jy~ 
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Pcrrnai •. I.: - Rc r ir e to ET1\S T/JhC-l"~ nel.onger
needed I'or Clln::-t:,lC bus lEC·S? and ITr~n~~fe r t;o 
I,h--THC one. YCcTr: :i ,:Lt.:c:r " C.L~f,:: to 1.:lil~ j~:1.t Loria 1 
Ar ch Lve s 70 y,~:~r',; t hc r ca f t e r . 

777. Adru LnLs t r a t.i v e Subj e c t; F:_12 "' Th I s c ont a Ln s 
off Lc e--c~)j)J..c::-:-s-·0]:'-~l':'p:i rs'~on t:TiC-'l'l~;Uill hou s ebe' e ring
matters sU2h as buJ~et, dir2ctivcs, conferences,
meetings, a ct Lvi (y arid pro~t1cti(JnrCJ?ol:t~,internC;l. 
memorandl~~, personnel actlons, requls1t10ns, tralnlng,
travc L, mid the I Lke . A chrono t.og LcaL c asc file corr-
tAining a copy of each outgoin~ document is a subpart
(',f the file. II'. acld Lt.Lon , t l;e file c on t a ins c e r t a in 
operating progr~lTn to.tl:c.intern~lfiles.reliJi.:'l.n;.;
managcme~t of tnr [uDctlons and actlvltles asslgned
to the area. These include papers on matters such 
as or-g.an Lzat Lon , bri.ef Lng materials fur foreign serv-
ice inspeccors, ~uidclines [or projects and progrrun
accomplish~ents, inv2slments and licensing, marketing
and d Lst r i.but.Lori , and the like. 

Hos!: of tk·' pape-rs lose their value and become inactive 
by the time they are two years old. However, there are 
sO;G(:' paper s pa rt i.cuLar Ly 0.:'1011[; those related to progr am 
operations that are useful for a longer period and 
the s o Hill be" rnove d fo rwar d j.n t he f i.Le . As a \.;'110Le , 
th~ file has no VR]UC after :t has serv2d all local 
~;2c:d~.. Rc c o r d c:-;:.):.(~~ cf 1:11(; ~'::P21-~ CY~:: rll(-:i~1ttli~l2d 
c 1~;(~\"ll.r;.'r\.:t ()ll~ (:~n\)'tllS~1 to ll1C{~~t: aLl, Lee: tJ Lr emcut.s Lo r 
administrative and legal purpoE8s. 

a.	 Chronologic~l Files - rispose when 2 years old. 

b.	 Personnel Name Case Fi.les - Dispose 1 year
after separation of SUbject employee. 

c.	 All Ot.her Papers - Dispose whc n 5 years old 
or whe n they have served their purpose. 

778. f1obJ.:..1i~~atio~lannin'!, ":These P3.122~S_ arc: copies 
of pape rs genera teo bY the 

l ac rLv i t y r.n pr-eper a.ng an 
appropriate respOllse to requests from the Office of 
Industtial Mobilization for industry evaluations,
recommendations on specific requirements of the Defense 
Haterials System, enanc e o f the executive re serve ma i.rrt
and for ~nergency Y0adiness exercises. The file also 
includes supporting documentation such as base data 
books, and the li.k2. 

Jan	 76 

254 



'rJ~e pap(~r;:)e:e es:--e:,~i~lly, (~t1rliC':lt:-cJ' record ,?opies
of emergency and mo b i..li.zat j ()il i) Linn 'lX':~,'pa pe r s rna Ln~ 

t a Lncd ill the Ofl~;.ce of Irid ux t r i.cI Hub ilLzat i.on and 
in the Office of Emsrgency R223iness. 

Dispose I. y(-:i.lj~ a f ter of the nextpr(:~I";:!l:(l.tion

mobilization pl~n.
 

779: P:r~!:..~.~jt.L.,.s~~~e:3_jReg~J!~_~o£:for ~'pc:::c_ia;L?rioritie~
As s i s t anc c ) - 1'11(:,0,(, c on ta i.n C()pJJ'S at r cquc st s from 
dc£erls-ec;c)"ntracto:::"8for as s Ls t anc e Ln getting delivery
of mater i.a l OL" commodities needed by them to complete
their con t rac t . The cases al.s o contain doc u.nen t a t Lon 
of the actions taken with suppo r ti.ng p ape r s . 

These transactions are completed or extended in a 
very short tbne and thereaft~r, the papers have no 
value. 

Dispos~ when 1 year o1J. 

780. J.I~dc ~~?!:~t1.l!.~ities These are copies_('r'?llderU -
of offers ~sually from foreign countries to buy certain 
commodities or mat<::,rials with 3. copy of the action 
taken and supporting papers. 

These transactions are quickly completed or the offer 
expires. The paoers have no value beyond compJetion
of the trB~s~crio~. 

Dispose when 1 year old. 

781. U.S. Industri2.1 Outlook Papers - These are copies
of papers cOllectccl or generated in the process of pre-
paring the chapters Dublished in U.S. Industrial Outlook 
on transportation equipment (railroad ec{UIpment, sh i.ps,
airplanes and aerospace equipment, motor vehicles,
boats, combustion engines, and snowmob i Le s) . 

Dispose 1 year after publication of the related 
issue of U.S. Industrial Outlook. 
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782. Cmni)l1.s ~~~::j~].S~~~J.~~_~·.!~- Tb is containsti~~~.. XLl::. 
office copies or .i.ncomi.ng and oi.t:gnLng correspondence
and printed processe.d llldtc:r:i.al the dome.stic p:co-and on 
duc t i.on , con sumpt.Lon , arid SHPl11y o f c ombus t i.on engines. 
This file c on st Lt.ut.c s <3 Loru; terrn wor k too L whe rc I.n the 
commodity specialist accumulates data on the industry
and its ec onoruy for future usc. Copies of recommenda-
tions, evaluations and other pap2rs are placed in the 
filA for tbe same purpose. Record copIes of sucb 
papers that are ~eneratcd by th~ specialist are main-
tained in the £il~s of the Division Director and 
e 1s ewhe re • 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

?83. Boats S~~~S-£!le - This contains copies of 
lncoming and outgolng correspondence including printC'.d
and processed material pe r ta Ln I ng to the foreign and 
domestic production and market for wo rk and pleasure
boats and related equipment. This is a work file 
wherein rhe s pec ialLs t: maintains workco p Lc s of the 
papers wh Lc h he produces and printed and proces sed 
rnat.cr ial contain ~nf" 5.11. tcrmat.Lon .Eor future use. 

Dispose of individual documents or contents 
of file folders when they have served their 
purpose. 

(Trucks and Related i'lotorVebicles) 

784. Tr~~....E..l].d Hotor Vehicl~s ComE.e.~yFile Related -
This concalDS workpapers, lncomLng and outgolng corre-
spondence, and printed and processed material con-
taining informat:L.0n on trucks, fire apparatus, combat 
vehicles and combat tanks. 

This is a workfile in which the specialist maintains 
his expertise and accumulates data for future use. 
The file has no value after is has served the purpose
of the specialist. The papers are arranged alphabeti-
cally by the names of companies, 
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785. Fo rc Lo n Count.vv File 0;-' JL"'C!cs (Inc! Related' • .---- ..;:;---,..- ---- -."---...,--- -'---;::-r:" -'" -'-.-----,-- '- '-'----.::,~.:!:pm~_12.~.. J I'h i.s c on t a rn s \',101:,;: co pi c s OJ:. correspond··
ence, dnd printed and pr cc e s s c-d l"latcri.::;lcontaining
information 0;':, t11C:' prociuctL:n ::>1' truck s and related 
equipment in foreign countrie~. 

The file is of 110 value after it has served the pur~
pose of the sveciali~t concernecl. 

Dispose of Lnd i.vLdun I d ocun.cn t s or contents of 
file folders x.hen no longer ne cdc.d for current 
busj,ncss, 

(Automotive and Automotive Parts) 

7~6, I.~ans~~rt:ati??~ Forci£~Aut:~:r:~2U,v~g~J.il~mer:t
Df.spa tche s l' .i l.e ~ thlS c on t a r.ns c op r.es of dl.spaLcnes
~lopedby foreign missions Oil the transportation
situation and problems of foreign countries and on the 
production and wo r Ld mar kc t of automotive equipment
and parts. 

Tt1E S C. ~l.-~ \rJG~- ;~i="'a pc r s C"i-J t:a Ln in,?; Lnf orma t iC..il ace UiT(Ll-

Jated by the specialist f'or fut.ure U82. 

Dispose when 3 years old. 

787. Congre8sion~1 Correspondence File - This con-
tai.ns cOPles-of fil-;~iTrlgmla ;)utgolrlgc'orrcspondence
with congressmen nn~ other VIPs which for the most 
part request information or <l recommended solution of 
a specific transportatio~ problem for the benefit of 
one of their constituents. 

Dispose when 2 years old. 

788. Automotive Subi ec t; File ~.This is a workfile 
con ta Ln i.ng priITlClrrIYln'inted"and processed material 
pert.1.ining to the whole spectrum of subjects surrounding
the aut.omot i.ve equipment and parts industry. 
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It is SPCC'Uy no t cd , howe ve r , that a_ubdivi sion of 
the file is comp r i.vccl of p ro po sed , pending and passed
legis Inti on L..lc s I:: 110 long term s ignifi-ca ()'~' th.; ~la.\'''' 

caT'CC since: t~l(~y arT. duplicated in tbo legislative
£'L1c~..s o f the (;cncra.l Couns cl, Departm(~llt o f Commc r c e , 
which ar e rnaLnta in'~cl long enough to race t all needs. 

a.	 Legislati.ve Case Files ~ Dispose when 
4 ye a r s o l.d . 

b.	 All Other Papers - Dispose when they have 
served their purpos~. 

(RRllroads and Eouipment)...~~---

789. Fo_reiS?;,~l.__ __?~.ai \~_d E(i~!:.lJ2menta.!.lc1 ~-~.~.:~ti~ SubJect 
Files ~ This c.ontu.~nsmostly [oreign d,;"spatches ancr--
prTr~rcd and pro cessed material per t a in Lng to the who l,e 
subject area spectruffiof rajlroad equipment and rail 
transportation in foreign countries and in the United 
States. More specifically, information is aggregated
in this file on foreign markets for U.S. railroad 
equipment and utilization of such equipment, and on 
transportatio~ devc]opmentR and problems that have 
an impact 01.1 the C.S. illcustlY. 

This file t s a \':vrl~tGolfor ~:he comrnodLty specialist
and it has no value after it hns served its purpose. 

a.	 For e Lgn Service Dispatches - Dispose when 
2 years or sooner if they have served their 
purpose. 

b.	 All Other P~pers (Domestic Files) - Dispose
of individual documents or contents of file 
folders ",hen they have served their purpose. 

(Aircraft Airc:_raft Engines, Aircraft2 

. -t d'Par~s, ~1. an )rlSS1Les .Space 

790. Aeros¥ace Subject Numc r i.c File ~ This file con-
tains all 0 thL' matcilals nOl"TIlClilyfoundin several 
separate files ma.intained by industry or commodity 
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speCialist:. ];cl1)(.orsar e. ar r anc cd t!ler aboutThe .~ 
n ino t e cn p r Lmar Y su b j e c t nun ('1- i.e h., a cU n g s :
 
(I.) Av i.a t Lor- F8]lCy~ (2) J\c1rn~ll:,·tn.lt:1.(m, (3) Aircraft
 
Economic and 'I'c chn i.c a L Da ta , (/1) /'-1. ir-cra f t; Ilanu Lac>
 
t.u'ri ng Iridu st.r (5) ..nd Aircraft Operators,
y , ;\irliJl(.:'.s
(6) Comrni.t t.oc s , B(;D.n.:~,~, c tc ;, (I) Country Files,
(8) Ccona~ics, (9) E~port and J~port Control 
(10) F'i.naric e , (11) Jndus tr La L ;.'frJb:LILzation, Infor-(12) 
ma t Lon. ( ...,,GenC(Cl ('1i:s ) T - - Li<1r,<:ctM In f.oo rmarma tt i.on11) , '1' Le ga', , (.JJ) ') n i 
(Supply and Demand), (15) M0ctings, (16) Publications,
(17) Reports-Surveys-Studi~s, (18) Speeches, and 
(19) Export Tra~e PrcmoCiun. 

The file c on ta i.n s Lncorn i.ng arid cut go Lng correspondence
and printed and pro~cssed material collected or gener-
ated by the co~noditj specialist. 

A considerable quantity of requests for services,
reports containing marketing intelligence, and other 
da t a for wh Lch t.hc dome stic indus try has a need, are 
inte:rfiled under app.copriate subjects. Th('se papers
contain data pertaining to the foreign and domestic 
production, consumption, and marketing of aircraft,
aircraft components, missiles and other aerospace
equi~nont. The file also contains aggregated data 
on a Lr po r t:s, a Lr Linc operations and trade oppor tu-
nities. 

The Lnforma t.Lon in this £i1.E' is ava i Lab le e Lsewh ere ,
but the data in the file is selected and maintained 
in a manner and syste:m that is desi8ned to meet the 
unique needs of the c ormnod i t y specialist. By using
this information, tJ-18 spec Ln Li.st s are able to make 
cva lua t i.on s that are u sed by go ve rnrnent and dorne st Lc 
aerospace indus try for pLann Lng ~ po licy deve Lopmen t , 
and for improving the world position of the industry. 

Once the papers have served the purpose of the 
specialist they have no further value. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 
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7~n. 'I'r an s po r t a t io» S(>rvjce:~ Subi e c r, File T!li~:; c.on-· . --.-h---.~_-l-~---'--~'_. .----.,Jo,I- ..

'0 
, ..~ ---------. 

t a i.ns c o p r.c s or r.nc crru.ng arid cut.go i ng co r r c s pc noonc e an« 
pi...Lnt.ed arrd pr oc e s s cd mat e r i.a l .. gener.:J.teJor collected LiY 
the industry spcc Li t i.s t . The .. dat.acon'~ pa pers corit..in 
c e r n Lng a11 of the s e r v i.cc s , fd(:.i.lici ..e s , ,:1.n.:1o ther 
support ac t Lv i t ie s rr-qu Lred by t lic tran spo r 2:atlon 
industry in its daily operations, policy and regulatory
dec Lsions. The spcc i.cL Ist; ac cut.io Ln tes in the f i.le infor-
mation for future usc in responding to problem-solving
requests from the in~~stry and for preparing position
papers and sLmf.Lo r evaLua t i.crrs For de c i sLon making pu r 
poses at high leve 1:::: of the t. 

« 

t!overn.rn<:;n
Al though the Ln forma t ion found in the f i.Le is aIrnost; 
without exception available elsew~ere, the data therein 
is selected in accordan~e with sophisticated professional
criteria. Further, the papers themselves are arranged
in a system designed to meet the ui ique needs of the 
industry specialist. Once these needs ore met the" 
papers have no further value. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

792. Honth] y Print(::utsof ImpGrt:s and Exports of Trans: 
J2.QJ:-tation ~Ai::.-craft,Aerospace, Hotorr.::qll~pri·lent	 Boats,
..,..veI_l_I_CIGs-,-l~lllJ:~.adT.~~S.~-~:J?~~!1	 c s) t.- ,ii-d cC}!~us t i0i-lj~~r; -
A separate cumu La t Lve pr t.nt.ou t tor trnpor t s and 0'12 .cor 
expo r t s are done by the Bureau of the Census and these 
are obtained by this office. 

Since these printouts are cumulative from one month to 
the next, the December issue of them comprises an annual 
statistical report showing the quantity and value of 
imports and exports of the sub j ec t; coromod i.t Les . 

a.	 Monthly Printouts - Dispose upon receipt of 
the December (annua:i..)cumulative	 issue. 
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b. 

Sc i.cric e i'J\d E'lec tron ic s. I)ivtsi.cn
 

Of f i.ce of the rjin'ctor
 

793. Cene raI '§'~.!?icc~_CorresE?.l"~~~..9File - This contains 
copies 0 f incoming anC1Olltgoin;:-', genera ted c orrcspondcnce 
or collected bv the Din:octor arid his Lnme.d Lat;e assistant 
pertaining to areas ijl reply to request s from~ommo::.lii:Y
the public and other govern:nent agencies. The Division 
is concerned with inriustry analysis of economics, tech-
nology, mar ke t Jng and mar-ke t s , etc. This information 
is collec ted. and ana Lyzed w i th r espec t to the domes tic 
as well as inte~natio~al industrial development in the 
area involved. 

The file also c on ta Lns communications generated by the 
Director in the course of managing the activities of 
the Division end the coordination of these activities 
with certai~ other units or agencies. 

Any replies to requests [or inform~tion in this file 
that involve ex ten sLve res e arch are ma i.nt.a.i.ne d in the 
C01,jr:KJ<l~L'cy Ii-,fo-,-,-::at:J.o:-l iZ'::'PO:r:i:S Fi.i., .: , A'.I), !'ecur<..1 copies
of na ncr s found in this file are maLnt a Lned elsewhere. 
How~v~r, certain papers pertaining to certain industries 
and individual .situations have an operating value for a 
reasonably long term. 

Start a new file every 3 years, retire to ETRS 
6 months later, transfer to WNRC 1 year later. 
Dispose when 10 ye ars old. 

794. Director'_s Commodity Inf0:t:~ation R~_ports File -
This contains copies 01 special s t.uot.es and reports
prepared by the various analysts in the Division on 
the status of the science and electronics industry
and particulars of the co@nodilies dealt with. 

The individual analysts maintain supporting material and 
work copies of special stud~es and reports that are not 
included in this file. They are filed a.lphabetically by
conunodity. 
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795. !,clminj;:..'~t2=:qt,i.v~=-S1~i('ct- Th i sy}}._~, contains office 
c op Les o r the usual hous ek cep Lng ;l:.lperSpe r ta Ln Lng to 
such matters as budg~t! ~rrangcmpntJ [~r conferenc~s, 
reOi::;ani.zaticn,r cqu rs i.r i.ous foi:'supp l.i.e s and s erv i.c es , 
spacc, tim~ and attendance, travel and the like. 

Dispose when 2 years old. 

L Th i .. 
.L796 . I)ersonne ., f'-"lie -, i i.s lS a name f.aLci l con t aLn t.rig

o£fice-copl-e:so·rp'(~.csoi.1i1elac t Lon s pertaining to members 
of the Division staff. Record cooios are maintained in 
DIBA, Pe rsonne L D'i.v i.s Lon and elsewhe rc , 

Dispose of folders 1 year aft2r the separation
of the subject employee. 

797. Iridus t r v Speci<:il:i.sts! Commod i.t.v Jn fo rma t Lon Re oo r t.s 

File c'·-~~'heDlvi.s lon--u.:- I'trco 11ec ting responslble ana----
ana] y:dng data on app rox ima ceLy 1.,500 companies that 
manu fac tur e over 100,000 corrmodit i.es . To accomplish
this task, the professional staff is composed of spe-
('i~1.i:;ts '~a.~l·! o f /~--l~!!~ l~ a.-;si0r:(:[~ ,']pc::'J.£ie:cl SIC ft)-uri.:

dLg Lc code prod.....various productineJustrios wh i.c h lCE. 

lines of various complexity, Basically each specialist
develops this file containing papers of the same sort 
on the Lndu strLe s and commodities assLgne d to him. 

The file contains reports, trade journals and clippings
of trade journals and other publicntions, copies of 
technical reports gcnc rzt ed by o the r govc rnmerit;agencies, 
workpnpers and notes, and the like. This data is the 
support for analyses, special studies and reports pre-
pared by the specialist on request. TIle reports and 
studies with related papers are arranged alphabetically
by conm1odity or subj ec t: . .. --,-'- ------

Although the supporting papers are for the most part
printed or processed, those included in the file are 
selected hy experts based on their t echn icaL know Ledge 
and jud~ement. This being the case, it is practically
imposs .i.b Le to rm.Lnc ~/hcrithese papers cease. to havede t.e ..
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any value. 'I'he end PJ'(;ci~c t r c port c; an,: s t ud i e s inc Lu de d 
in the sp2cialistsf fiJ2 are not d~pljcated in the file 
w.i.t.h thR Sii.!f;et i t L« r.ia Irt a Lne d by the Director of the 
Division. 

Permanent .- Rc t i.r c to BTRS in annua I ccn s i.gnrnerit s 
when no Lonc e r needed [or cur r cn c business and 
t r ans fe r to \vl:~?,(; 1 year later. Of[(:1:' to the 
National Ar ch.i ve s 20 years che reaf t e r . 

798. Fo~eils_~.files - These c ont a in information copies of 
foreign Lndu s t r y and market stud i.c s prepared by contractors 
ab r oad . Also incluc.:.::d a r e rt.::lated a irgrams ,:md telegrams. 
These papers ha ve p. rc--'lativL' short V,Jh,C' bcc au s e record 
copies arc mai nt a Lned e Lsewhe r e and because (1 f r ap idity 
of chango in the foreign industrial and market situations. 

a.	 In Forrna t Lona I copies of s t ud Les - Dispose 
when supe r s cdc d . 

b.	 Airgrams and Telegrams - Dispose when 
5 years ole!. 

799, Indus try and Cornmod Lt y CLa EO si f i.ca t i.on s - These are 
copies -0£ P::-;'P2rsc-O Irect:i~c:ror-pr(j~Ttlcecr h)~ne ana Ly s t 
recorn;:1enc.1j.i":..r; add it ions to or r ev i.s Lon s 0;: indus try or 
c (",cr~;'-;''''j:-:1 ~; ~. _~7 '_' J. -:-~:= s if i '.:~~ic.':: S ~\111ic 11 ~l!~)7 :...! i. C .:.!.r!d 11 tl vi: ~ 
pri~ary interest in. 

Pe rmauc n t - Ret ire to BTRS whe n DO longer neededv0~ / cf.	 for current bus Lncs s , transfer to VlNR.C 1 year 
later. Offer to the National Archives 20 years6W~~ t he r c a f t.e r . ~/-tf'd ~d4- ~ 1P/ ~~~I +" 

I I 1/"" 

800. U. S, Iridus t r LcJ Outlook Ha t c r LaI ~These are copies 
of mater LaL prep::~rc:d f6}:~mbl1cation Ln the U. S. Jndu s t r LcL 
Outlook wi.th supporting papers. 

Dispose when no longer needed for current business. 

801.. Cor~espondence File - This contains incoming 
reques rs-for lnfcJrti:dtl.oi10I". publications w Lt h copies of 
replies. Also Lnc i.uc.cd are letters of corigr at.u Lat Lons 
and commendations. No sub s r an r LaL r e s e ar-ch is involved 
in preparing the r cp LLes And t.lie papers are of no value 
after they have served the analystls purpose. 

Jan	 76 

263 



Dispose of ind-L..;:kual (1~'cuInc:r:t~;OJ:- c on t ents of 
file fo ldc r s \·.;h~~ll no Lor ger !"lc:ccled for cur r cn t 
bur.Lne s s . 

802, Compouen t s St-~J;:>! Papers .. Th i.n c ont.a i.ns copies of 
incond_ng---'lrlcr-ou'Egofi::;~· c0-rr-~Sp-on(:enc(.:', and copies or pape r s 
contain in~~ tech ,1i.c a 1 .32ta wh i.ch Arc used to pr epa re the 
U.S. Iridus t r-La l Out lcok and prc[-A_'L-ation of special reports 
on electronic comporien t s . /.\lso Incluc:~(C:d .ir e papers con-
t a Ln Lng t e chn i.c al cbta on electronics for general use. 
These papers arc of relatively short term value since 
they serve only as a source for the: s pcc Ls Li.s t s concerned. 

Dispose of individual docu~2nts or contents of 
file folders 'When no longer needed for current 
business. 

803. Record Set of Ounrterly and Annual Releases and 
£~port"s - Til-is cons:C~ tsaf one copyof-"C:-ach news rele'ase) 
quarterly or annua I reports or s imi.La r p ioc e s s cd documentP~~Uh~ on electronic component shipments. 

, t 
- '/1 1 c. J_,fry ~ y 

V ~ 

e#~;;;.. 

Permanent 
t r an s f er .....~J. ...... .J.\._ 

National 

- R~tire to BTRS ~t the end of 
"'0 \,n"':l"' r; vear s I "'~'r.>"- ""'-c' o f Fer l.... YJ"I\... J yCI:::t. u .« ........._..... (""loJl1 . _ 

Ar c h i.vc s 20 years the r e a fter < 

each vear_ 
co the_\. l- ' 

(Printouts) 

804. Annunl and Quarterly Report of Electronic Component 
_~!!ijJment2 - 'Thi'S- is---a-c-omp~ter.printou~.o~ ~ata coliectecI 
by quarterly survey of P:!:"O(ju<;.£.~ Ca1!aDlIJ.t~Les fo~ Selected 
~)ectror::;.c_C_s..ml?0.0~~~~~vn-l~lS sent to the Lndu s t r y for 
completlcn o r tne t.n ro rma t Lon requested and returned. 
The printout shows shipments by the category or components 
u~its involved, dollar value of defense or non-defense 
items and the average unit price. These are record copies 
and they contain information of Ions term value for decision 
making and economic research and reporting. In the future, 
the automatic --8<1ta procz~ing involved w i.Ll, by performed 
hy Census. ~~vL -v7 6h, 
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old, 
to the 

805. E'l cc t r ori i.c C(J:-'l:;on:-;nt~:; Imr.o r t n arid Ex oo r t s Re no r t -
This is-:J_ -DY-co'nC~odTtycompu te:c '~:i~~r-l-t()llL:·sj1m~:2:;;.(~- c-ate-
go r i.e s, the r cundo r b.'l country; the quc nt I ty of imports and 
exports and the clol.La r value cu-nu Laci.vc l y . The data for 
this report a r e dr awr. from Bur cau of the- Census releases 
and the fi:;',llrt.:3 ehovn 0:-1 the p r Lnt ou t are 1n turn printed 
in Conuno r-c c ~\;2\'\~S f or pub Lie d i s t r i.bu t Lon . This printout 
is produced curnu La cive Ly s howI ng the da ta for monthly> 
sem.i+-anm..ia L and r;llnU(~1 periods. 

a.	 Annually Cl11dScm i.e-Annur L Pr Lnt out s - Dispose 
when 5 years old. 

b.	 Monthly Printouts - Dispose when 1 year old. 

806. Quarterly SULvey of Production Capabilities for 
-J '- -:-;1~-r(~-~t1::-:-;--·-,-f)~1·' -j- <." --=-rr~~~-:~--;~~-.---."-.---(----~ ~7f:'\ r»S e ._~ LE'_~. _'L' ...C _CJ.l1C _ il. _.,_, ..._.e __0. '-'_._'- COpICS or a -,,--rve.1 

7:nY1TI -t1~)P:~·:::-i)~V[\ ,_ ... . c:: "';jTt-;,_ .., r omT);:'111 ..... ~:;J 
-i' ... r» c: ,-.,~..........n"&.l"...;.._1-., '1."...;...... ,..,r- e11">"-

__LJ __ . _'-"J. ..-.J ..... 1... .... ........ ......... _ ~ .. J_ , __
 ... j.~	 ~ 

t ron ic c ompone nt;s ariel t ha t have be en c:;r::pl(;;teJ~Ly t.h ern 
and returned. The dc~ta supplied on these forms by the 
companies ar e in pa r r c ornput e r i zed and appe a r in the 
printouts described above under the same title as this 
file. However, it is necessary to retain the form for 
a considerable period 'liter the printollt Has produced 
for purposes of identifying changes in the corporate 
structure of the industry such as merg0rs, consolida-
tions, name change and dissolutions. 

Retire to BTRS 2 years after production of print-
out. Transfer to ~'IW~C and dispose wh en 5 years old. 

807. Card Control oJ Electronic Coml2.anie~ - This is a 
visible -r.sX8) card control of the c ompan i.c s to wh i.ch 
survey forms are sent. 111e card shows the name, loca-
tion, code number, and in SOi11e case the officer of the 
company. The file is self-liquidating since the cards 
are w i thdr awn whe n the industry involved becomes Lnac « 

tive. Old cards are destroyed as required and replaced 
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• 
by nel'J cards. -ThiS is <1 long t crrnwo r k tofiL that must 
be k cp t in (:I o S C ]Jf'I), L!,;-l ty to -
The f L 1cis 0 £' Ill) \7.:3, L,,;aft c r 
31:ing purpose. 

Dispose: wh on no 1 orizc r for current busnC'.p(j(?d ines s • . 0 

808. Te chn ic a l IrrLo rm i t Lon File - Th Is contains copies
of inc'olTiIl');'-5nd-'ouE~~oTu~-c0'iTJ1;'G;'1I(:,,~tionsare dupli-that 
cated in official flJ~s maintained elsewher~. The bulk 
of the file is compQse~ of ncwspJpc.r clippIngs, printed
and processeci material containin~ technical information 
on c omn.odLt ies , propos cct and penclin:;legislation (w i t.h 

., 1 \ 1 •• • commencs ~nc.n requ8stCGJ, traue aSS8clatlons, meetlngs,
and direct industry information needed by the specialists
to prepare reports, sp~cial studL~s, and analyses for 

] . d'" , .p .annlng an QeClS10n m3Klng pucposes. 

These papers are of no value after they have served the 
purpose of the spec rs d be cau se of theLa l.Ls Lnvo Lve 

rapidity of technological and ec000mic changes in the 
industry. 

Dispose of Lnd i.v i.dual, documents or cont ent s of 
fo lders when no Longe r needed For current bus ines s. 

809. Commodity Lnfo rr ia ct.on Re po r t s File ~ This contains 
.....,..... ~ -.-,- ::-7-.:-'::-, -, - -... ..,.. -. I ':l'" I)- ......... .... ..:--;- ........::-----~-.:-.-;----.---_;.-~.-,-.~-- ...
 

'"Uj-'L\.:';-' or "LJe~, J.cJ..l ::'I._'--'~L'C:" cUlll L'.:-~],-'.ll.~ pre pareo on e Lc c+ 
t ronLc cquip:nent compo.icnt s and the raw materials used 
to manufacture them. The main thrust of the material 
is control of strategic materials and related mobi-
lization factors. The special reports and studies are 
accompanied by copies 0,[ regulations, L:HvS, Ii sts, 
statistical data and si.milar suppo r t Lng papers. The 
papers are arranged alphabetically by subject title or 
commodity names or 0'(J1e:;,: appropr late key wo rd des igna-
tions. 

Retire to BTRS when no longer needed for current 
business, transfer to HNRC 1 month later. Dispose
5 years later. 

810. Import-~xpol·t l{cleas es - Th is is a record se t of 
one copy of each release prepared by the unit on the 
import and export of electronic products. This is a 
semi-annual and annual statistical report prepared for 
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dis l::-i!tiOil and for pJ.j:l1'iling arid !cher purposes
levels of gnv(,l-mnent. ~~dM-f'~ d~.

4 i£.<,#;4-~ riPN r. 
a.	 Rcro r d SC:'C - :'tci:ai:1 L'~'-::2f:::,nitcl)l - Retire to 

----	 BT)b when 1 Ful l r ocor ] box 0 ~ n.at.o r LaI has 

ajp~~\J~ ~l:~~f~ ~~~~\ year later. 

b.	 All Ot.lie r Co p i.os - Di~::oc whc n no longer 
needed for current bu s inc s s . 

811. Admi r i.s t r a.ti.ve S'dhjecc Fi,l'2 - This contains office 
copies -ottl[(~u(~l.lal-r10tjs~el«~cpTT1; pape r s on matters such 
as budgc t , c on fc r errc e s , pc r so nne I actions, pr-o duc t ion
'r-,c.,	 -,...1- ro .. r 1'; c- .. ,~. . ~.... t-·i.,..,:.l' ,.' .....1- t " 1·.... .(- - ~ 1 r'T \ r-,cpo: :,;"', reql. __.s i.r r.cn s , _-,-llle and"" e nr ",,'1e·.-, , r r ave ) and 
the L::,t.Z(" 

Dispose when 2 YC::i1YS old. 

812. Work A~sj~L~2n~,H Proi0ct ~~l2 - Thes2 are case 
files ari,3n~~(~-1c'(~'ort7'~L;1~i"t:~-'~ivrB,-U'in bud ae t. numbers. 
The c a s e s contain CG~)";"2~: or pr-opc s a Ls for projects in 
the unit, r ec ommend.i r i_OES, Lnt.e r na l memorandums, 
authorizations of projects, workp3pers (drafts, news-
paper clippings, statistical sprc~dsheets, etc.),
galley pr co i s and copies of r-cpo r t s and s t.ud Irs . The 
m.sj or i t.y of th(,;papo rs this f i.Le supj.o r r an end pro-'~,i] 

duct .i.n t lie I'or.n of <3. report CY -.t.ud y ~)i.-eI-,'jt·(:r1 fe,',-
'..... 2~:::-l~:c.. ~y o i. o rg.r.: I.~:.~;t_:_O/~; s Ln i':;l(~mo ~-hc r~ 2:~O':7(~[!L::er:t 
priv2le SEctor. Most of d12 pa~2rs are essentially
~uplicHted in higher echeJ,on offices, ~lthough some are 
not. They ce~S2 to have allY valu~ ntter the~ have 
served their purpose in the unit. 

Start a 11e'\-I file cve r y 5 yC[U'S, r-et i.r e to BTRS 
1 yea,r later, t r-an s f er to "n\li:ZC and ci Ls po so 'when 
10 years old. 

813. 'I'e Lecorrrnun Lc a t i.on s Su]2jcc t File - Contains copies
of incoJi1U'1'g'ancfoutgo':i':'ngcorresporicle11ce, reports and 
other papers pertaining to the developn2nt of telecom-
muni.c a t Lon s systems wi t.h ernpha s i s 011 the development 
of a satellite system of international te]ecommunica-
tions. These are the wor kpape r s collected or generated
by the telecommunications specialists. 
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Dispose' of Lnd Lv Ldua L doc uruc nt.s or contents of f il e 
fo lde r s \'7h::'Jl })') 10l:se.r TlC'<::'cJec: f o r current: business. 

81!L Corrrnun i c at: io rs Flcctn)',d.cs Comr.a nv File - Tho s c .:'!.nd
can ta iDeop Lp s'Er'c (~J:;;r)':}nj c-5"1:·,'110 ;;-:-,'~'- b J.~()'?'t:til~~s ~--ric'\-Jspa per 
clippings, t.r ao e jOl\IT)r-,ls, and o t hc r prLnt.e d and processed
material with smn0 r~lnted corresro~d~ncc which contain 
technical informatjoll used by industry specia1ists to 
evaluate either the companies or specified conmoditles. 

The papers arc ar raugc d a lph abe rLc a lLy by company name. 

Dispose of individual pnpers or contents of file 
folders when no longer needed for c~rccnt business. 

815. Prior it Le s Ca BE: Files ~ This cons Ls t;s of r'cque sts 
from co,npc.ll-l"les s , or controlled-~pl:lj~ch'asc comnod i.t.i.e
materials for a Gtated purpose and destination with the 
acc ompany i.ng \';orl<.slv=:cL Requests ih:ioritiesfor fc r 
j~ ~ d c; ~-ar',~I-' "Ild t-l~e -2 ")I)rO pr G;::;;--:;::-e-l::-'l~;-- -". _~~: __. l, .1.._ ..... , .... (.4 J .... ;: • ~c.Lc.::; .J.. J J. 

These pa~crs are duplicated by copies maintained in the 
Office of Defense Mobilization. , 

The cases arc arran~cd numerically.,~ 

Dispos~ ~ilienno longe~ needed [01 current b~sine8s. 

816. Legislative Files - Thes0 contain copies of pro-
posed or' pemdng---regrsTation in \·.'h:LcI.1 the unit has a 
pr i.mary :i.nterestwith acc ompany ing cornmcn t s and/or
r-ecomme nda tions. 

'The papc r s are es sentially duplicated by record copies
maintained in the Departmental Office of the General 
Counsel. 

Dispose when 5 years old. 

817. Chro~s.!£g_ical Files - This contains a copy of 
every ou tgo i.ng r ccm g-enerated by the unit (classified
and unclassified). 

Dispose when 2 years old. 
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818. Data Cornm.tn i.c ati on s File· Ih"LS c or.cai.n s copies of 
pr I.nted and p:;::-6c:c:sscc:r ;l~lt:errarand related wor kpape rs col-
lected or genel-~ted by the s pcc ial i s t; in thc course of 
preparing Da t a ConununLc a t Lon s : ,\jf-l;'l-:et Information Sources. 
The rna ter LaL --E"F;c-- sour(~e'da;:a--com~)ilecl. 'all<l----cojltdln~3 and 
lyzed for use in the publication. The publication w Ll I 
be updated when nU'J developments j us t i.fy it. 

The papers are arran~cd ~n accor~anc2 with the chapter
headings appearing .Q!.!!:a.in COmlmll1~~~2.t~~.0-s,. 

Dispose of individual documents or contents of file 
folders when no longer needeJ for current business. 

819. Foreign Government Trade Opuc rtun Lt Les - This con-
tains coples 'oC Inter'i:LationalI'il.VIcc-ltTons-'to Bid on commod « 

ities for which there is a favorable market in the country
specified. The invitations are deve loped by the American 
Embassy concerned and copies are focwarded to this office 
for dissemintation to interested companies in the country. 

These invitations are received with and without specifi-
cations for the commodities involved. 

These papers ere of no value after t:hem3.rket has been 
satisfied or after American industrv has demonstrated a 
lack of interest in the invitation ~o bid for various 
reasons. 

Dispose ~len 1 year old. 

820 .. Trade Orportunitie_?_ Subject File - These contain 
copies()f incoming a~d outgoing correspondence, collected 
studies, printed documents and the like pertaining to 
foreign trade opportunities that have been developed in 
whLch American compan Les might have an Lnterest. 

Dispose whe n 2 ye ar s old. 

821. Foreign DisEatches - These are copies of airgrams
and telegrams .riorUToTeIgn service posts transmitted 
through the State Department on industrial, economic,
and trade opportunities pertaining to telecommunications. 
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These messa~es a~e VS2~ to rcs~0~d Lo requests for 
infonrwtiOl1'-'aildto lllcei.: rcquin.'!".lC'FS of .t.heLur e au 
ar.d the Dep.i r t.me nt; [or other pur poses. 

111805emessagc s are o C no value. n Ircr they have served 
the ir pu rpo se in t.h is o f f i.c e s inre rec ord copies are 
ma Ln r.aLned in t.hc State Department. 

Dispose of illdivid~al docuillents or contents of 
file Fo Lde rs when no Lonve r needed for cur reu t 
business or when .5 years old. 

822. SeCOnd3j:"'ySou",-:e !'i8.tcr1.;:.:lr: ~ This includes printed,
processed arlG 'i:.yi::;-esc}:-tpt-(TocuJr.c:n·{:s collected as s ou rc es 
of t~chnical, economic and indus~rial iuformation. The 
data. extracted from che se s ou rce s are c o.npLlcd and ana-
lyzed fa I" inc Lus lon i.n rc-~plies to roque:S l s for in forma-
tion, special report'; and s tud Les for the Governn:.ent 
anJ the private sector. Noteworthy among the material 
arc:: copies of AID cJoc:umcnts) NATO docui1lents, Invitations 
to Bid, Trade Lists, foreign company catalogs and bro-
chures and the li.ke, 

Dispose of individual documents or contents of 
file folders ~heD no longer need2d for current 
business or when 5 years old. 

323. Color 'I'e le v Ls t cn St:clr:c'lard:-:; ." This file contains 
copiesotcoIlccT8cf cio'c-;~in8rlt~-l'tronincoming and out-and 
going correspondence con~erning the competitiveness of 
the American television syst~m and technology with the 
French and German systems in areas of competition such 
as South America. 

The main thrust of this effort is to prevail upon
developing countries and areas to adopt ~nerican stand-
ards. The rapi.dity of change in foreign negotiations
and television technology is so great that there is no 
likelihood of these papers having any value beyond a 
limit,=d period. 

Start a new file every 5 years, retire to BrRS 
and transfer to WNRC 1 year later. Dispose
whe n 10 years old. 
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The Office of Indus t r Li l Mob i.Liza rLon is made up of the 
Office of t hc Circctor and I ou r J.',-;~ 'isions: Hob i I i z a t Lon 
Readiness, Illd'lstr Evaluation,lal H,.:sourcc3..Tl::Just.ci<ll
and Nobilizatic!)) OJ"icr.:J.t Lo ns and PJ_:ms. The 0 f f i.ce 
directs thc D'i vi.sLoo s in the d2-vr:loi)i"1I01ltplans andof 
programs fo: recurioB nnrl ~arshalling the countryts
.indu st r La l, f'orc es pri or to and during no t i.onaL erner·· 
gencies. 

Office of the 8ircclor 

824. Director's Program Opcrating File - This contains 
corresponc.!.(;~lCe ,- repG{ts-~coi)ie~:)-0"C~~o-~~TIit:tee papers, slip
copies of le:;islat Lon w i t.h wo rk pepc.rs , and similar do cu-
men ta t i.on gcne ru tcd or co l.Lected by the Director and hi.s 
.irnmed I a t e s ra f f , inc: Inc ~.ng the Depu t y Direc tor and 
Special Assistant tu th~ Director. 

The paper-s do not include any sub stcn t iaI documentation 
of pr ogr arn and policy uC'lclopIlIl'nts Lnc e tile Director and 
}-!.]_S i~l!l~·!QJ.L2.:':~ E~~2.~£ ,:.!l~c.: ~:_~~:3t ~):)J_CJ~'7 cL!~;:;fed. in 1::":-Il~ 
decision mak Lng p roc ess of exe cu t ive diJ:~ctic;ll. The 
pape rwo rk f Low is so organized that o f f i.ci.aI record 
copies of policy development, program plonning, and 
functionol implement3tion papers are maintained in the 
cornporicn t d Lv i.sLoris of the 0 ffice. Al though the Df.r cc « 

tor signs most of the papers generated in the Office 
that are sent to higher authority, he does not maintain 
recorri copies in these files. Record copies of these 
and of the. remainder o£ the papers generated are ma Ln 
tained in the appropriate Division. 

« 

The papers are arranged alphabetically by subject. 

Start a new file every 2 years, retire 2 year
old files to BTr..Sand transfer to \\TNRC. Dispose
when 10 years old. 

825. Acb1inistrative Subj eet File - This contains office 
copies of the usual housekeeping papers pertaining to 
such things as budget, conferences and meetings, organi-
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z a t i.cn , reC!uL,'l.I:ion:;., S:i<-1Ce, ::.";':i..1l.:l11i':;, t irie and alter~d~ 
anc e , pc r sonn.- 1 <:'.C t; LJ1:':', ,)OJ '('JO;~k1.t"'.~ cop ..cs of d i.r cc Lives 
and au rho r i t a r i.vc inL\::,.-,lal iJ~,~tL·U::,L,j,O)'lS. 

Dispose when 2 VCRrs old. 

826. Director's TesU_lr".jil.V- Th is con s i.s t s of copies of 
t r an sc r i.p t s or-- prep<lr\:~C:l-'-tCxts0 l~ t cs t .imony de 1 ive r ed or 
to be delivered by the Director before cum~ittces of the 
Corig r cs s . An official version of the testimony may be 
pub l.Ls he d in a report c f the C01IE:sSionaL committee 
involved. ~~("-/L 4- ~l'~~~'/r. 

a. Published Testimony - Dispose when 10 years old. 

Unpub Li.s h ed Testimony - Permane n t; - Retire
 
to DTRSwhe n EO longer needed f or current
 
business a.nd transfer tr) VNRC 1 year later.
 

.... Offer to the National A~chivcs 20 years

I ,,,,,· thereafter. 

827. NATODoc un.ent s .snd Corres porrde nc.e - These are copies of 
North AtlantI(~rreaty"-6~g,mi.zation papers pertaining to 
various aspects of national and international mobilization 

sp l.ann.1... 1.:.1. i~'.Lb.ng 'fI""(J.- pape1_,('1. .J..r s..J ._:"rr'"...... '-' UL''''...:1''''},:l' t,\,'J -ncl.:.l'J~.J_.:Jmb ",...,. 0+=I. t he .. t ca . a f f.L a sc..1. 

a scur ce of aut nor i.t ar.r.vc gU~t(1::-J~~(,~~ i n 1-1;(' r';-'~-:-,')~P.i-"-:'P. of 
..he ir uaily .is s i.grrncnr s . 

Correspondence with the Industrial Planning Committee,
 
NATO, generated by the Office is filed at the end of
 
the document file. The substance of tbis correspondence
 
may be dup Lic at ed by a staff paper or release covering
 
the transactions of thc committee::.
 

a.	 Docwnents - Dispose in accordance with the 
appropriate. NATO se cu r Lt y regulat ions. 
Disposition included Oll document. 

b.	 Cor r cs pondcncc - D'i.s pos c when 5 years old. 

828. l'1obi li:?-<ltion Plann.~.?~~lv Requirements -
Appraisal of industriaT supply capabilities r.n meeting 
military requirements in an a s surncd wa r situation. These 
papers contain data that have significant research values 
for a considerahle period of time. 

Jan	 76 

272 



Ro t i.re to rrrRS Hl,ep no longer Twec1ed for current 
bus Lne ss and trru)C,~-erto \,,1i~r·~c. Dispose when 
10 "cars c Ld .. 

J 

TJ1('; ~10bU.i;;~ationOper'"~t:i.ons I'L'm s Division adm Lri-and 
ist ers the Defcn se Ea tc: r La Ls Sy s t>::% am; the De fe ns e 
Prioriti~s System, pldGS and maintains emergency measures 
fOI: regulating indus t·:".f ,:.1 pr oduc f~Lon au.l d i.str ibut ion, 
and plans and Lmpl.eme n cs plans for as si st.Lng d e Fcn ne 
contracts su Ff er Lng injury from natural disasters. 

829. R!~-,~r::::n D'i.vLs Lon .~E.~~l:JY~~£il~ .. This administers 
the Defense l-la t er La i.s System, De Lcnsc Priority System,
Natural Disaster Pr-o gram , Spe.c La l. PrI or Lt Le s Assistance 
Pr-ogr a-n and ac t i.vi.t Les wh i.ch Lnvo 1v·.~ Compliance and 
Enforcement, a11. responsive to tile provisions of the 
Defense Production Act cf 1950. The file contains 
correspondence 2nd othel" documenlaci.on of all facets 
of operation of the functions 1.isted above. The Divi-
sion is also responsible for revIsions and preparation
of DMS and Drs regulations, order~ dnd other issuances 
..qc:: -;-(.lr;~j";·rr-.(l 1-';",D t·'-.JI)"'11":~~r'nc." .'~r; ................. -,.~ (, ...... ... -:-~--_
,,: 1--=.,_. -- .. -l-'----~-. - ..... .... ........... ............ \...J'.'-l\._J.U) c1.LJ\,1 JLJ.IC:L
- _" ~ '-_v , .1..~.,u 

ances Ln Lt i.at cd in the Divisi.on are all pub li.shcd in 
the Federal Re~ister. Accordingly, the file is primarily
valuable for purposes.ac.;rrrlnIstrative

Start a new file every 5 years, retire to BTRS 
and trans fer to \rr\~RC 6 mon t.hs later. Dispos e 
whe n 10 years old. 

830. Set-Asides - This contains docu~entation of the 
Division findinGS, recommendations, or determinations 
pertaining to mrtterials fiset-aside" to meet defense 
production requirements. 

Start a new file everv 5 YC<'J.rs, retire to BTRS 
and transfer to '.\TNRC (, mont.h s later. Dispose
when 10 years old. 

831. DMS and DPS Issuances - This is a set of two copies
of DHS and OOpS regu[8t.Lons" orders, delegations and 
designations as printed in the Federal Register. 
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Al t.he s e are Fe de r athouuh d{)('L~;ri(:n~:::; p,-,Y,lul!),atcc] In tho l 
Rc z Ls t e r t-l ....(·· c o l LccL ....# 

r ;')'" OF1... chi. •..,0',· w i lJ' ))]-ovl·de-1:--tlt·U-=-;::;-_ ..L"--,,- ,c)...i.....,)~.L l __ \. v UJJ 1.1., "-_..... L..__ ;.....••• 

rcsellrcllers wi th 8.n 0\7C'J:Vi2vJ 0 ,C ,:':," cie vo l.o pmen t of the 
Systems thai: 1ilI~~ht o t.herwi co be POS!; ib Le through1'10-:':' 
usc of a mul.t Lp l.Lc i ty of refcn:',1cc:s. +- ~",a. .. c c .n('/H'~Uv,~eVtf'~ 

Record Set (2 capirs of c~rh issuD~ce)- Permanent -
Retire to EIRS whc~ no lon0er n8ed~cl for current 
business and t rc n sfer to hi~\;l\.C1 ~'e3.; later, Offer 
to the Na t+ona I Aj~chivcs 20 vea rs thereafter. 

832. DNS arid DF'S IS:';',~i1rJCes Cas.r. ;.--L It': ~ These are c a se 
file s cQi1i":-a {J lim; !;~;~'r~)lllld genera ted 3.11-0-';:: theb,:'-~~ 1'':< p er s 
by the Division in th~ preparation for revision of a DMS 
or Drs directive. These pap8rb 2rc needed for a consid-
erable pe r i.od of t Irne in c onnc ct i.on \\d rh the development
of new directives and they should be held for an addi-
t i.onaI pe r Lo.i beyond rhc'"lt to Ln sur'e protection ofpoint:
all leg~l rights. Just prior to expiration of the 
retcncion period specified, the Nat Lonal Archives and 
Office of Records Ha~~clgement, ~;~AKS sbou Ld r-eappta i se 
these records in Li.ch t of the c ir-cums t.z-nc e s then 
existing to determi~c if they should be retained for a 
longer period. 

tor cur r en t bus Lne s S and t: 3.1~s fer- to \'JNRC. 
Dispose 15 years after date of transfer to WNRC. 

833: ~~D.~,E6~!::':::"y_yr~l?i;~~c:~s ~l~nni:E,1$ -: :_111s. is ~o~umen-
tatlon at the partlc~patlon O£ the Ulvlslun In ClVll,
industrial, and mobili~ation planning. 

Dispose when 10 years old. 

834. Administrative Subject F1.1e_ - This cor:tc;ir;scopies 
of houseK~eplng papers on such ma~ters as D1V1Slon pro-
jects and work assignments, budget, management improve-
ment, personnel, requisitions, security, time and attend-
ance and travel. TIle file also contains working copies
of directives and similar papers of interest to the Divi-
sion in discharging its program responsibilities. 

Dispose when 2 years old. 
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835. Annu a l .md O\i.<Xj-eL-~LR('1)O:~U; ["(1 t1w Joiot Committee 
- D· r:-::;-.Z:-;-:I ;--;::-:.:,.;-;~t-.-..--;:.-..-.'---;-';j. ,...,7-:-'·--:-·~-:-~--;.:--~ ': 1-l-----cl-- --;:-:-:----:--] ;--

~~ c:...~.}~. .:~~:::.':'_=_._~.~.:..'.. - Lh ..SC elLl_ ,_.:)!\., . .-,"_ an qUdl1:CL .. ) 
re po r t s pr c pa'r c.d I'o.: t1 k Join t Cor-mit tee (In DeI e n se Pro-
duction, U.S. c oncrto Lru; . h« activities of theCCln~1.c:';S,
Bur eau of perfonr:ccl uudc the authorityDo.nc st i.cC(),Htl~;rcc r 
of the De fense Pr oduc t i on Ac t of 1950~ ,-1~) amended. 111e 
r epor t; contains Lnforua r.Lon with r r-s pr-c t ro administra-
tion of tho nPh priorlties and allocations authorities,
and a variety of mobi1.ization planning activities. These 
reports mety or may not be pub l.Lsbc d vo rbot Lm by the Jo Ln t; 
Committee. Con scqu cnt.Lv , this record s c t of the r cpo r t s 
lTI<:.'Y be the sole; SOUl-Ct:' prescntil)9 the .:::;c~osition
and ac t iv it i.e S 0 f the B~Jr eau, /f/?rt:U-o/~ 4- /"7//7"" r: . 

It ct. Permancnt - Retire to BTRS ~hcn not needed for
ti') ~ "~ , current bus Lne ss and t rans f er to I'JNRC1 year

/.. ,Vv' later. Offer to the Nat~onal Archives 20 years£p'~ rp thereafter. 

836. P~ioritics AssistHDce Case Files - These contain a 
copy or BDSAF·-lj8Rl~·(·;l12~-;t- for: ST)(~(:ial Pr Lo ri t i.es As sist~ 
anc e w i.t h the rel.:l-Ccd-~::crm GA.:~"64\\lc·r~Tjeet tor Renuest 
IOJ~-Pri.ol-iti~s Ass is tilllC:: wh i.ch shows to·l: nat.ure ot" tbe 
l-cqLIes t- and the ac tIon s taken by the anaLy s t hand J.ing 
the case and by the pri.orities office. Re12ted cerre-

d . I . 1 ' l·~ ., I" f1spon~ence ~s.a.~o lnc.uO~(: Lomp~nl(,s no olng oe ense 
con t r ac t s lil:;_tl.:t.'t€ pj~"lC~-ltJ_e[--) c1;"~';J_ ...:..i...CJlrt_:f~ 'Lt:c-{ueSL..b L.(~l 

expedite shipment and r cce Lpt; o i. mat.e r J.aLs , equ i.prnen t 
or other thin~s Hhich they require to complete their 
contrac t. In cooperation w i,th the De par trnen t; of Defense,
the Department of Commerce directs the appropriate
supplier to meet the nc eds of the rcque st f.ng contractor. 
This record so t; of all cases handled hy the Bureau con -
stitutes the sale authoritative version of each case 
for legal 3nd other purp~ses. 

Retire to BTRS ~len 3 years old and transfer to 
WNRC. Dispose wilen 10 years old. 

837. Natural Disasters - In cases of floods, hurricanes,
carthquakc·s and isaster S whe re the Pres ident hasot:~Fle""rd
declared a major disaster area in which there arc defense 
plants, the Director of the Division rcque st s the Direc-
tors of the appropriate field offices to survey the area. 
The Director of the field office determines if defense 
plants have suffered damage to the extent that they need 
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as s Ls t anc e ill J~:;,_kir.;~ rC,)<lirs to re:lf:b the l-~qll ired 
production cap:-i.«ty: rr so, the D,Lvi~;icn may provide 
ass is t anc c c.( S ;YUtho:ri.zc c; by the. i;<:? f on sc Produc t Lon Act 
of 1950 8S Limenccc. 'l']-l?:Se. cases dOCl'~1!c:nt the efforts 
of the Division to provide this type of disaster r~li~[. 
The c as e s <J.J:e fll-L"cl!lgcd a Lph abe t Lc a iLy by geographic 
location. 

Dispose when 3 years old. 

838. CO~2.9-.!!,LJ)_lE:.:? These contain copies of incoming-
and outgo ing cor r c s povidcnc e froi~l compani.e s r cque s t Lng 
information or pGblicati.ons. None of the outgoin~ 
replies involve nny suh~tantial amourt of research nor 
document an action of mor e than routine Lmpo r t anc e , 
1118 bu Lk of tile file cous Ls t s of cop Le s of company 
brochures and other handouts. 

Dispose when J years old. 

839. ~1?li(':.~t;i~m f.'2.~_1L:~.Pr~_<:ritv_ R~2~ CS?v~ring 
Im.£o:r!.~ 1y R~r bi-:~ 01.'t H~E'-_~.c J:~~~f:-c nt ~~_ HatE' n-(;.L~_~rom 
the Unltec1 ~tG1.tcs - I'he sc are copi.e s oran apPllcatlon 
from th(O! Cc:nacCla'jl Cove rnmen t asking the U. S. Government 
to set a pr Lo r i.t y on sh l.pment; of mat e r ia l.s t.o Canada 
1Vhich are rO(juired to meet its defense needs. The 
pa pe r s a l.s o show cb? action. t alccn b)T the Division for 
BDC. 111e file is arranged by nu.ner Lc a L case number. 

Retire to BTRS when 3 years old, transfer to HNRC 
and dispose when 6 years old. 

840. Emer~cncy Readin~ss Exercises - These are the 
Division copICsol eJ:l~rgellcy reaoTi1ess exercises for 
the continuity of government. Record copies of these 
papers ere maintained in the Office of Emergency Readi-
n~ss, Office of the Secretary. 

Dispose when superseded or obsolete. 

84.1. Investigative and Co~i3.ncc ~..:qSC Files - These 
include no t e s , fin(hngs and other inEorma t Lon collected 
from investigations conducted because of violations or 
allegations 
administered 

of 
pu

violations 
rsuant to 

of the DHS/DPS whi.ch is 
the authority of the Defense 

Production Act. The file also contains copies of 
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c ompl ianc e r c po r r s ;mu rc.cOlf::71f'lt'~,tf.:iorrs r ubir Lt t c d to 
the	 Office of tile Cr'l1c:r:l.l Counse' ~ ~)cp::u:-L:rnEnt of 
Commerce. 

Retire to BTRS when 5 yl'3.l"~; o l.d and transfer to 
\tjNRC. DLs DO ~.~C '\ '1-,:: n 1() Y(c',-':: ,:.; o Id . 

842. Cornpanv Cur r'cn t Llciustr-ic;.·l, F:.~:port~)on H.:::chine 
To01 s a rJ (J"Tfct:1), 8'0 r 1;-~l1?, [\Iac:flL ·J7.~1';(-f"TQ~,J3'Vr-cu r r2 11t-7nd us -
'l~rI-::i-['''f{eportsl--'''~-Lh'8-,SC'''':c-rrE~-~~'-]:~'i(:J::il,=;-c--ccJpTe S 0 i-Census--
(~u2stIon~il'cs' scn r qua r ce r Ly co co.npani e s calling for 
da t a on t!1C: quan t i.t y and va l.ue of s h i.pmen t s and quan t i.t.y 
and va Lue of un f il Lcd orders. E,:,.:,:11 c ornpa ny ' s form is 
routed among Ccnaus, the company and this Division. 
vlhen the fourth quur t er Ln Fo rma t Lor. is r ec e Ivcd , the 
da t a covering t.he who l.e ye ar a.1'8 s vmrnar Lzcd and the 
annual summary and related paue r s are kept in this file, 
wh i ch is a r r ange d a Lpb abe t Lc a Tl y by c ornpony riame ; this 
is an es sen t till wo r k t.ooJ ne edor: by the indus trial spe-
cialist [or a cons ide r ab l e per lad of time. The survey 
datil are an a l.yz ed Clnd s peci.a l.l y compiled (by computer) 
for use .i n the Bureau. (Census a] so c orno i.Le s the data 
for publication quarterly in Cu~rcnc Ind~strial Reports: 
l"le_~a 1 H~~_~_~l?;H~ld.r~?..!y-.. ) Tll.".2-ul(Ti.l sf r rill S Pe c i G rr; t__ .t.n 
this Division Kecp~ n copy of the survoy form for each 
CULlrt21:" of t.hc vc a r f r orn c.i ch r:G~i':0,1n'{v- S:l;--;Jc:.\/(~d ~ l~.,~s£:

."	 j J .I 

i.o rrns have no value, however, a r r or the annua 1 summary
is made. 

a.	 Dispose of the quarterly reports upon 
availability of the annual summary. 

b.	 All 0 tilers ,- Dispose when 10 years old. 

Industrial Resources Division 

This Division is responsible for providing estimates of 
civilian and war supportinB requiremc:nts for materials 
included in the National S'toc kp i.Lc of Strategic and 
Critical l'1aterials, arid it ac1vises on upg r ad i.ng programs, 
surplus disposal programs, purchase specifications, 
storage practices and the e f f ec t; on s t ockp i Le estimates 
of technological 
functions the f

developments. 
iles in this D

In 
ivision 

support 
are set 

of these 
up as 

fo110\'Js: 

Jan 76 

277 



8i,3. Commod Lt.v J)~)Li" FiJ~s - File's c on t ai n Lng mat er La L 
filed 10T-cn;:(:,":lowry--"-:;:-&- o£"- f Lvo d i.[1: e r e n t group ings : 
(1) Bas i.c Dat a , (?) [)L;posal, en l~'lrchc'..S8 Sp(~eifica-
t Lon s , (4.) Specii.lll-'JsU-uctior:.sarid (5) Storage 1'1anllal 
Ins true t Lons , 

The c cn ten t. s of th(~:"cf i l.es by [;t'Clupings a rc as f'o Ll.ows : 

(1) Basic Dat<-l- These files contain requirements
studT.~s--on-sLo·c;(piLc d mat cr La L and t lie bac kgr ound 
data used in [crmulatin~ those' requiTements~
Background da t a include ncvs pape r c 1. 'ipp Lng s , State 
D :.l -{- ti - 1 4- tc l.e c - r <.::: • n n~ ')., ., r.. .:-. -t -,- t 0- -~ a ....) ...e pa rrre n t: C _'-[-)1 a_TI._., L.C -,,1... ['6 ann ou ,,0.L..no cor r e 
spondence and other pertic'C:ntdata. The Basic Data 
Study> upon approval by OEP, is published in the 
form of an H'iJ\C document; \\'1--" ich then becomes a 
part of the file. 

Dispose of individual documents or the con-
tents of tile folders not pe~t~ining to the 
last two Basic Data Studies. 

(2) Disposal ~ These files contain GS/-i. issuances 
such--as-J{eque~t for Bids and l'Jotification.of Sa Le s , 
c ornrncnt s or; d i.s po sa L no tcs on d Ls po sa I prC';grr::ns,
T:1e (; t -r. 7!:". s , l-~o t (:3 .[J~ ·:\r~!t e 10 ;:l.,....:!..~'2 c 0 I~'\/~~'l:t~Llt Lcn s ~ ,:.':.r~d 
State Department t.eLe grarus rc.1.atin[;to disposal
of excess stockpil~ materials. 

Dispose of individual documents or contents 
of file folders when no longer needed for 
the program. 

(3) Pur cha sc SD:"'cifications ..'These are printed
documents issuea by the industrial Resources Divi-
sion ~1ich set forth qualicy standards for mate-
rials purchased for the stockpile. 

Dispose of all materials not relating to 
latest issuance. 

(4) Spec ial Ins truc tion s - These ar e printed do cu« 
ments issued by tn~InQu::; tr i.aL Resources Divis ion 
which provide GSA with gui03nce on the custody and 
management of the stockpile. 
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DispOSE o I (-,11 mat e r Lals not Y"cLJ.t.ing to 
La t e s r ·LS~:)~l(l.ncc. 

S t: '" ::1 cr ,', \" ny' - ., I ',' ro r ' '-.;~." 'J'1- • t d"C'( 5• ') . _010."" [",'·1.." .. "n" .rUet 1.1,'1--, - 'll ",e prLn e 
do c UTl'C n t-s--jl-=-2"r'C:; v iL;~-:;ed-i) y--"L il·(~· '-In dus t 'r La1 ReS 01..1r c c s 
Divisi.on prior ::-:'J pub li.c a t Lori arid pr ov i.dc GSA 
depot and war chou s c pe r so nneI w i th up-to-date 
Guidance on the s t.or age and :na intcnance 0 f s tock -
pile materials. 

Dispose of all mat e r i.a l 5 not relating to 
La t e s t Ls s uar.c e • 

844. Section 232 C:'}S(~~~ the Trade Expansion Act -Undc r 
This iTf"econ.ta'l1.1S f)aC:<grounc[-'da-E~t--g~ll(~:ral:cd in the pro-
cess of Lnve s t Lga t Ln; imports of ce r t.a in articles into 
the U.S. in such quu~tity or undGr such circumstances 
as to thre2ten to impai.r the nat"onal security. These 
investigations are made as 0 result of an ~pplication 
by an interested party or by the head of a government 
agency. The Division compiles a final report on its 
findings which is submitted to the Office of Emergency 
Preparedness for final judgement and promulgation. 

Ret Lr c to BTRS whe n 10 years old, transfer to 
hTI\JRC and d Ls po s e when 20 ye ars old. 

845. NATO Lndu s t r La l l-lob i Lf.za r i.on ?lann:i.r,,! - Thi.s is a 
pr ogr aiii to devefop·-Tiltc:·rQat.To~liJ:l iilClus to,aJ mobil Lz a tion 
plannin~ agreements consistent with the objectives of 
NATO. These agreements i.mpose upon the pa r t Lc Lpa t ing 
countries obligations and restraints in the event of war . 

The Director. Office of Industrial Mohilization serves 
as the U.S. Repr e s en t a t Lvc on the NATO Industrial Nobi~ 
lization Planni.ng COITJJ1!itteeand the Industrial Resources 
Division Director serves as his alternate. The Division 
is ass igned respons ibility for r e s pond ing to NATO 
requests for proposals, reports and recommendations 
covering specified areas of industrial mobilization 
planning. Most of the papers generated in this activity 
are received from NATOand be a r a NATOr-equ Lrcmen t; for 
their ultimate disposition. Conseque nt.Ly , almost all of 
the papers are returned to the Director, Office of Indus-
trial Hob i lization, vihe r e they have been registered. The 
residuQl papers remaining in this office have only a very 
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short term value since the information in them is 
duplicated by a report or similar submission. 

Dispose when 2 years old. 

846. U.S.-Canada Industrial Production and Materials 
Committee - This Committee reports to the Senior Com-
mittee for Civil Emergancy Planning. As indicated by
its title, the Committee and its components represent 
an effort on the part of the United States and Canada 
to coordinate and develop plans for the two countries 
to meet emergency situations. 

These papers document the Division's contribution to 
initiate and develop agreements between the United 
States and Canada covering various areas of industrial 
production and materials. The agreements are designed
to establish U.S. and Canadian positions in the indus-
trial area covered that are most compatible with the 
emergency plans of the two countries. 

Since these negotiations often extend over many years 
before fruition of a final agreement, these papers are 
an essential worktool that must be kept close to the 
professional staff to maintain continuity of the 
negotiations. After final agreement has been made:the 
interim papers are of no value since the information 
in them has been summarized and published. 

Dispose when 20 years old. 

847. Advisor 
These are cop1es 0 agen as an m1nutes 0-

Committee on which the Director, Office of Industrial 
Mobilization serves as representative and the Industrial 
Re~purces Di»isiQn~s Director is his designated alternate. ~~~~e ar ~~. 

(, Permanent - Retire to BTRS when no longer needed 
tfjj..-t; 1.,.c. t. for current business and transfer to WNRC I year

/L I~I later. Offer to the National Archives 20 years 
~#I~ ~ thereafter. 

848. Administrative Subject File - This file contains 
the basic administrative support documents of the Divi-
sion. The contents are of three basic groupings:
Policy and Guidance, Reports, and Management. 
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•(1) Policy.and Guidance - This file.contains copies
of laws, regulations, orders, procedures, bulletins 
and circulars issued by other agencies and concerned 
elements of the Department. For the most part these 
are printed and processed materials prepared for 
multiple distribution. The papers are arranged
alphabetically 'by title or subject. Most of the 
information in the papers is available from other 
sources, although it would have to be collected. 

Dispose of when no longer of use or when 
superseded by later issuance. 

(2) ~eports .,These are copies of periodical pro-
duct10n~tivity and briefing reports reflecting

the responsibilities and activities of the Divi-
sion. TIley·are prepared for the benefit of higher
 
authority. These types of reports are found in
 
the administrative papers of many elements of the
 
Bureau.
 

As distinguished from those above, there are some
 
program feeder reports intermingled with them.
 
These feeder reports are the device used to col-
lect data for program reports covering ten,
 
twenty and thirty year programs. These papers

have no value after t.he. expiration of the short
 
period following formalization and publication
 
of the data wh-ich they contain.
 

a.	 Production, Activity and Briefing 
Reports - Dispose when 5 years old. 

b.	 Program Feeder Reports - Dispose 5 years
after publication of the data. 

(3) Management - This file contains the usual types

of papers on housekeeping matters such as meetings

and conference. arrangements, personnel actions,
 
requisitions, time.and attendance reports, budget,

space requirements, foreign communications require-
ments and working copies of processed orders, cir-
culars and the like.
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• • This file also contains a name case folder for 
staff members in which convenience copies of 
various papers relating to their employment are 
filed. 

a.	 Name Case Folders - Dispose I year 
after separation of subject employee. 

b.	 All Other Papers - Dispose when 2 years 
old. 

(Industrial Evaluation Board) 

The Industrial Evaluation Board identifies facilities 
critical to national security and specifies standards 
for evaluating their production capabilities. The Divi-
sion supervises the preparation of critically important 
industrial products and services, provides liaison with 
GSA Resource Analysis, and conducts feasibility studies 
to determine U.S. industrial capability to meet national 
emergencies. 

849. Industr Evaluation Board Corres ondence - This 
is incoml.ng an outgol.ng correspon prl.ffiarilyence with 
other elements of the Department and other agencies of 
the Government relating to the identification of pro-
ducts, groups of related products and industrial serv-
ices which are of exceptional importance to the national 
security. There are also papers accumulated in the pro-
cess of establishing criteria for the identification of 
these selected products and services and guidelines for 
their evaluation in terms of the capability to produce
them in ~he quantity and at that time they are needed. 

The file also documents the activities of the Division 
in providing central direction to other elements of the 
Bureau engaged in the initiation and preparation of 
industry evaluation studies on specific products or 
services. 

Also included is documentation covering internal opera-
tions of the Division and special assignments and studies 
on the Division's contribution to the coordination and 
content of the Government-wide industrial planning. 
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Some of these papers are in the form of drafts, spread-
sheets and similar documents that have the appearance of
 
informal workpapers. However, th2ir physical form
 
results from the fact that they relate to an effort
 
that is not usually recurrent on a fixed time base.
 
Notwithstanding this, these papers contain data that
 
are of long term significance for interpretating the
 
development of industrial mobilization.
 

Chronological files are included in the file as a sub-
group. These particular files are retained because they

provide a most convenient approach to understanding the
 
industrial evaluation activities of the Bureau and they

also serve as an effective finding aid to the corre-
spondence file as a whole.
 

The main body of the file is arranged al~habetically by 
the names of other agencies and subjects. . 

A parallel correspondence working file is.maintained
 
from which documents are periodically selected for
 
inclusion in the main file and all of the ephemeral
 
items in the working files are destroyed. Accordingly,

the working file liquidates itself in a timely manner
 
and all documents having legal and historical value are
 
moved from it for long term retention. :
 

-z, ~vC.? Permanent - Retire to BTRS when 5 years old and 
~;-...L .	 transfer to WNRC 3 years later. Offer to the
 

National Archives 20 years thereafter.
 

850. Industry Evaluation Board Summary Analyses - These
 
are large columnar sheets on which a product or groups

of products are described and evaluated for mobilization
 
planning by item number, SIC code number, company name
 
and facility street address, city and state, annual pro-
duction and production capacity with remarks, when per-
tinent, and I.E.B. rating. These analyses are numbered
 
serially and new numbers are assigned as subjects are
 revised. .
 

An analysis shows the production capacity of each plant

by actual capacity and percentage of national production

capacity for its subject product.
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• • These sheets in slli,~aryand statistical form summarize 
basic data generated for the Division and form the 
basic output of the Division. 

Data for these analyses on individual products and 
companies are prepared by the various industry divi-
sions of BDC where the backup papers for the data are 
retained for an adequate period of time. 

A record set of the analyses is maintained consisting
of the first typescript copy of :ach of them arranged
by serial number and by date of ~ssuance. (Additional
copies of current analyses are maintained for reference 
and serve as work copies for the Division. These are 
destroyed when superseded and upon discontinuance of 
the/?r?gram all curr~n~tcopies would be destroyed.) 

/~~K.1t.--e ~'~ /~;U /'£.V/a.b-U", 
~ (f- Permanent - Recor set of analyses - Re t-Lr e to
 

vr)~ If ~.. BTRS when no longer needed for current business
 
. --,v.. to ~"". transfer to WNRC I year later. Offer to the
 
~ / National Archives 20 years thereafter.
 

851. Numerical Index to Industry Evaluation Board Sum-
mara Analyses - This is a processed numerical list of 
pro ucts on which IEB summary analyses have been done. 
As new analyses are developed, additional pages ar~ 
simply added to the end of the document. 

Permanent - Record set (2 copies) - Retire tot!T!J~ ~/""vC. (!., BTRS when the IEB Summary Analyses are retired.
ettJ "" ~ ju.-. .	 Transfer to WNRC I year later and offer to the 

National Archives 20 years thereafter. 

852. Alphabetical Index to IEB Summary Anal~ses - This 
is an alphabetical index of commodities k.eye to the 
IEB Summary Analyses ~n which they appear. The master 
index is maintained bn 8~x10 sheets in a loose-leaf 
binder. It is updated as new analyses are issued,
revised, or withdrawn. A supply of up-to-date sheets 
is maintained for distribution as required. 

Permanent - Retire the last two copies produced 
to BTRS upon discontinuance of the program and 
transfer to WNRC. Offer to the National Archives 
20 years later. 

" 
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• \~"',il-·.,;"lt4 1'1';....'': .rf"'r-e~~~--f'~~~~ 

~':''.. >:r';tj.~.',: ': ...\-...~~(~.',:',.:'~. 
853. lEn Summary Analyses Document Re~ister (Form
GA-653) - This is a register showing te distribution 
of rEB Summary Analyses to members of the lEB and others 
for comment and return or for retention indefinitely.
TI1eregister also shows the person authorizing destruc-
tion and the date on which outdated copies of the lEB 
Summary Analyses were destroyed. The register consti-
tutes an account of the persons and agencies receiving
these analyses and thus having ~~ponsibility for the 
maintenance of official sets. ~A.-ar~~/ ~ 'J' 

v\"")-....a c- t. Permanent - Retire to BTRS when program is 
I~ _ discontinued and transfer to WNRC 1 year later. ~~ 6 Offer to the National Archives 20 years thereafter. 

854. 
This is a p~ ot stu y per orme y t ~s D~v~s~on w~t 
the assistance of outside consulting and research firms 
to devise a methodology for analyzing production levels 
in depth. Vertical analysis utilizes mathematical 
techniques to ~"eld the des~d industrial mobilization 
information.~~c...e~' '1- . 

Permanent - Retire to BTRS when no longer needed vrj;:, ~ c-. /-. for current business and transfer to WNRC 1 year
e{~'/ 6 I~' later. Offer to the National Archives 20 years
 
thereafter.
 

855. Administrative Subject File - This contains house-
keeping papers including monthly project and activity
reports, conferences and meetings arrangements, per-
sonnel actions, printed and processed copies of Depart-
mental and other agency directives, requisitions, time 
and attendance, training, travel and some papers per-
taining to the internal program activity and management. 

Dispose when 2 years old. 

856. Card File of lEB Facilities - These are 3x5 cards 
arranged alphabetically"by names of companies showing 
the plant identification number, lEB summary analysis 
number, detailed geographical location of the facility 
with its longitude and latitude and Universal Trans-
verse Mercator coordinates. This is an indispensable
worktool that must be maintained in close proximity to 
the professionals as long as their activity is continued. 
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These cards do not contain any data that are not 
available on the master output tape. 

Dispose of when no longer needed for current 
business. 

(Printouts) 

857. IEB Critical Industrial Facilities List Reports I 
and 2 - This is a list of those facilities identified 
as being of exceptional importance to national security.
A list of manufacturing facilities is assembled periodi-
cally in two volumes, one l~~ting the p-Ian~~~lphabetj-
cally by name of company; tne other by geographic loca-
tion.
The	 Industrial Evaluation Board Summary Analyses 
described above contain all of the data that appear in 
this list. The list is produced from a master output
tape which is kept in the Data Processing Division, 
Office of the Secretary. Since the hard copy analyses 
are	 to be permanently retained, the master output tape 
is revised very frequently by erasing obsolete data 
and	 no historical version of this tape is maintained. 

a.	 Interim Issues - Dispose when superseded by 
next issue. 

b •	 Final Issue (Last run prior to program 
.--- discontinuance) - Permanent - Retire to BTRS 

and transfer to WNRC 1 year later. Offer to 
the National Archives 20 years thereafter. 

858. IEB Plants and Products Alphabetic, Report No.3 -
This is a printout of the names and addresses of all 
IEB plants from current IEB analyses showing identifi-
cation number for each plant. The printout is a work-
sheet used to produce new cards for the alphabetical 
and geographical indexes to plants on the critical 
industrial facilities list and as a convenient method 
of storing information for quick retrieval. 

a.	 Dispose when superseded by a new list. 
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Final Issue (upon discontinuance of program) -
Permanent - Retire to BTRS and transfer to ~~C 
1 year later. Offer to the National Archives 
20 years thereafter. 

859. List of IEB Plants in Re 
Se¥uence, eport No. - T 1S 1S a 1St 0 t e pant 1 en-
ti ication number, geographic location code number and the 
universal transverse meridian coordinates of the plant. 
This printout only has value as a workpaper. 

Dispose upon receipt of next issue. 

860. IEB Products Report No. 5 - A list of plants by 
product number used as a reference copy and for checking 
accuracy of computer printout. 

Dispose upon receipt of next issue. 

861. IEB Products Index by SIC Code' - This shows the 
SIC code number, the IEB analyses number, and the name 
of the products or materials ,involved. The purpose of 
this list is to serve as a finding aid identifying
specific products with a particular IEB Analysis and 
thereby associating products with a company producing. 
them. 

Dispose when superseded by next issue. 
"862. Index to Category MPB - Special Products Capacity,

IEB Products within SIC Codes - This printout shows the 
names of the product arranged by SIC code numbers and 
thereunder by the IEB analysis number and the measure-
ment of production by the plant involved. This printout
is developed as a part of the periodical computer input 
and it has no value after this purpose has been served. 

Dispose upon receipt of a new'issue. 

863. IEB Plants and Products Al habetical 
Report o. 1S 1S a 1st1ng 0 pro ucts y code 
number showing the IEB analysis number, the plant iden-
tification number, geographic location code, name of 
product and the IEB rating of the company. The list 
includes these data for all current IEB summary analyses. 
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With the exception of the earliest analyses, the 
printout includes the percentage of national produc-
tion capacity for each product produced by the plant 
identified and the production measurement of the 
plant. 

Dispose when superseded by receipt of new issue. 

864. IEB Plants and Products Geofraphic (Report No.7) -
This printout shows the plant num er, area code, and 
location of plants and the products which they produce. 
The facilities rating, IEB analysis number, and the pro-
duct SIC numbers are given. 

TIlese printouts serve only as a workpaper and a con-
venient method for retrieving and storing information. 

Dispose upon receipt of next issue. 

865. Summary Headers to Category MPB - Special Products 
Capacity, IEB - This printout shows the names of the 
products arranged by SIC code numbers and thereunder 
by the IEB analysis number and the unit measure of 
production for the product involved. This printout
is developed as a part of the periodical computer 
input and it serves as an index to the MPB cat.egory., 

Dispose of when superseded. 

866. Category MPB s¥ecial Products Capacity - This is 
a printout by the Of ice of Preparedness, GSA, prepared 
from a tape developed from the master tape referred to 
above. It is a verification copy only. 

Dispose of when superseded. 

(Mobilization Readiness) 

Mobilization Readiness develops and tests plans for the 
assumption, by Government, of the responsibility for 
industrial production, construction and distribution in 
the event of national emergencies. During emergencies, 
the Office is also responsible for the recruitment and 
training of Executive Reservists. 
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867. Designated Executive Reservists - This consists of 
a nrunecase folder for each indiv~dual designated by the 
Secretary of Commerce to serve in the Executive Reserve. 
Each folder contains a copy of the Reservist's applica-
tion, references, personal history statement, his emer-
gency assignment, and copies of correspondence con-
cerning his service in the Reserve. 

Executive Reservists are designated for a term of three 
years and may be redesignated for additional terms if 
desired. Upon reaching age 65, a reservist is desig-
nated an Executive Reservist Emeritus and remains in 
that classification for life. For one reason or another 
a few reservists are not redesignated upon expiration 
of their term. Others resign and some change their 
residence to a foreign address. These are the principal 
reasons for separation. This is the record case file 
for Executive Reservists for BDC. 

a.	 Separated Reservists - Dispose of name case 
file upon separation. 

b.	 Emeritus Reservists - Dispose of name case 
file upon notification of death. 

868. National Executive Reserve Training Program - At 
the beginning of each fiscal year, an Executive Reserve 
training program is planned, including a Simulated 
Emergency Operation Exercise. A schedule of meetings 
at selected points throughout the United States is also 
established. Based upon the schedule, invitations and 
registration forms are sent to Executive Reservists 
and others who should attend each meeting. After 
appropriate introductory remarks, the attendees at each 
meeting participate in the Simulated Emergency Opera-
tions Exercise as a workshop. Thereafter, a short ttme 
is allowed for discussion. 

A file folder is prepared for each meeting containing 
documentation of the activities described above. 

Dispose when 3 years old. 
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869. Orientation and Traini.ng Bulletin - This is a 
special series of bulletins designed to educate 
Reservists in the principles of industrial mobiliza-
tion, BDC's organization for war, the Defense Materials 
System and the Defense Priorities System, and other sub-
jects of importance to the effective training of 
Reservists. Each issue is devoted tY7exploring a 
particular subject area in detail. ~/tj'.(.~ ~L.t.-~~e.-vr. 

e 

,II''), _ ~)/ c.1 Record Set (1 copy each issue) - Permanent -
V !./ ...../' _ Retire when no longer needed for current business 
~~~I ,~. to BTRS and transfer to WNRC 1 year later. Offer 
f~ to the National Archives 20 years thereafter. 

870. Mobilization Data Base File - The Division main-
tains a Mobilization Data Base File which consists of a 
central collection of all documents sent to the various 
national and regional relocation centers or sites 
(Federal Regional Centers). These document are all 
physical duplicate s or processed copies o-fpapers main-
tained in files located throughout the Bureau. 
Accordingly, these are nonrecord materials that are 
maintained in official files in the various units of 
the Bureau long enough to sati.sfyall administrative, 
legal and historical requirements. 

These materials, as well as those maintained at 
the relocation sites, are destroyed when they
have served their purpose. 

871. National Executive Reserve Trainin Problems and 
Solutions - Tra~n~ng meet~ngs, sem~nars an exerc~ses 
are conducted for Executive Reservists using these Pro-
blems and Solutions. Each Reservist at the training 
session is also provided a Situation Summary. These 
three documents are often supplemented with appendices
and exhibits. In the process of preparing these basic 
training documents, a considerable quantity of work-
P~!s an~~~p~rting dQcumentation is generated. 
~t/Z'I1fut''!7 y/~/~/U~a~ Reco d SJft/ (1 copy each) - Problems, Solutions 

~ Situation Summaries - Permanent - Retire to~~/f~t~ BTRS when no longer needed for current business 
L • and transfer to WNRC 1 year later. Offer to
 

p:~~ d9 lUI the National Archives 20 years thereafter.
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h.	 All Other Copies of Problems, Solutions and 
Situation Summaries - Dispose when 5 years old. 

c.	 Supporting and Workpapers - Dispose when they
have served their purpose. 

872. Administrative Subject File - These are office 
copies of housekeeping papers on matters such as budget,
financial coding patterns, committees, personnel actions,
reading file, requisitions, security, time and attendance, 
travel and a quantity of printed and processed copies of 
regulations, directives and the like pertaining to the 
operation of the Division and its program. 

Dispose when 2 years old or when superseded. 

OFFICE OF OMBUDSMAN FOR BUSINESS 

This office has Government-wide responsibility to serve 
the business community seeking to resolve its problems. 
It also serves as a clearinghouse for business informa-
tion and technical assistance. 

873. Conaressional Corre~ 
spondence - T 1S cons1sts 0 1ncom1ng an outgo1ng corre-
spondence, case filed under the names of addressees. 

Most of the correspondence is wi.thmembers of Congress, 
major companies and business organizations. The corre-
spondence is in response to requests for information on 
government programs or policies that are of special 
interest to the inquirer. The correspondence is often 
in response to a specific problem confronting business. 

Dispose of individual documents or contents of 
file folders when I year old. 

874. Controlled Correspondence - This is correspondence 
referred to the Office of Ombudsman for Business by the 
Executive Secretariat or DIBA Secretariat for action. 
The subject matter is similar to the above file. However,
the probability for fo Ll.ow-upor subsequent inquiries is 
low. This file has only a short term value since the 
action requested is directed at a situation that is 
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resolved quickly or the opportunity to resolve it is 
defaulted. These are record copies arranged chrono-
logically by month~thereunder alphabetically by name. 

Dispose of individual documents or contents of 
file folders when 1 year old. 

875. Uncontrolled corresyondence - The difference between 
this rrre and the Control ed Correspondence described 
above is that incoming items were not processed through
the Executive Secretariat or DIBA Secretariat. The papers
are also filed in the same manner, pertain to the same 
kind of matters as those in the file above, and have 
the same value. 

Dispose of individual documents or contents of 
file folders when I year old. 

876. Chronological File - This is a copy of each outgoing
item generated by the Office of Ombudsmaq for Business 
filed chronologically. 

Dispose when I year old. 

877. Administrative Subject File - These are office copies
of housekeeping papers on matters such as audit reports,
budget, conferences, equipment, operating plans and 
instructions, procurement, activity and production reports,
personnel actions, requisitions, space, speeches, time and 
attendance reports, training, travel and the like. Also 
included are some special interest reports usually gener-
ated by request of higher authority and generally dealing
with the contribution of the office with regard to a pro-
blem area in the business community or in government.
Some papers pertaining to the internal management of the 
office (directives, memorandum of instructions, and work 
assignments) and descriptions of the goals and objectives
of the office are placed in this file. 

Dispose when 2 years old. 

878. Information and Reference File - This consists of 
copies of correspondence, printed and processed material 
on issues on which the office is responsible for pro-
viding quick responses to business. More specifically,
the file contains copies of laws, regulations, reports, 
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press releases, agency news bulletins, bibliographies 
and industrial and economic studies both domestic and 
foreign. This file is used by the specialist involved 
as a data source for preparing a response to an inquiry
when lapsed time between receipt of the request and the 
answer is critically important. As such, the file is an 
invaluable worktool that must be kept in close proximity
to the user specialist. 

Move forward the last issue of documents regardless
of age. All other papers dispose when 1 year old. 

879. Insuiry Recording Sheets - This is a record of the 
informat10n or assistance given to a requestor in response 
to a telephone call or vLsLt . 

Dispose when 1 year old. 

880. Recorded Tapes, Belts and Handwritten Drafts - This 
office will offer a central dictation and typing service 
utilizing modern automatic equipment with telephone input 
connections for the use of BDC staff. It will also offer 
typed copy from typed and handwritten drafts. 

This facility will receive a variety of media for repro-
duction or transcription such as recorded belts, t~pes, 
drafts and hard copy for reproduction. 

a.	 Recorded belts and similar intermediate 
machine readable media - Dispose when trans-
ferred to magnetic media. 

b.	 Magnetic Tapes - Dispose 1 week after final 
copy has been returned to client unless reten-
tion for specified period is requested by the 
client. 

c.	 Hard Copy Rough Draft - Return to client with 
final copy transcript. 

881. Work Orders and Job Controls - This consists of a 
a work order form and memorandum instructions from the 
client and related papers generated by ,the facility to 
administratively control workflow and production. 
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a.	 Work Orders and Specifications - Dispose when 
reporting requirements have been satisfied. 

h.	 Workflow and Administrative Controls - Dispose
when they have served their purpose. 

NATIONAL BUSINESS COUNCIL FOR CONSUMER AFFAIRS 

The National Business Council for Consumer Affairs was 
established on August 5, 1971 via Executive Order No. 
11614. It was created " ... to foster action to assure 
value, satisfaction, and safety for consumers in the 
goods and services they seek and purchase in the market-
place." By August 1973 the staff was dissolved, except 
for the Director and a secretary who remained to complete
the publication and distribution of the Council's reports.
The	 subcouncils of the NBCCA disbanded in January of 1974 
and	 in May of the same year, all the reports were com-
pleted and distributed. At that time, the Office of the 
NBCCA was dissolved, though inquiries and comments about 
the Council and its reports continued to be answered by
the Office of the Ombudsman of Business, BDC. In January 
1975 the NBCCA was officially disbanded by the Public Law 
pertaining to the activities of Advisory Committees". 

Even though this Council has been disbanded the records 
still exist in DIBA. 

882. Sub-council's ReEort to the Secretary of Commerce -
This is a record set (one copy each issue) of the reports 
prepared by each of seven sub-councils. Each of the 
reports deal with a major area of consumer discontent 
with appropriate recommendations for remedial actions 
directed to businessmen. 

The Council was created by Executive Order and includes 
in its membership 115 selected businessmen. This office 
provides administrative and profes~ona1 su~o~J7as ~ /'re~ed by th~3xecut.ive Order. ~d--~d r;7/'e 4<Al1~t:-I./ 

~/A.{~ ""7"e..~~~r-;
/ Permanent - Retire to BTRS when no longer needed
 ~/ //-yt.h for current business and transfer to Wl\TR.C
1 year U /J:I /- ~later. Offer to the National Archives 20 years

e:jJ~ t~ thereafter. 

I tIN 
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• 883. A enda and Minutes of Meetin s - This is a record 
set (one copy eaC1 0 agen a an m1nutes of Council and 
sub-council meetings collected by the Director of Business 
Programs of the Council. There was only one meeting of 
the full council membership to organize t; into workipg 
sub-councils of which there are seven. /4:/~-?~4f'l-L ~o. 

Permanent - Retire to BTRS when no longer needed 
for current business and transfer to WNRC 1 year
later. Offer to the National Archives 20 years
thereafter. 

884. Manuscripts and Supportin~ Papers - These are copies
of drafts and printer's manuscr1pts of the sub-council 
reports with related supporting papers. 

These papers have no value after expiration of a short 
period of time following publication of the subject 
report. 

Dispose 6 months after publication of the related 
report. 

885. Consumers Correspondence - This is incoming and out-
going correspondence with private individuals and firms on 
specific complaints on consumer problem areas. Since the 
Council is without authority to authenticate consumer dis-
putes or complaints,much of the correspondence is referred 
to the appropriate authority by this office; the remainder 
of the correspondenceJfor the most part, requests informa-
tion and/or publications. This type of assistance is pro-
vided by the Director of Business Programs. 

These papers have only a short term administrative value. 

Dispose of individual documents or contents of file 
folders when I year old. 

886. Review and Comments on the Published Re orts - Upon
publicat10n 0 eac report t e ecretary 0 ornrnercesends 
a copy to several thousand businessmen and other indi-
viduals and groups with responsibilities on business 
matters and requests their comments or evaluation of the 
report. In many cases the respondents relate specific
recommendations in the report to problems in their own 
business where consumer relations might be improved by 
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• • implementation of the gu.idelin~s in the report. In other 
cases, respondents provide detailed descriptions of their 
guidelines which coincide or nearly coincide with those 
presented in the report. 

These papers should be maintained long enough to ensure 
that any agency with national or government-wide respon-
sibility for consumer protection has the opportunity to 
fully explore their usefulness. 

Retire to BTRS when 5 years old, transfer to WNRC 
1 year later. Dispose when 10 years old. 

887. Personnel Name Case Files - This is a file folder 
for eacn-o£ the nominees and appointees to the Council 
from private business. The file folder contains the 
members' application, biographical data, and related 
correspondence. 

The designated members are not federal employees and 
receive no compensation or fringe benefits. 

Dispose 6 months after discontinuance of the 
Council. 

888. Administrative Subject File - These are office copies
of the usual housekeeping papers pertaining to provisions
of administrative and professional support for the Council. 
The papers relate to such matters as budget, arrangements 
for meetings and conferences, art work, printers' copy and 
media, printing and other requisitions, personnel actions, 
time and attendance, travel and the like. 

Dispose of individual documents or contents of 
file folders when they have served their purpose
or when 2 years old. 

OFFICE OF BUSINESS AND LEGISlATIVE ISSUES 

The Office of Business and Legislative Issues is comprised 
of the Office of the Director and three Divisions: Legis-
lation, Environmental Affairs, and Quantitative Analysis. 
The Office serves as the principal advisor on legislation
and policy which impacts U.S. commercial and industrial 
activity. 
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Office of the Director 

889. Director's Subject File - This contains incoming
and outgoing correspondence, printed and processed mate-
rial, office copies of internal reports and similar 
administrative papers generated or collected by the Direc-
tor. Since the Director is primarily involved in the 
decision making process to give the program and office 
the appropriate leadership and thrust, the papers col-
lected here contain information of a general nature on 
program content and operation. 

The material is arranged alphabetically by subject. Some 
notable subject headings found in the file are, Advisory 
Committees, Business Policy Recommendations to the Presi-
dent, Business and Community Growth, Consumer Affairs,
Corporate Opportunities vs. Social Responsibilities,
Energy Conservation, Environmental Program, Industrial 
Mobilization, Legislation, Marine Resources, New England
Regional Plan, Oil Storage Facilities, Self-Regulations 
in Advertising and Weekly Intelligence Reports. 

Start a new file every 5 years, retire to BTRS and 
transfer to WNRC. Dispose when 10 years old . .-

890. Director's Chronological File - This is a copy of 
each outgoing item prepared in the immediate Office of 
the Director and the Divisions. 

Dispose when 2 years old. 

891. Administrative Subject File - This contains office 
copies of the usual housekeeping papers on such matters 
as budget, arrangements for conferences and meetings, 
processed copies of directives, requisitions, space, time 
and attendance travelreports,
and operating papers. 

and rousome tine program 

Dispose when 2 years old. 

892. Personnel Case Files - This consists of name case 
files for each employee of the office staff containing
office copies of personnel actions, applications, recom-
mendations and related papers. 
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Dispose 6 months after separation of subject

employee.
 

893. General Subject File - This consists of documen-
tation generated or collected by the professionals of
 
the Division in the process of producing analytical
 
studies and reports on the competitiveness of P~erican
 
business in the domestic and international markets.
 
Included are incoming and outgoing correspondence,
 
printed and processed material, and work copies of
 
studies and reports. The information in·the file is
 
used as a source of data in the preparation of special

studies and reports and support them after publication.
 

Start a new file every year (move forward active
 
papers), retire to BTRS and transfer to WNRC.
 
Dispose 5 years later.
 

894. RetOrts and Special Studies - These are record
 
copies 0 reports and studies prepared by the Division
 
for use of higher authority in establishing policy
 
governing the Department's position on the adequacy of
 
the competitiveness 2f 9usiness in foreign and domest~c
 
markejs .. p~a.,-tf-<"'.( ay ~/£l /q'~r,c..;V/y~".-e~.£~/ d~
 

~t.,/I"d..Vt--, p" /
 
, c. I-. Permanent - One copy of each study or report.

. Retire to BTRS when no longer needed for curr~nt
 
h ~~. business and transfer to WNRC 1 year later. Offer
 

to the National ArchiVeS 20 years thereafter.
 

895. Labor-Management Relations General Subject File -
The prime object~ve of this activity is to present the
 
interest of the business community in the formulation
 
of labor-management legislation policy and programs.
 
In the course of meeting this responsibility papers are
 
collected and generated which contain general informa-
tion in the field of labor-management relations.
 

The data in this file are used to answer inquiries and
 
in analyzing specific labor-management problems. The
 
analyses are produced for decision making at higher
 
levels of authority and they are not distributed in the
 
private sector. All of the data found in the file are
 
essentially duplicated by official issuances such as
 
laws, regulations, position papers, policy statements,

and in reports produced by various labor-management

bodies.
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Dispose when 3 years old (move active papers forward). 

896. Labor-Management Project Files - These are case 
files containing all of the necessary background and 
support papers for projects that are currently assigned 
to the Division. Examples of project titles include,
Business Insurance, Industrial Relations and Insurance,
Insurance "No Fault,1I International Labor Organizations,
110 Multinational Study, Interstate Taxation of Business,
Pension Plans, and Women in Work Force. 

Retire inactive cases to BTRS once every year, 
transfer to WNRC 1 year later. Dispose when 
10 years old. 

897. Multinational Cor orations International Relations 
File - This conta1ns papers generated or co ected by a 
representative of the Bureau at meetings and conferences 
for representatives of the various countries to study
Multinational Corporations International ,Relations and 
various other international labor-management relations 
problems. 

Retire to BTRS when no longer needed for current 
business and transfer to WNRC 1 year. Dispose
when 10 years old. 

898. International Labor Or anization Sub'ect 
File - This consists of papers generated or co ected by
the representative of the Department to various committees 
and meetings sponsored or conducted by the 110. The file 
contains incoming and outgoing correspondence and printed
and processed material containing general information on 
the activities and findings of the various bodies dealing
with international labor relations. 

The file is an indispensible worktoo1 that must be kept 
in close proximity to the representative. The papers
are of no value after the problem area involved is no 
longer an issue, because' by then the information which 
they contain has been published or otherwise exploited. 

Move active papers forward and dispose of all 
others when 10 years old. 

'. 
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899. 110 Committees File - This contains the papers of 
the Departmental Representative on various 110 committees. 
Included are incoming and outgoing correspondence and 
printed and processed material, pertaining to the delib-
erations, findings and recommendations of the various 
committees. 

These papers are of no further value after the representa-
t Lve'sneed for them has been met. 

Move active papers forward and dispose of all 
others when 10 years old. 

900. 110 Regional Conference Papers - These are the 
documentation generated or collected by the Department 
representative to 110 Regional Conferences. 

These papers are essentially duplicated by 110 publications. 

Move active papers forward and dispose of all 
others when 10 years old. 

901. 110 Conference Session Papers This is the docu-
mentation generated by the Department representative in 
preparation for and during 110 conference sessions. These 
papers have no further value after they have served the 
representative1s purpose since they are essentially
duplicated by 110 publications. 

Move active papers forward and dispose of all 
others when 10 years old. 

902. Administrative Subject File - This consists of 
office copies of the usual housekeeping matters on such 
things as applicants, budget, civil defense, equipment, 
publications, reimbursement claims, requisitions, time 
and attendance reports, training, travel, project control 
and description sheets, and the like. 

The file also includes a name case folder for each active 
member of the staff which contains convenience copies of 
personnel action notifications and related papers con-
cerning his employment. 

a.	 Name Case Files - Dispose 6 months after
 
separation of subject employee.
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b.	 Project Control Sheets - Dispose when project
becomes inactive. 

c.	 All Other Papers - Dispose when 2 years old. 

Environmental Affairs Division 

The Environmental Affairs Division conducts studies and 
analyses of environmental problems in such areas as indus-
trial pollution, occupational safety and health, land use,
and water and marine resources. The Division provides
economic and technological assessments of legislative
and regulatory proposals, and assists in the development
of environmental legislation. 

903. Airgrams - These are copies of airgrams and tele-
grams transmitted over State Department facilities by
embassies and foreign missions. They pertain primarily
to Law of the Sea and environmental matters. These 
messages contain source information needed by representa-
tives of the Department when attending pertinent inter-
national conferences. They have no value after the 
expiration of a short period of time following the con-
ference. 

Dispose when 3 years old. 

904. Air Reeorts and Comments - This contains copies of 
reports subm~tted to the Division and a copy of its 
evaluation or comments on them. The file also contains 
reports and other analyses prepared by the Division on 
air quality with related correspondence and supporting
papers. 

Retire inactive files to BTRS every 2 years and 
transfer to WNRC 3 years later. Dispose when 
10 years old. 

905. Environmental Impact Statements and Comments - The 
environmental impact statemenmare analyses of proposed
federal actions prepared by the Division as required by
National Environmental Policy Act of 1969. The actions 
are normally of long term duration and retention is 
desirable until action is completed. 
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Retire inactive files to BTRS every 2 years and 
transfer to WNRC 3 years later. Dispose when 
10 years old. 

906. Ener~y Reports and Comments - This is documentation 
on the pro uction, transmission and use of all types of 
fuels and related environmental impacts. Also included 
is documentation of the development of new fuel sources 
or supplies. The file is a long term essential worktool 
that must be kept near the professional concerned. 

Retire inactive files to BTRS every 5 years and 
transfer to WNRC 1 year later. Dispose when 
10 years old. 

907. Land Use Reports and Comments - This contains copies
of reports submitted to the DivisIOn and a copy of its 
evaluation or comments on them. The file also contains 
reports and other analyses prepared by the Division on 
land use with related correspondence and supporting
papers. 

Retire inactive files to BTRS every 2 years and 
transfer to WNRC 3 years later .. Dispose when 
10 years old. 

908. Marine Environment and Technology Reports and 
Comments - This contains documentation of the env~ron-
ment ~mpact of off-shore drilling, deep ocean mining,
solid waste disposal, on-shore pollution source impact on 
marine environment. The file contains reports generated 
by the activity and reports submitted to it, with related 
papers. 

Retire inactive files to BTRS every 3 years,and
transfer to WNRC 1 year later. Dispose when 
10 years old. 

909. Noise Reports and ·Comments - This consists of copies 
of reports subm~tted to the D~v~sion and a copy of its 
evaluation of comments on them. The file also contains 
reports and other analyses prepared by the Division on 
noise with related correspondence and supporting papers. 
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Retire inactive files to BTRS every 3 years and 
transfer to WNRC 1 year later. Dispose when 
10 years old. 

910. Solid Waste Re orts and Comments - This consists 
of cop~es 0 reports to t e Division and a 
copy of its evaluation or comments on them. TI1e file 
also contains reports and other analyses prepared by the 
Division on solid waste with related correspondence and 
supporting papers. 

Retire inactive files to BTRS every 3 years and 
transfer to WNRC 1 year later. Dispose when 
10 years old. 

911. Water Reports and Comments - This consists of copies 
of reports submitted to the Division and a copy of its 
evaluation or comments on them. The file also contains 
reports and other analyses prepared by the Division on 
water with related correspondence and supporting papers. 

Retire inactive files to BTRS every 3 years and 
transfer to WNRC 1 year later. Dispose when 
10 years old. 

912. Environmental Le islation and Re ulations - This 
file conta~ns cop~es 0 ~ s, aws, regu at~ons, and 
standards used as source materials by the professionals 
concerned. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

913. General Subject File - This consist of copies of 
housekeeping papers on operating plans, BDC Legislative 
Flow Budget, Open Projects Report, Productivity Reports,
Project Descriptions and Controls, Social Cost Factor, 
Pollution Abatement Costs, and the like. These papers
are maintained for convenience of reference. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

914. Organizations and Work Groups - This is documenta-
tion generated by ad hoc or continuing work groups within 
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and outside of the Department on ecological matters 
that are of primary interest to this activity. These 
are maintained for convenience of reference. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

915. S~ecial Studies - These are copies of studies with 
supr,ort1ng papers produced by the Division on a variety
of 'Hot" environment issues. These studies represent a 
major part of the Division's contribution to top level 
decision making to combaJ7t~e ever m09nt!~ ecological
problems of the nation. ~dA"'1'e-.e 4 7//~L.,;. ~ ~,,,. e,J.vt-. 

V'J~ I~L'~ Permanent - Retire to BTRS when no longer needed
 
( ~v" and teransfer to WNRC 5
for curreut,bu.s:fm.ess	 years

efr'~ later. ....~ "'U> 7~~ ~ ,.0rft1,..<; (vf,,_ r-4.. r 

916. Hazardous Substances and Pesticides - This consists 
of reports submitted to the Division and a copy of its 
evaluation or comments on them. The file also contains 
reports and other analyses prepared by the Division on 
hazardous substances and pesticides with related corre-
spondence and supporting papers. 

Retire inactive files to BTRS every 3 years and 
transfer to WNRC I year later. Dispose when 
10 years old. 

917. Administrative Subject File - This contains office 
copies of the usual housekeeping papers such as budget,
arrangements for meetings, requisitions, space, travel, 
training, and time and attendance reports. 

The	 file also includes a name case file for each active 
staff member containing copies of personnel actions and 
related papers on his employment. 

a.	 Name Case Files - Dispose 6 months after 
separation of employee. 

b.	 All Other Papers - Dispose ... 2 years old.,hen 

918. Environmental Impact Statements - These are copies
of statements prepared for or required by the Federal 
Government regarding a proposed Federal action such as 
funding or licensing that could have a significant impact 
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on environment. These statements are given wide distri-
bution among government agencies. 

A record set of these statements is maintained in the 
Office of the Assistant Secretary for Science and 
Technology, O/S. 

Dispose when they have served their purpose. 

Legislative Division 

The Legislative Division reviews and develops policy 
relative to new legislation, researches and develops 
legislative initiatives, and prepares responses to 
legislative inquiries. In addition, the Division 
develops policy options to promote the optimum utiliza-
tion of human resources through improved labor-management 
relations, conditions of work, employee benefits, and 
labor law practices. 

919. Legislative Files - These contain copies of legisla-
tion wit related papers in the following subgroups: 

a. Senate Bills 

b. House Bills 

Co Miscellaneous Bills 

d. Senate/House Resolutions 

The files contain copies of all legislation, passed or 
pending, initiated by the Department or submitted to the 
Bureau by an outside agency for comment. The case file 
for each piece of legislation contains all papers relating 
to it that are generated by the Division. 

The files are arranged numerically within each subgroup. 

Hold in operating unit papers for the current 
Congress and the previous Congress. Retire to 
BTRS papers of any preceding Congress, transfer to 
WNRC 1 year later. Dispose when the 4th subsequent
Congress convenes. 
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920. Legislative Subject File - This contains copies of 
incoming correspondence and printed and processed material 
containing general information on the legislative program
of the Bureau and Department and on related topics of 
special interest to the Division. This file is used as 
data source for preparing submissions to higher authority
and for documentation of the internal operations of the 
Division. 

The useful information in this file is incorporated,
in a relatively short period, in official documents 
that are maintained elsewhere. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

921. Project File - This documentation is generated or 
collected by the professional staff to be used in the 
preparation of briefing papers, testimony-or statement 
involved. 

Dispose when they have served their purpose. 

922. Le islative Pro ram Back round Pa ers - Prior to the 
conven~ng 0 eaC1 sess~on 0 Congress e eneral Counsel,
O/S, submits a Proposed Legislative Program for the ses-
sion. These are the background papers generated by the 
Director in the process of producing his part of the 
proposed legislative program for submission to the General 
Counsel. 

Move actives files forward and dispose of all 
others at the end of each year. 

Quantitative Analysis Division 

The Quantitative Analysis Division conducts analyses for 
the purpose of determining the impact of government legis-
lation, regulation, and policy on domestic business and 
industry. The Division develops and applies methods 
and procedures for analyzing and evaluating the effects 
of government action on employment, taxes, energy, water 
pollution, and capital investment. 
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923. Le islation-Re ulation Anal sis Pro·ect 
Consist o. ocuments pertain~ng to t e ~mpact 0 aws,
regulations, policies, and goverruaent actions on domestic 
business and industry. Records consist of copies of laws 
and proposed legislation, copies of regulations, news-
paper clips, requests to make analysis, project descrip-
tions, job plans, computer printouts, analysis worksheets,
draft and final copies of reports. Projects concern such 
subject areas as pollution, energy, employment and taxes. 

Retire to SHA 6 months after the completion or 
termination of project. Dispose when 5 years old. 

924. Project and Study Reports File - Contains copies of 
reports resulting from the study and analysis of the 
impact of existing and proposed governmental actions on 
the domestic business community. File contains such 
reports as, "Conunercial Exploitation of Existing Tech-
nologies for Energy Production," "Material Requirements
for Automobiles," curtailment analysis of ten states 
affected by natural gas shor~ge, and cost 0;c~ater pollu-
tion controls to industry. ~;t,t.j'£--~ ~d-- ~/ ~~r. 

1/1)// I c~?· Permanent - Retire record set (2 copies of each
GttJ~ l{ I~· report) to BTRS for transfer to Wl\TRC. Offer to 

~~ the Na~ional Archives 15 years later. 

925. Methodology, Model, and Program Files - Contains 
documentation pertaining to the design, test, and appli-
cation of methods of analysis, mathematical models, and 
computer programs. Records consist of flow charts, sys-
tem descriptions, tab cards, run sheets, user manuals,
procedures, and memos and notes. 

Retire to SHA when no longer needed for current 
business and dispose when 5 years old. 

926. Administrative File - Contains documents and papers
used in the general management or housekeeping activities 
of the Division. Records· consist of requisitions for 
equipment and services, budget submittals and comments,
time and attendance reports, management directives,
organization charts and travel vouchers. 

Dispose when 2 years old. 
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927. Chronological File - Consists of correspondence and 
memos proaucea and distributed by members of the Division; 
File maintained in date order. 

Dispose when 1 year old. 
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BUREAU OF INTERNATIONAL COMMERCE 

The basic mission of the Bureau of International Commerce 
(BIC) is to promote, foster, and develop the foreign
commerce of the United States. BIC's efforts are directed 
to	 advancing and protecting U.S. commercial interests 
around the world through promotional, informational, and 
policy formulation programs. In response to the continued 
worsening of the U.S. balance of payments, BIC has increased 
its emphasis on programs to stimulate and assist U.S. indus-
try to expand current export activity and to develop foreign 
markets for long-term export sales. 

Generally, the principal programs of BIC may be described as: 

0'	 formu1ation and inte·rpretation of the Department's 
international trade and investment policies empha-
sizing reliance on free market forces in the conduct 
of international business, and striving to ensure-
that developments affecting international trade and 
finance are compatible with U.S. business interests 
and competitive system; 

o	 a system of overseas trade promotions to help U.S. 
firms to enter and expand their export business; 

o	 U.S.-based export development activities designed
to bring specific foreign marketing opportunities
to the attention of U.S. industries with the 
greatest export potential, and to motivate them 
to export action commitments as a conscious dimen-
sion of corporate planning; 

o	 the collection, evaluation, and dissemination of 
commercial information and other services required
by U.S. firms to conduct their international business 
under present world-wide competitive conditions; 

o	 the stimulation of investment and licensing by 
foreign firms in the U.S. economy to improve the 
U.S. balance of payments on an immediate and con-
tinuing basis. 

Major programs of BIC will be described in more detail 
under the major organizational subdivision that has prime
responsibility for them. 
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At present, the BIC organization consists of the Deputy 
Assistant Secretary and Deputy Director, one staff office, 
and three program offices. On January 1, 1972 the records-
keeping system was decentralized and now each organizational
unit is responsible for maintaining its own files. With a 
few exceptions, when a program or operating unit prepares
replies for the signature of senior officials of BIC or the 
Department, the record copy of the reply and the incoming
item are returned to the originating office. This accounts 
for the small volume of records that is generally found in 
executive offices of BIC. 

Prior to January 1972, during the existence of the Office 
of Domestic and International Business, a central file was 
operated where record copies of the papers of BIC and BDC 
were indiscriminately filed together according to a subject-
numeric files classification. 

The BIC collects a large quantity of secondary source mate-
rials (printed and processed) from other government agencies 
and organizat.ions in the private sector in this country; 
and from various sources in foreign countries. Most of this 
material is nonrecord in character and is not treated in 
this schedule. However, where such material poses a problem,
it is included in the schedule to help resolve the problem. 

DEPUTY ASSISTANT SECRETARY 

Within policy determinations of the Secretary of Commerce 
and of the Assistant Secretary for Domestic and International 
Business, the Deputy Assistant Secretary is respo'nsible for 
all of its programs and activities aimed at promoting foreign 
commerce. 

928. Deputy Assistant Secretary's Subject Correspondence 
Files - Contains documentation generated in the course of 
prov~ding executive direction to the Bureau including
planning, program, and policy papers on all facets of the 
Bureau's development, organization and activities. More 
specifically, the file contains copies of outgoing replies 
or actions that have been prepared by the operating unit 
having primary interest in the subject area involved. The 
record copies created concerning matters handled by the 
De~y Assist~ Secretary personally are also included. 
~a/~e-f -7~~0, 
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(/1>4" ?'/~. permanent. Start a new file every 4.ars or when
 
l ~I L (,o- there is a change of the Deputy Assistant Secretary,
~ ,,, (CJ • ~~ ret1re to BTRS 1 year later, transfer to WNRC 2 years 

.., later and offer to the National Archives 20 years
thereafter. 

929. De1uty Assistant Secretary's Trip and Speaking Engage-
ments Fi e - This contains copies of invitations, itiner-
ar1es, agenda and papers relating to participation in various 
conferences and meetings. Also included are resumes of the 
transactions completed on certain trips. 

Retire to BTRS when there is a change of the Deputy 
Assistant Secretary, transfer to WNRC 3 years later. 
Dispose when 10 years old. 

930. EXtort Promotion Advertisements - These are multiple
copies 0 reprints of newspaper and magazine advertisements 
promoting export trade. Record copies of these advertise-
ments are maintained by the Office of International Mar-
keting Staff long enough to meet all requirements. 

Dispose when they have served their purpose. 

931. Reading File - This is a copy of all congressional 
correspondence signed by the Deputy Assistant Secretary and 
other senior officials of the Bureau, and outgoing corre-
spondence prepared in the immediate office. As appropriate,
the copies are withdrawn from this file and filed in the 
Deputy Assistant Secretary's subject file. Thus, the file 
is almost entirely self-liquidating. 

Residual papers - Dispose when 1 year old. 

Deputy Director 

By delegation of authority, the Deputy Director maintains 
executive control and necessary surveillance of the programs 
and transactions of the Bureau. In this capacity he is 
responsible for the majority of policy and management deci-
sions governing the internal operations of the Bureau. He 
is also the principle advisor of the Deputy Assistant Secre-
tary on developments in the field of international commerce 
under consideration by the President and the Congress. 
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e932. General Corres ondence This 
file conta1ns ocumentat10n 1n t e same su Ject or er as 
the Deputy Assistant Secretaryts subject correspOndence 
file with some additional subjects representing specific 
delegati9fs of auth~,~ty from the Deputy Assistant Secre-
tary . ~.a4{"'?.e-£ -7 ~t.-t.- r. 

-V fl-' t,/-' Permanent. Start a new file every 4 years or when,J,'J)
Vf~~ there is a change of Deputy Director, retire to BTRS 
efo/'l 61~' 1 year later, transfer to 'WNRC 2 years later. Offer 

to the National Archives 20 years thereafter. 

933. Technical Information File - These are copies of docu-
ments collected or generated by the Deputy Director per-
taining to matters on activities on which he is working or 
in which he has a special interest. Periodically all papers 
needed to provide adequate documentation on a specific situa-
tion are withdrawn from this file and filed in the appropriate 
official file. 

Res idua:lpapers - Dispose when they have served, their 
purpose. 

934. Briefing Books - These contain background information 
to help prepare the Deputy Director for various top level 
meetings on foreign trade. Record copies of these books 
are maintained in the office having program responsibility. 

Dispose when they have served their purpose. 

935. Ex~ort Trade Subject File - Contains documentation 
generate or collected on export trade planning, policy, 
promotion, and control of the export trade with "Iron 
Curtain" and "Bamboo Curtain" countries, and the develop-
ment and management of such trade in cooperation with 
agencies of the Un Lted Nations. The file also includes 
papers pertaining to the technologies involved in such 
trade and to any other special assignments received from 
the Deputy Assistant Secretary. 

Of special note are papers collected or generated by the 
incumbent in connection with meetings of domestic organi-
zations and foreign conferences attended as the representa-
tive of the Assistant Secretary for Domestic and Interna~ 
tional Business. 
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e .e
Start a new file every 5 years, retJ..reto BTRS,
transfer to WNRC 2 years later. Dispose when 25 years old. 

936. Mana ement 1m rovement Pro ram File - These are office 
copies 0 mont y improvement projects, management improve-
ment instructions and management improvement listings and 
reports, copies of budget materials and the like. 

These are copies maintained for convenience of reference,
record copies are maintained in the Office of Organization 
and Management Systems and the Office of Budget and Pro-
gram Analysis, Office of the Secretary. 

Dispose of individual documents or contents of 
folders when 5 years old. 

937. S ecial Studies Black Book) - This includes a 
study on Internationa Tra e an Investment Policy practices 
as they relate to the United States with related and sup-
porting papers. 

v f J..p~) 3 P'~ Permanent. Retire to BTRS when no longer needed for 
{0-:.- Apvk' current business, transfer to WNRC 2 years later, 

~fJ1l'- Jt{~ and offer to the National Archives 20 years thereafter.I 

COMMERCE ACTION GROUP FOR THE NEAR EAST 

The Commerce Action Group for the Near East (CAGNE) serves 
as the focal point for responses by the Department of Com-
merce to the dramatically changing economic situation in 
the Near East and North Africa. The Group assembles, 
analyzes, and disseminates information on the economic con-
ditions and business opportunities in the area to the U.S. 
business community. In addition, CAGNE provides counseling 
for and makes representations on behalf of U.S. exporters,
and plans and organizes promotional programs to stimulate 
U.S. firms to take advantage of the anticipated market boom. 

Office of the Director 

938. Director's Subject Files - Contains documents relating
to the planning and management of the operation of the Com-
merce Action Group for the Near East (CAGNE). Data in file 
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e epertains to the development of policy, monitoring of 
financial actions of Near Eastern countries, contacts with 
U.S. business organizations, development of promotion pro-
grams, and economic forecasting. Records consist primarily
of correspondence, memos, and reports. 

Permanent. Send to BTRS when 3 years old and transfer 
to WNRC 3 years later. Offer to the National Archives 
20 years thereafter. 

939. Director's Administrative File - Contains documents 
relating to the general management or housekeeping func-
tions of the office. Records consist of such items as pur-
chase requisitions for equipment, organization descriptions 
and charts, speeches, job applications, personnel folders 
and travel vouchers. 

Dispose when 2 years old. 

940. Chronological File - Contains copies of incoming and 
outgoing correspondence. Papers maintained in date order. 

Dispose when 2 years old. 

941. Speech File - Contains drafts and final copies of 
speeches written for members of the Bureau. File also con-
tains notes, subject back-up and background data, press 
releases, and comments. 

Dispose 3 years after presentation or publication
of speech, 

942. Overseas Business Reports - Comprehensive reports on 
the economy of specific Near East countries. Reports cover 
such subject areas as trade outlook, market profile, trade 
regulations, credit, investment status, and political con-
ditions and policies. One to three of these ~ports Jor a 
speg.ific cg.untrymay be produced in a year. ~~-tft--.l ~~~~r /'

~P ~{/I'/."bt.,-, /' ./ 

Permanent. Send two copies of each report to BTRS 
every 5 years. Transfer to WNRC 2 years later and 
offer to the National Archives 20 years thereafter. 

943. Personnel Folders - File contains duplicates of some 
general personnel records like SF-17ls, resumes, leave 
requests, and Personnel Actions. 
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Dispose 6 mo~s after termination or tritsfer 
of employee. 

944. Airgrams and Cablegrams - Copies of airgrams and 
cablegrams received from Embassies through the State Depart-
ment. 

Dispose when no longer needed for country information 
function. 

945. Countr Conn:nerc'ial - Presents annual 
statements 0 u.S. goa sand panned act1vities in specific 
Near East countries. CCPs are jointly prepared by the U.S. 
Departments of Commerce and State. CCPs present objectives, 
export promotions, sales campaigns, major projects, and 
mar~tresear~h for a spec~fi~ Near Ea~t country each year.

~~~~ ~t./R#~c..-~d'o/ ~pt./y~, 

/ -~ Permanent. Send two cop!es of each CCP to BTRS
 
YI)-:" (p ~ . every 5 years. Transfer to WNRC 2 years later and
 
"I ~ I 10,). I offer to the National Archives 20 years thereafter.
 

./
:f;rv

Country Desk Officers 

946. Technical Subject Reference File - Contains documents 
covering the political, social, economic, and geographic 
aspects of the country or countries for which a Country Desk 
is responsible. File made up of such records as airgrams
and cablegrams, newspaper and magazine articles, photo-
graphs, maps, charts, tables, correspondence, pamphlets,
and reports. 

Move active papers forward and dispose of others 
when obsolete or when they have served their purpose. 

947. Countr Commercial Pro ram CCP) File - Contains docu-
ments perta1n1ng to t e compos1t10n, ra t1ng, and publica- , iI 
tion of the annual Country Conn:nercialProgram for each 
Country Desk. Records primarily consist of drafts and 
duplicate copies of the CCPs and notes and correspondence 
and reports used in their composition. 

Dispose 3 years after publication of CCP or after 
it has served its purpose, whichever comes first. 
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948. Briefin~ Notes and Papers - File contains background

material and rafts of papers used to prepare Department
 
of Commerce and other Government officials for such events
 
as conferences with foreign officials, visits to foreign

countries, and inspections of U.S. overseas operations.
 

Dispose 3 years after event or after they have 
served their purpose, whichever is sooner. 

949. - Pro-
vides ore1gn 0 1cers in
 
their
 

Dispose 1 year after transfer or separation

of employee.
 

950. Global and Special Market Research Report - Special

studies of foreign markets or specific market areas commis-
sioned by the Department of Commerce. These studies are
 
made by both foreign and u.S. consulting firms for the sole
 
and expressed use of the Department of Cornrnerce.~~~~ ~~"
 

~Permanent. Retire two copies to BTRS I year
after receipt of report and transfer to the 
WNRC I year later. Offer to the National 
Archives 20 years thereafter. 

b.	 Dispose of other copies after they have served 
their purpose. 

951. CAGNE Schedule of Events - A schedule of fairs, con-
ferences, shows and similar promotions in Near East countries. 
Schedule made for the year and updated monthly. The schedule 
shows theme, location, dates, responsible officer, and 

'description of event. 

Dispose when 2 years old. 

Business Facilitation Staff 

952. Near East Contract Promotion Project File - Contains
 
documents pertaining to the Department of Commerce's
 
efforts to assist u.S. firms in winning sales, service,
 
construction, and similar type contracts of 5 million
 
dollars or more in,Near East countries. Records consist
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of airgrams, cablegrams, memos, correspondence, newspaper 
clips, contracts, biographies, schedules and programs, 
and reports. 

Retire to BTRS 1 year after the award of contract. 
Transfer to WNRC 2 years later and dispose 15 years 
thereafter. 

Joint Commission Coordina.tion Staff 

953. Program Management File - Contains documents relating
to all facets of trade with Near East countries and the 
organization of the staff's work effort. File contains 
such headings as Commercial Officers Conference, Country 
Teams, Private Sector Participation, Publicity, Transpor-
tation, and Work Plans. Records consist of memos, reports,
pamphlets, charts,and graphs, schedules, and correspondence. 

Start a new file every 3 years and retire to BTRS 
1 year later. Transfer to WNRC 2 years later and 
dispose 4 years thereafter . 

.J1'y__{J)~11V1.rs4. Joint Commission Briefing Books - Contains background
~~ data, policy and position statements, and staff recommenda-

~r~~r}l tions relative to trade between U.S. and Near East coun-
.., .~'. tries. Joint Commissions are bilateral arrangements

between the U.S. and six Near East countries - Egypt, Iran, 
Israel, Jordan, Saudi Arabia, and Tunisia. Briefing papers 
arranged in books by discussion subject. 

Permanent. Retire to BTRS when 3 years old. 
Transfer to WNRC 2 years later and offer to the 
National Archives 15 years thereafter. 

955. Arab Boycott File - Contains data relative to trade 
restrictions existing between some U.S. business firms and 
Arabian Nations. File contains such subjects headings a 
Company Case Files, Arab League Po~icy, Po~~y of Non-Arab 
League, and Boycott conferences.~aIge~~~~ 

Permanent. Move active papers forward and retire t.f. to BTRS when 5 years old. Transfer to WNRC 2 years
 
J1}, V:?- /v.- later and offer to the National Archives 20 years
 

thereafter.
ejl~ 
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Planning and Procurement Staff 

956. Trade Show Files - Contains documents pertaining to 
the planning, design, construction, commercial participa-
tion, procurement of materials, conduct, and closing of 
trade fairs, catalog shows, technical sales seminars, and 
trade missions in Near East countries. Records consist of 
prospective participant lists, participant solicitation 
letters, planning books, budget, vendor catalogues,
sketches, event schedules, employee resumes, supply and 
service requisitions, correspondence, and reports. File 
arranged by country. 

Retire to BTRS 3 years after completion of event. 
Transfer to WNRC 1 year later and dispose 10 years
thereafter. 

OFFICE OF INTERNATIONAL MARKETING 

The Office, in conjunction with other BIC Offices, imple-
ments Bureau trade promotion policies for achieving 
national export expansion goals. More specifically, its 
functions include: 

o	 developing and administering direct action 
policies, programs, techniques and services aimed 
at stimulating and assisting the U.S. business 
community to attain a greater share of overseas 
markets; 

o	 providing information and facilitative services 
to firms and organizations to enable them to 
take marketing and other actions to achieve a 
continuous expansion of U.S. exports; and 

o	 developing and maintaining coordination and coop-
eration with U.S. industry, other U.S. Government 
agencies, and foreign entities engaged in inter-
national trade promotion. 
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eOf~ice\ of the Director • 

As chief executive of the office, the Director is primarily 
concerned with the formulation of policies and the develop-
ment and execution of programs. Through effective delega-
tions of authority he is relieved of direct involvement in 
operations conducted by the Office, with the exception of 
cases where there is a problem that requires an executive' 
decision. Consequently, not as many papers accumulate in 
the Office of the Director as might be expected. 

957. Director's Subject File - This contains documentation 
of the U.S. and fore~gn country's policies on international 
trade promotion and development. It also contains docu-
mentation of program plans, development and execution in 
broad strokes'for the guidance of operating units in the 
efforts to initiate and operate activities to expand U.S. 
foreign trade. Also included are papers on trade centers,
fairs, trade missions, shipping, Bicentennial, speaking
engagements, and trips by the Director to negotiate or make 
arrangements for international trade promotions with high
level officials of foreign governments or of international 
organizations. 

Correspondence prepared by the Director, or for his clear-
ance, for the signature of some other senior official of 
the Bureau or the Department is collected in folders desig-
nated Controlled Corres~ondence. In general it is with a 
VIP and usually deals w~th matters of a rather high. level 
of importance. 

Permanent. Start a new file every 10 years, retire 
to BTRS one year later and transfer to WNRC 2 years
later. Offer to the National Archives when 20 years
old. 

958. Project Files - These are activities assigned ·to the 
staff of the Director and identified as a project. The 
papers include the authority for the initiation of the 
project, preliminary findings and analyses and an end-
product in the form of a report, study or some~imila~ 
documentation submitted to higher authority.~~~~~ 

~jP1#r" . . 
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J ~vt.t-'.	 •
11~;~	 Start a new file every 10 years,6 Zv..-permanent. 

_ iflfJ' .,	 retire to BTRS 1 year later and transfer to WNRC 
~	 2 years later. Offer to the National Archives 

when 20 years old. 

959. Technical Information File - This contains collected 
printed or processed documentation pertaining to legisla-
tion related programs of federal, state, and local govern-
ments, international organizations, relationships to other 
government agencies particularly to State Department,
China trade and similar matters of particular interest. 
These papers are collected and organized for the use of 
all professional members of the OITP staff. 

Dispose of individual documents or contents of file 
folders when they have served their purpose. 

960. Administrative sub~ect File - These are housekeeping
papers pertaining to suc matters as budget, conferences 
and meeting arrangements, personnel actions, requisitions
for supplies and services, space, travel and the like. 

Dispose when 2 years old. 

Special Assistant to the Director 

961. Subject File - This contains papers generated or col-
lected by the Special Assistant to the Director in the pro-
cess of maintaining executive oversight of the program and 
operations of the office. The subject matter of the file 

·includes	 information on fair and trade center audits, GAO 
foreign country reports, BIC acc0rnplishments, balance of 
payments, commercial exhibits policy, new activities and 
ideas, State of the Union message, OMB studies, energy
crisis, foreign service, legislature programs, market 
shares, VIP trips, foreign export promotion and investment 
to mention a few of the highlight areas documented. 

These papers are not duplicated in the Director's Subject
File. Papers containing specific information concerning
the operation of specific activities documented in this 
file are documented in the file of the appropriate oper-
ating unit of the office. 
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YyC. I, 
{i!)",~:b / ,-""". Permanente Start a new file every 5 ears, retire/.pI~ ~ to BTRS 1 year later, and transfer to WNRC 2 years _ e later. Offer to the National Archives when 20 years

• old. 

962. Commercial Conference Pro ram File - Commercial Con-
ferences e to etermine the nee s 0 the U.S. business 
community and the Government for overseas marketing infor-
mation and program support. File contains folders on 
conferences held in such locations as Rome, Frankfort, 
Paris, Tokyo, and Vienna. 

Dispose 10 years after completion of Conference. 

Assistant Director for Program Development 

This office makes detailed studies, evaluations and analyses
of targeted foreign markets in developed and emergent areas 
of the world to form the basis of promotional activities. 
Specific functions include: 

o	 identification of U.S. industry segments having 
an export advantage; 

o	 rationalization of market data into a broad annual 
promotional program to be determined on an indus-
try or market basis; 

o	 acquisition of foreign market data in cooperation 
with the Foreign Export Operations program as a 
supportive measure for this activity and to 
assist the U.S. business community in enhancing 
its position in markets abroad; and 

o	 d~velopment of techniques to analyze and evaluate 
the effectiveness of the various elements of the 
Office Promotional program and the attainment of 
Bureau objectives. 

963. Pro~ramming Subject File - This contains incoming
and outgo1ng correspondence concerning the construction of 
a program to promote international trade including the 
selection of target U.S. industries and matching target 
foreign markets. A five-year plan is developed around a 
target industry for each year which will be given major 
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emphasis during4lbat period. The plan is ~Pleted in a 
cycle of five years. The papers in this file pertain to 
the construction of,the plan and the conduct of studies 
evaluation, and analysis of targeted foreign markets in 
developed and emergent areas of the world on which the 
promotional activities of the office are based. Also 
included are papers pertaining to the operation aspects of 
evaluating the effectiveness of the program. 

The usual intra-and inter-office correspondence including 
directives and instructions, minutes of meetings, organiza-
tion charts, reports, target market briefs, and similar 
material concerning operations of the activity are also 
found in the file. 

Permanent. Start a new file every 5 years, retire
 
to BTRS I year later and transfer to WNRC 2 years
 
later. Offer to the National Archives when
 
20 years old.
 

964. Administrative Subject File - This contains office 
copies of housekeeping papers such as arrangements for con-
ferences and meetings, budget materials and studies,
employee development plans, requisitions, space, time and 
attendance, travel and the like. 

The file includes a circulating reading file and case
 
files of personnel actions pertaining to individual employees.
 

~	 Budget studies - Permanent. Retire to BTRS when
 
no longer needed for current business and trans-
fer to WNRC I year later. Offer to the National
 
Archives when 20 years old.
 

h.	 Personnel case files - Dispose I year after
 
separation of subject employee.
 

c.	 All other papers - Dispose when 2 years old. 

Program Coordination Division 

965. Overseas Operations (Foreign Export Promotion) 
Market Research Studies - These are research studies made 
by a contractor or by a Market Research Officer in the 
field or by a Market Research Officer at his desk. 
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e· e
 e f •. on 
the selection of specific countries where there is a mar-
ket for selected products of U.S. origin, and where such 

Tlle stu di~es prov~'d' 1n ormat~on . for deC1s~on rna 1ng k' 

U.S. products will be received in a most favorable compe-
titive manner. A typical study contains (1) Summary of 
Report Data (2) Market Background (3) Analysis of Potential 
(4) Key Market Factors (5) Recommendations and Appendicies 
or Exhibits. Each study is devoted to a foreign export 
promotion theme, e.g., American Machinery and Equipment 
for the Graphic Arts Industry. This theme includes com-
posing machines, reproduction equipment, letterpress and 
letterpress rotaries, flat printing machines, gravure 
presses and rotaries, screen printing machines, accessories, 
bookbinding machines and paper. The study undertakes to 
develop the facts of the particular marketplace under consid-
eration and to present evaluations needed to make a decision 
on whether or not export of the products listed would be a 
profitable undertaking. 

Tllesemay be considered as first drafts of the reports 
accepted since they are edited as soon as possible after 
receipt to eliminate certain proprietary information, corn-
r.anynames and similar information. The edited or so-called 
'sanitized" version is sent to Export Information and Serv-

ices where it is made available to representatives of private 
industry. Tlleseare the record copies of the FEP Market 
Research Reports and they are earmarked for indefinite reten-
tion. Thus the copies covered by this item need to be 
retained only long enough to satisfy the office and 
administrative needs. 

Retire to BTRS when 5 years old, transfer to WNRC 
1 year later and dispose when 10 years old. 

966. Target Industry Market Research Reports - These are 
market research reports containing essentially the same 
types of information on a U.S. Industry as the Foreign 
Export Promotion Market Research Studies contained on the 

~ competitiveness of U.S. products in a foreign country. 

A typical study deals with a product category like pumps, 
valves and compressors in Korea. It covers such subjects
as Market Characteristics,. Outlook for U.S. Sales, Profile 
of the Domestic Market, Regulations (duties and local 
taxes), Market Development Data, Trade Promotion Events,
Special Points of Inquiry and statements concerning the 
methodology of the report. 
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These are firs~rafts of the reports, an_he "sanitized" 
copies maintained in Export Information and Services are 
the record copies. 

Retire to BTRS when 5 years old, transfer to WNRC 
1 year later. Dispose when 10 years old. 

967. Research Library Log - This is a hand-written regis-
ter of FEP and TIR Market Research Studies showing for 
each: the file number, title, date received, date sent to 
TIR, date of Area Director Response, evaluations, release 
date and date sent to Export Information and Services. 

Xerox page(s) containing entries for all studies retired 
and transmit them with the records retired. 

Dispose of individual pages covering studies approved
for disposal upon notification by BTRS. 

968. Market Research - Contract Negotiations File - This 
contains requests to American Embassies to solicit bids 
for contracts to make specified Market Research Studies. 
Complete specifications and other instructional materials 
are submitted to the Embassy with the request. The Embassy 
collects the bids and transmits them to this office with 
a recommendation on the bid considered to be the best one 
submitted. 

Technical Market Research selects a bid and returns it to 
an embassy with complete instructions to award a contract 
for the Market Research Study in question. 

The	 file also contains papers authorizing studies made by
Market Research Officers in the field and such specifica-
tions and uniform research instructions as they may need 
to complete the assignment. The same type of papers are 
in the file for studies that are made by Market Research 
Officers in Washington using such source materials as 
may	 be available to them. With the exception of bid pro-
posals and copies of contracts the remainder of the papers 
in this file have no value after the expiration of a short 
period of time following the completion of the subject 
study. 

a.	 Bid proposals and copies of contracts - Retire to 
BTRS when 5 years old, transfer to WNRC 2 years
later. Dispose when 11 years old. 
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h.	 All o~r copies - Dispose when ttty have served 
their purpose. 

969. World Market for U.S. Ex orts (WMUSE) - These are 
copies 0 t e pu 1cat1ons 1n a ser1es t1t ed as above 
which are distributed, as necessary, t~all interest mem-
bers of the U.S. bus iness cormnunity.~Io/~~ C'~, 

Set of one copy each - Permanent. Retire to BTRSro ~ ~j/{.l whenever a sufficient quantity has accumulated 
and transfer to WNRC 2 years later. Offer to the6~" {-Iv.-· National Archives when 20 years old. 

970. Administrative Subject File - This contains office 
copies of housekeeping papers on matters such as budget,
conference and meeting arrangements, worksheet controls 
of contracts and other payments, requisitions, travel,
time and attendance, work copies of directives and instruc-
tions and activity reports. 

These papers are retained for an appropriate period of time 
in other offices such as General Accounting Division, Pro-
curement Division, Office of Organization and Management 
Systems and others at the Department level. 

Dispose when 2 years old. 

Market Research Division 

971. Industry Market Research Contract Negotiations and 
Administration File - This activity is responsible for-
prov1d1ng target industry and global market research to 
support and provide the basis for the export promotion 
program of the office. 

The Plans Officer develops appropriate specifications for 
the research involved. 

The	 file contains copies of these specifications, requests 
to foreign service posts to solicit bids for contracts to 
perform research on a specified foreign market or on 
specified industrial products. The foreign service post
collects bids and returns them with a recormnended selec-
tion. The specifications, uniform research instructions, 
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e: 1 h .. de .. and other appropr1ate aut or1tat1ve ocumentat10n 1S sent 
to foreign service posts to award the contract. 

The file also contains convenience copies of airgrams to 
and from the foreign service posts concerning the progress 
of the contractor. 

The contract is satisfied and completed upon the submis-
sion of a final research report that is accepted. 

Record copies of all these papers are maintained in the 
Tactical Market Research Unit long enough to meet all 
requirements. 

Dispose upon acceptance of the contractors final 
research report. 

t e summar1es 0 con-
tractors engaged to 

The reports are the result of r'evLewed , connected or 
expanded contracted market research by the project officer. 
Thereafter these summaries are rewritten for publication 
by a contractor selected ftv'#fU'.IL-':'uy.for that purpose.~p''''rc.(

a _\\......~7/t.?' Set of one copy each - Permanerit. Retire to BTRS..,JIJ /~ when no longer needed for current business and when 
~_) ~,v' a convenient volume has accumulated. Transfer to
t?~~ WNRC 1 year later. Offer to the National Archives 

when 20 years old. 

973. Global Market Survey Backup Material - This material 
consists of the industry commodi~y references collected by
the Plans Project Officers in support of a particular
Global Market Survey. 

Retire to BTRS 6 months after completion of the 
publication. Dispose when 4 years old. 

974. World Market for U.S. Ex ort (WMUSE) Manuscri t File -
This conta1ns cop1es 0 e 1te manuscr1pts su m1tted to the 
printer for reproduction and publication. Copies of these 
papers are maintained in the Office of the Secretary long 
enough to meet all fiscal and other purposes. 
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Dispose when 2 years old.
 

Assistant Director for Resources
 

The Assistant Director for Resources is responsible for 
planning, developing, and managing the fiscal and physical 
resources supporting the various programs of the Office 
of International Marketing. In this endeavor, the 
Assistant Director for Resources is supported by the 
Special Activities Division and the Support Services Divi-
sion. 

The Special Activities Division plans and develops pro-
motional techniques and activities to meet the Export 
Marketing needs of U.S. industry. These activities consist 
of catalogue fairs, trade missions, in-store consumer pro-
ducts promotions, and seminars. 

The Support Services Division provides logistical support 
for foreign promotional activities. This service consists 
of exhibition design, construction or leasing of exhibi-
tion and trade fair or center facilities, and administra-
tion of contracts and shipping of material. The Division 
also develops budgets and fiscal plans and coordinates 
the purchase of supplies and equipment. 

975. Assistant Director's Administrative Sub·ect File -
Contains ocuments re ate to resources management.
Records in file pertain to audits, awards, aIM staffing,
trade centers, Bicentennial budget, program development,
contracts, reports, trade forms, and similar subjects. 

Retire to BTRS when 4 years old and dispose 
2 years later. 

976. Assistant Director's File - Contains 
incoming an outgo1ng correspon ence re at1ng to all phases 
of the operation. 

Retire to BTRS when 2 years old. Send to WNRC 
I year later, and dispose when 6 years old. 
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~ecial Activities Division4t 

The goal of the Speci.alActivities Division is to promote
U.S. exports. To attain this goal the Division sponsors
and coordinates Trade Missions, Technical Sales Seminars,
Commercial Presence Fairs, Catalog Shows, and In-store 
Promotions. 

Because of the ever changing and perishable nature of 
marketing data, almost all the Division's records have a 
short life span. 

Office of the Director 

977. Subject Administrative File - Contains documents 
relating to the Division's program and operations. File 
contains such subjects as Briefings, Budget, Career Develop-
ment, Country Promotion Program, Export Expansion, In-store 
Promotions, Paris Air Show, Sample Display Services, Travel, 
and U.S. Promotions Abroad Calendar. Records consist of 
correspondence, memos, airgrams, cablegrams, reports, and 
news clips. File alphabetically maintained by subject. 

Move active files forward and dispose of all 
others when 3 years old. 

978. Chronological File - This contains a copy of each 
outgoing item written by the Director and members of the 
staff. File arranged chronologically and used for con-
venience of reference. 

Dispose when 3 years old. 

U.S. Trade Missions 

Promotes the sales of U.S. products abroad through the 
sponsorship and coordination of Trade Missions. The unit 
handles two types of Trade Missions: Specialized and Indus-
trial - Organized Government - Approved (IOGA). Specialized
Trade Missions are groups of American businessmen recruited 
by Commerce to promote U.S. exports, and IOGA Missions are 
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groups of businttsmen assembled b; private~ganizations 
and associations to promote, with the approval of Commerce, 
U.S. exports. 

979. U.S. Specialized Trade Missions File - Contains docu-
ments relating to Government sponsored missions designed to 
promote the sale of U.S. products or services in foreign 
markets. Records consist of such items as correspondence,
manufacturer brochures, information sheets, airgrams, 
cablegrams, and plans packages. File maintained by theme 
(e.g., aviation equipment, chemicals, etc.). 

Dispose 3 years after event. 

980. Government - A roved (TOGA)
Trade lSS10ns Fl e - ontalns ocuments re atlng to rade 
Missions organized and led by private export promotion 
organizations and approved and supported in part by Commerce. 
Records consist of such items as penciled notes, memos, air-
grams, cablegrams, and brochures. File maintained by theme. 

Dispose 3 years after event. 

981. Administrative - Subject File - Contains documents 
relating to the general management and housekeeping activi-
ties of the office. Records consist of such items as direc-
tives, organization charts, news clips, personnel lists, and 
travel vouchers. File alphabetically by subject. 

Move active files forward and dispose of all 
others when 3 years old. 

982. Country Background File - Contains documents pertaining
to the geography, sociology, and economy of various foreign
countries. Records consist of magazine articles, maps, 
pamphlets, photographs, letters and memos,.market reports,
and newspaper clips, File primarily used for reference. 

Dispose when they have served their purpose. 

983. Budget File - Contains documents relating to the 
development and application of the Trade Mission budget.
Contains such records as worksheets, budget authorizations, 
correspondence and memos. 

Dispose when 3 years old. 
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Technical Sales Seminars 

Sponsors seminars 1n selected technical areas that provide 
marketing opportunities for U.S. products and services. 
Seminars are conducted by representatives of U.S. industries 
in regional countries. 

984. Technical Sales Seminars File - Contains documents 
pertaining to the planning and conduct of technical sales 
seminars held in foreign countries to promote the sale of 
U.S. products. Records consist of such items as planning
packages, correspondence and memos, background information 
on participants, session schedules, briefing papers, and 
reports on result of seminars. 

Dispose 3 years after event. 

985. Commercial Presence Fairs File - Contains documents 
pertaining to trade fairs held in foreign countries to pro-
mote the sale of U.S. products and services. Contains such 
records as cablegrams, list of participants, airgrams, news 
clips, planning packages, and reports. File alphabetically 
by name of city. 

Dispose 3 years after event. 

Catalog Exhibitions 

Promotes the sale of U.S. products in foreign countries by
sponsoring catalog exhibitions. Exhibitions feature dis-
plays of U.S. product catalogs, sales brochures and other 
graphic sales aids at U.S. Foreign Service post and trade 
shows. Each exhibit is supported by U.S. Foreign Service 
Commercial Officers and industry experts selected by the 
Department of Commerce. 

986. Catalog Show File - Contains documents relating to 
the development and conduct of catalog shows. Records 
maintained in multi-division folders and consist of such 
items as plans packages, control sheets, correspondence 
with companies, photos, and show evaluation reports. File 
arranged by theme. 
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Dispose 3 ye~ after event. 

987. Industry Representative File - Contains data pertaining 
to the background and performance of industrial representa-
tives. Folders contain such records as data sheets, photos, 
and correspondence. File maintained alphabetically by name 
of representative. 

Dispose upon termination, retirement, or withdrawal 
of representative. 

988. Subject Administrative File - Contains documents on 
the operation and activities of the "Catalog Show Unit." 
File contains such records as travel vouchers, newspaper
and magazine articles, directives, organization charts,
pamphlets, correspondence and memos, sales brochures, and 
proof sheets. 

Move active papers forward and dispose of
 
all others when 3 years old.
 

989. Catalofue Country File - Contains documents relating
to the socia , economical, and political features of coun-
tries. Records consist of such items as photos, news clips,
maps, export/import reports, correspondence and memos. 
File maintained alphabetically by name of country and used 
primarily for reference. 

Dispose ,~en it has served its purpose. 

990. on Com leted Shows - This consists 
of (3x car s on comp ete cata og sows. Cards contains 
data on participants, products, theme, and degree of 
success. 

Dispose when they have served their purpose. 

991. Budget Binders - Three-ring binders containing budget 
data for unit. Binders contain such records as financial 
plans, budget authorizations, and correspondence with foreign
posts. 

Dispose when 3 years old. 
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!.In-st~/Mail Order Promotions . 

e Promotes t.he sale of U. S. consumer products in foreign
retail stores and in foreign mail-order catalogs. Develops
themes and merchandizing campaigns and works out contractual 
agreements with foreign firms to devote adequate TV, news-
paper, and radio advertising coverage to insure success of 
promotional ventures. 

992. In-store Promotional File - Contains documents relating
to the sale of u.s. products in foreign retail stores through
the sponsorship and conduct of In-store promotions by Com-
merce. File contains such records as cablegrams, airgrams,
lists of promotion participants, promotion plans, copies of 
promotional agreement with stores (Embassies maintain origi-
nals), correspondence with stores and posts. File main-
tained alphabetically by name of store. 

Retire to BTRS 3 years after completion of event. 
Transfer to WNRC 1 year later, and dispose 4 years
thereafter. 

993. Evaluation Reports - Reports on the planning, conduct,
and results of promotion. Reports contain such data as 
names of participating merchants, products sold and volume 
of sales, prospects for future or return sales, and sum-
maries and conclusions. 

Dispose 3 years after event. 

994. Public Relations and Theme Data File - Contains data 
and items pertaining to the merchandizing of products and 
the conduct of store promotions. File contains the "Center 
Pieces" or "Theme Schemes" - the data and items that pro-
vide the central attraction for a promotion~ File contains 
slides, photographs, newsletters, posters, flags, produc-
tion outlines, pamphlets, and various forms of artwork. 
File used primarily for reference. 

Dispose when no longer needed. 

995. Resources - and Merchandise 
File - onta1ns computer generate ata on t e resources 
InVOlved in promotions. Records consist of such items as 
lists of products and suppliers, names and locations of 
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foreign volume sales retail stores, and post performance 
summaries for retail stores. 

Dispose after receipt of updated records. 

Support Services Division 

This Division plans, develops, and manages the fiscal and 
physical resources supporting and implementing the promo-
tional programs of the Office of International Marketing.
This is accomplished by the Director and the four staffs 
listed below: 

1. Exhibition Management
2. Shipping Staff (New York Office) 
3. Fiscal and Facilities, and 4. Staffing Services 

The Director's role is a decision-making one and he main-
tains the following files: 

996. Support Services Director's Subject File - Contains 
documents relating to the management and coordination of 
the Support Services program. File contains documents on 
such subjects as Administrative Instructions, Budget, Over-
seas Housing, Legisl.::!tive Trade Fair Prograni-Authority,
Tables, Cost Recovery, Proposals, and Personnel. Records 
consist of correspondence, memos, workpapers, travel 
vouchers, news clips, reports and pamphlets. 

Retire to BTRS when 3 years old and transfer to the 
WNRC 1 year later. Dispose when 10 years old. 

997. Chronological File -'Contains copies-of correspondence 
and memos sent out of the office by the Director and Deputy
Director. File maintained in date order. 

Dispose when 3 years old. 

998. Trade Center Director's Conferences File - Contains 
doct~ents relating to conferences held by Trade Center 
Directors since 1966. Records consist of such items as 
announcement of meetings, agendas, lists of attendees,
summary of transcripts, minutes of meetings, memos, and 
correspondence. File arranged by year. 

Dispose 5 years after conference. 
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Staffing Services 

This activity is primarily responsible for manpower 
management for the OIM including employee development, 
training, utilization of special skills su~h as foreign
languages, market research ability, salesmanship and pro-
motion. It also coordinates office liaison with the State 
Department on Foreign Service Commercial Officer assign-
ments. 

999. Emplo~ee Record (SF-7B) - This is a (5x8) card record 
of each actlve employee showing name, address, nature of 
action, effective date, position title and number, grade 
and salary, group and organization designation, and official 
station. 

Dispose of individual cards 2 years after 
separation of employee. 

1000. OIM Personnel File - This is a name case file for 
Foreign SerVlce Commerclal Officers, Foreign Service Reserve 
Officers, and Field Office Foreign Trade Specialists. Each 
folder contains copies of papers that are used to evaluate 
the subject employeds qualifications and career goals, and 
training desires. The file is used to manage the manpower 
resources of OIM. 

The information collected in this file is essentially dupli-
cated in the Official Files. Since these papers are used to 
serve operating needs only they are of relative short term 
value. 

Dispose 1 year after evaluation of subject employee. 

1001. Program Personnel - This contains name case files 
for each employee in this category. Typically a case file 
will contain a copy of a career development and program
sheet, request for salary and wages, CEP overseas staff 
date sheet (a summary of qualifications, efficiency rating, 
experience and assignment preferences), career resume, bio-
graphical profile, and copies of time and attendance reports. 

The .file is used to manage the manpower resources and the 
need for these papers is only for a relative short period
since they are duplicated in the Official Personnel Folder. 
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Dispose l~ear after separation of s~ect employee. 

1002. Ap21ications for Federal Emp1o~ent - These are appli-
cations w~th related papers under cons~deration for employ-
ment in the OIM. 

a.	 Successful Applicants File - Move forward to the 
appropriate case file series described above. 

b.	 Unsuccessful Applicants File (inactive) - Dispose
when 1 year old. 

1003. ment Work Files - These 
are cop~es 0 papers generate or co ecte y t e activity
to keep informed of and participate in all career develop-
ment programs and training opportunities offered by the 
Department or by inter-agency bodies or by other agencies. 

These are workpapers of short term value since the substan-
tive results are documented in the Official Personnel 
Folders of employees affected. 

Dispose of individual documents or contents of file 
folders when they have served their purpose. 

1004. Position Descrietions - This is a copy of a job
description for each f~lled position in the OIM. 

Dispose when superseded by a new description. 

1005. OIM Reports File - This consists of the following 
reports prepared for the OIM Director, the Bureau, and the 
Department: 

Bi-Monthly Intelligence Report
Bi-Monthly Open Projects Report
Monthly Report to the Secretary 
Monthly Communications Plan 
Quarterly Improvement Project Report
Weekly Activity Report 

These reports are essentially prepared, edited, or compiled
by the Deputy Director of the Resources Management Staff; 
in total the reports comprise a major portion of the manage-
ment information system of OIM. The reports are used for 
decision-making purposes by the Directors of OIM and BIC, 
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and higher level officials of the Department. Included 
in this series is a summary briefing report also prepared
by this office for the use of the senior officials 
involved in top level meetings. 

Set of one copy each - Permanent. Retire to BTRS 
when no longer needed for current business and 
transfer to WNRC 2 years later. Offer to the 
National Archives 20 years thereafter. 

1006. Administrative Subject File - These are office copies
of housekeeping papers on matters such as arrangements for 
meetings, requisitions, request for space, telephone serv-
ice, time and attendance reports and similar matters. 

Dispose when 2 years old. 

1007. Staffing Service Program File - Contains documents 
pertaining to the management and operation of the overseas 
staffing program. File contains such subjects as Alien 
Wives Project, Briefing Book Material for Foreign Service 
Inspectors, Foreign Service Language, Intern Program, Job 
Descriptions, Office Procedures, Overseas Schools, Privacy 
Act, Reorganization, and United Nations Assignments.
Records consist of memos, correspondence, pamphlets, news 
clips, magazine articles, cablegrams, and airgrams. 

Dispose when no longer needed for current business. 

Exhibition Management Staff 

This staff develops and implements promotional techniques 
and programs in overseas markets to directly support the 
marketing objectives of U.S. firms participating in com-
mercial exhibitions. The staff also provides for leasing
and construction of exhibition and seminar facilities and 
the physical operation of such facilities for the domestic 
and foreign export marketing programs. The Shipping Staff 
located in New York City uses this office as its principal 
contact with the Washington organization for coordination 
of activities and for other purposes. 

1008. Show Promotion File - This contains incoming and out-
going correspondence, airgrams, company brochures, market 
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promotion plans, marketing promotion bids, specifications,
and printed material and final evaluations of the show. 

The final evaluation reports only have value for planning 
and projecting the next show having the same theme. The 
reasons for this are the rapid changes in markets and 
technology and that the reports are aimed at collecting
only information that is useful for trade promotion pur-
poses. 

The copies of the market development contracts for the shows 
are also included in this file. These are convenience 
copies since the record copy of the contracts is maintained 
in the Central Accounting Division, Office of the Secretary. 

These papers are arranged by geographical location. 

Retire to BTRS when the show is closed and
 
dispose 3 years later.
 

1009. Roster of Mana ers and 
Assignment - ese are s eets or eaCl sta mem er s oWlng
his assignments in the conduct of foreign trade promotion 
shows. This is a long term management worktool that must 
be maintained in close proximity to the user and it has 
no value for other than operational purposes. The essen-
tial information in this roster is maintained in the sub-
ject employee~ Official Personnel Folder. 

Dispose of sheets for an individual employee when 
they have served their purpose. 

1010. and Procedurals Manual File - This staff 
is responSl e or eveloplng an lssulng tree manuals 
entitled as follows: 

Foreign EXEort Promotion °Eerations Manual 

Foreign EXEort Promotion Marketing Manual 

Foreign EXEort Promotion Procurement Manual 

The file consists of one copy of each version of each of 
the manuals with related backup papers. 

Permanent. Retire to BTRS when no longer needed for 
current business and transfer to WNRC 2 years later. 
Offer to the ,National Archives 20 years thereafter. 

Jan 76 

337 



1011. Exhibitttn Program File - Contains4ltcuments relating
to the design and construction of exhibits and fairs, and 
the evaluation of special promotions and World Fair host 
proposals. Folders in file contain data on such subjects
as Floor Plans for Shows, Show Registration Procedures,
Overseas Management Workshops, Complaints and Accomplish-
ments, Building Designs, Exhibit Designers, and Storage of 
Exhibition Records. Records consist of circulars and 
announcements, request for slides, floor plans, economic 
planning studies, letters to and from city officials of 
cities seeking to host World Fairs, show schedules, and 
organization charts for commercial exhibits. 

The records in this file are workpapers and duplicates of 
those maintained by committees and other units of the 
agency having primary project responsibility. 

Retire to BTRS when 3 years old and transfer to 
WNRC 2 years later. Dispose 5 years thereafter. 

1012. U.S. Exhibition Construction and 0 eration File -
Contains ocuments re at~ng to t e construct~on an opera-
tion of shows. File pertains to such subjects as site selec-
tion, show construction, food service, staffing, vehicle 
rentals, giveaways, and communications. Records consist 
of such items as bid schedules, construction contracts,
freight forwarders contracts, budget reports, progress 
reports, and financial reports. File alphabetically main-
tained by name of show. 

Record copies of the contracts are maintained in the Office 
of the Secretary, Contract Administration Branch, Office of 
Administrative Services and Procurement. 

Dispose 3 years after completion of show. 

1013. Exhibition Management Cablegrams and Airgrams File -
Cablegrams and airgrams cover construction progress,
staffing, show operation, security, transport of displays
and other day-to-day questions about shows. 

Dispose when 2 years old. 
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Exhibit 'ansportation s~'aff (New yet City) 

This staff is often conversationally referred to as the 
New York Office. Although it is located in New York City,
the staff is a part of the headquarters organization and 
is not a field activity. 

The staff performs as a semi-autonomous unit because of 
the nature of its functions and responsibilities. 

The staff provides logistical support for domestic and 
foreign marketing programs including the coordination and 
control of domestic' and international shipment of exhibi-
tor products and exhibition support material. More spe-
cifically, this includes keeping track of products from 
the time they leave the possession of exhibitors until 
they are returned to them. Necessary instructions are 
prepared, shippi~g documents are issued or maintained,
all shipping arrangements are made and executed, and the 
exhibitor is kept informed of each transaction. 

1014. Shipping Documents File - This documents the entire 
history of the movement or location of exhibitor products
from the time they leave possession of the exhibitor until 
they are returned to him or disposed of in some other 
manner in accordance with the exhibitor's instructions. 
The documentation includes copies of participation agree-
ments, shipment instructions, dock receipts, commercial 
ocean bills of lading and airways bills, commercial 
invoices, pickup order, and related papers. 

Most of the transportation charges are paid for by the exhi-
bitor (commercial firm) and no government funds are involved. 
The exhibitor is furnished copies of the shipping documents 
involved. In addition, when a show is closed the·manager's
file on the show is forwarded to BIC, in Washington. This 
file also contains copies of the principal shipping documents 
on the exhibits used for the show and it is maintained long
enough to meet all requirements for audit and other purposes. 

Occasionally, a government bill of lading is issued to 
cover transportation costs of an exhibitor's product from 
the part of discharge to the exhibitor on its return trip.
Copies of these GBLs for fiscal accountability are main-
tained in the Central Accounting Division, Office of the 
Secretary. 
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Transshipments•abroad of exhibitor's products from one 
show to another without return to the exhibitor are also 
documented in this file. 

The papers are arranged alphabetically by the names of 
shows,thereunder alphabetically by the names of exhibi-
tors. 

Dispose when 5 years old. 

1015. Card Control of Shipments - This is a (5x8) card 
file of all exhibitors to whom shipment instructions have 
been issued. The card shows exhibitor's name and address,
contact, telephone number, name of consignee show, point 
of origin of shipment, brief description of products 
involved and the like. 

Start a new file every 5 years and dispose of 
old file 1 year later. 

1016. Administrative Subject File - This contains office 
copies of housekeeping papers on matters such as use of 
imprest funds, job descriptions and other personnal ac-
tions, time and attendance reports, budget, requisitions, 
travel, and work copies of Departmental, Bureau and other 
authoritative directives. The file also contains copies
of papers relating to several-other subject areas of 
housekeeping. 

Dispose when 2 years old. 

1017. Reading File - This consists of one copy of each 
outgoing item generated by the staff, arranged chronologi-
cally. 

File is a useful worktool for tracing lost property for a 
period somewhat longer than such files are usually kept. 

Dispose when 5 years old. 

Fiscal and Facilities Branch 

1018~ Administrative File - Contains documents relating to 
the general management and housekeeping operations of the 
Branch. Data pertains to office safety, building security, 
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equipment and ~nishings, budget and finatlb, organiza-
tion, and travel. Records consist of such items as budget
notes, organization charts, time and attendance reports,
travel vouchers, correspondence and memos. 

Dispose when 2 years old. 

1019. Conditions of Partici¥ation - Contains development
and final printed versions 0 the conditions that must be 
satisfied by participants in trade fairs and shows. A 
separate file is maintained for each type of program (trade 
fair, trade center, etc.). 

Dispose when revised or terminated. 

1020. Bud~et File - Contains data relating to the formula-
tion of aUdget for trade fairs, exhibitions, and other 
product marketing programs. Records consist of financial 
plans, budget authorizations, status reports and tables, 
memos and correspondence. File arranged alphabetically by
type of promotion (Technical Sales Seminars, Catalog Shows,
In-store Promotions, etc.). 

Dispose when 5 years old. 

1021. Leases Insurance 
Policies an Calms Fl e - Contalns and an Ul lng
leases for trade centers, trade fairs, and other promotional 
events. File also contains contracts for transporting mate-
rials to exhibits, insurance claims, and correspondence and 
memos pertaining to these items. 

a. Leases - Dispose
or completion. 

3 years after termination 

b. Freight Forwarding Contracts - Dispose
after termination or completion. 

3 years 

c. Insurance Policies and Claims - Dispose 1 year
after termination of policy or close of claim, 
whichever is later. 

1022. Printing Files - Contains copies of Printing Requisi-
tion (CD-lO) for promotional literature for trade events. 

Dispose when 1 year old. 
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1023. Overseas Budget Status Report - Monthly report of 
the actual vs. budgeted expenditures made by the Bureau 
of International Commerce for overseas promotions. 

Dispose when 5 years old. 

1024. Monthly Travel Plan File - Contains the worksheets 
and drafts of monthly travel plans. Travel plans outline 
the proposed travel for the Office of International Mar-
keting for the month. Used for screening travel. 

Dispose when 2 years old. 

1025. Shared Administrative Support File - Contains data 
relating to the shared expenditures made for administrative 
support by the Department of State and the Department of 
Commerce. File contains summaries of all bills sent from 
embassies to the State Department for compilation and 
division with Commerce. Records consist of such items as 
supporting airgrams, reimbursement agreements, summary 
distribution of expenses, and memos and correspondence. 

Dispose when 3 years old. 

1026. pro~ect Cost Runs - Computer-generated cost runs 
showing bu geted vs. actual expenditures for each project.
A part of the Program Management Information System. 

Dispose when 3 years old. 

Assistant Director for Emergent Markets· 

The Assistant Director for Emergent Markets plans and 
implements individual country programs to support the 
marketing needs of the U.S. business community on a tar-
geted industry, product, and market basis. Emergent
Markets is made up of Country Market Managers (CMM) for: 

1. Singapore/Malaysia/Thailand/Indonesia/Phi11ippines
2. East/South Asia 
3. Mexico/Central America 
4. Andean/Caribbean Countries 
5. Brazil/River Plate 
6. West/Central Africa 
7. East Southern Africa 
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1027. AssistattDirector's (Emer ent Mar~s) Administra-
tive Proce ures Po 1CY F1 e - Contains ata pertaining to 
the management of the Country Market Managers (CMM) for 
Emergent Markets. The file is alphabetically divided by
subject. Folders contain data on such subjects as Bureau 
Announcements, Bicentennial Committee, Budgets, Congres-
sional Communications, Export Promotion, GAO Report, Market 
Research, Overseas Management, and Trade Promotion. 

Move active papers forward. Transfer all others 
to BTRS every 4 years. Dispose when 6 years old. 

1028. Chronological File - Contains yellow copies of corre-
spondence originated by members of the staff. The file is 
maintained by year then month. 

Dispose when 3 years old. 

Assistant Director for Developed Markets 

The Assistant Director for Developed Markets plans and 
implements individual country programs to support the mar-
keting needs of the U.S. business community on a targeted
industry, product, and market basis. Developed Markets 
is made up of Country Market Managers (CMM) for: 

1. United Kingdom/Canada
2. Nordic 
3. Germany/Austria
4. France/Benelux
5. Italy/Turkey/Greece
6. Spain/Portugal/Yugoslavia/Switzerland
7. Japan
8. Australia/New Zealand 

1029. Assistant Director1s (Develo ed Markets 0 erations 
File - Conta1ns ata perta1n1ng to t e management 0 
Country Market Managers (CMM) for Developed Markets. The 
file is divided into three primary parts - Regional Groups, 
Trade Centers, and Operations. 

Regional Groups contains airgrams, cablegrams, reports, 
and memos on budgets and problems pertaining to groups 
of countries such as Germany, Austria, and France. 
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Trade Centers contains reports and memos on programs,
schedules of events, and operations at Centers located in 
such cities as London, Frankfort, and Sidney. 

Operations contains airgrams, memos, reports and work 
papers pertaining to such subjects as consumer goods pro-
motions, Paris air show, speech material, research planning,
program development, and trade promotions. 

Move active papers forward. Transfer all others to 
BTRS every 4 years and.dispose when 6 years old. 

1030. Administrative Subject File - Contains papers used 
in the general housekeeping activities of the office. Data 
pertains to such subjects as budgets and finance, personnel, 
public relations, organization, and travel. 

Dispose when 2 years old. 

1031. Chronological File - Contains incoming and outgoing 
memorandums and correspondence generated and handled in 
the day-to-day operation of the office. 

Dispose when 5 years old. 

Regional Affairs for Developed Markets 

Regional Affairs for Developed Markets is part of the 
Developed Markets Division of the Office of International 
Marketing. The unit~ primary function is to gather and 
provide tariff information to the American business com-
munity. In addition, the unit maintains and provides data 
on European Trade Regulations and Taxes. 

1032. GATT (General A reement on Tariff and Trade Kenned 
Round Fl es - Contalns ocuments re atlng to t e organiza-
tl0n, proceedings, and issuances of GATT. Divisions of 
file divided into such headings as Membership, U.S. Trade 
Negotiating Committee, Commodities (by name), U.S. Position 
Press Reports, Subsidies, Kennedy Round Results, and GATT 
Position Papers. File arranged by number. 

Dispose 15 years after current Round negotiations. 
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 1033. EEC (European Economic Communit Files - Contains 
data pertaining to the esta ~s ment, mem ers ip, develop-
ment, operation, and production of EEC. File contains 
data pertaining to such subjects as establishment of EEC, 
Council of Ministers, EEC Crisis, Country Data, In~rnal 
Tariffs, Trade Agreements, Insurance, Balance of Payments, 
Currency Conversion, Transportation and Communication, 
Agriculture, and Industry. 

Retire to BTRS when 10 years old and transfer to
 
WNRC 2 years later. Dispose when 20 years old.
 

1034. ECE (Economic Commission for Europe) Files - Contains 
information pertaining to the organization and management 
of the Economic Commission for Europe. File covers such 
subjects as meetings, administration, energy, commodities 
(by name), and manpower and employment. 

Retire to BTRS when 10 years old and transfer to 
WNRC 1 year later. Dispose 5 years later. 

1035. ECSC (European Coal and Steel Community) Files -
Contains data pertaining to the organization and manage-
ment of the European Coal and Steel Community. File covers 
such subjects as organization and function, court decisions,
transportation, labor, and social policy. 

Retire to BTRS when 10 years old and transfer to 
WNRC 1 year later. Dispose 5 years later. 

1036. Eurotom File - Contains data pertaining to the 
Eurotom organ~zat~on. File covers such subjects as 
administration and program, tariffs and trade, research, 
patents, and nuclear materials. 

Retire to BTRS when 10 years old and transfer to
 
WNRC 2 years later. Dispose when 20 years old.
 

1037. OECD Or anization for Economic Coo eration and
 
Development F~ es - Conta~ns ocuments re at~ng to t e
 
OECD organization. Records cover such subjects as rules
 
and procedures, agenda and schedules, report of activities,
 
international co-operation, Aid Review, financing, taxation,
 
and economic development.
 

Retire to BTRS when 8 years old and transfer to 
WNRC 1 year later. Dispose when 15 years old. 
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1038. NATO Jltth Atlantic Trea~* OrganitptiOn) File -
Contains data perta1n1ng to teN TO organizat10n. Papers
cover such subjects as trade procurement, credits, laws of 
the sea, and the North Atlantic Council. File contains 
only duplicate copies. Used primarily for reference. 

Dispose when 10 years old. 

1039. United Nations File - Contains information pertaining
to the organization, functions, and programs of the United 
Nations as related to U.S. foreign trade. Records concern 
such subjects as UN Development Programs, UN Conference on 
Trade and Development, Outer Space, motor vehicles and parts
agreements, resources of the sea, and international tele-
communications. 

Section 50.5'- UN Conference on Trade and Development (UNCTAD)
is a special concern to the Regional Affairs unit. Records 
in this section contain information on Conferences, develop-
ment and organization of committees (manufacture, finance 
and invisibles, expansion of trade), Commodities (sugar,
cocoa, and coffee), and Shipping. 

a.	 Section 50.5 UNCTAD - Retire to BTRS when 10 years
old and transfer to WNRC 1 year later. Dispose
when 20 years old. 

h.	 All Other Papers - Re tLr e to BTRS when 8 years
old and transfer to W1~C 1 year later. Dispose
when 15 years old. 

1040. Regional Affairs for Developed Markets Miscellaneous 
,.'Files - Contains papers relating to all subject areas that 
/:are of interest to the Regional Affairs Unit. Papers per-

"tain to such subjects as varied council and committee 
activities (by name - e.g. , .InternationaL Monetary .Fund,
World Bank, Council of Europe), charts and interest rates,
export development programs, taxes, trade and personnel. 

a.	 Personnel - Dispose 6 months after transfer or 
termination of employee. 

h.	 All Other Papers - Dispose when 2 years old. 

1041. Secretary Stans' Mission to Europe Briefing File -
Contains briefing papers of Secretary of Co~~erce Stans'
 
April 11-26, 1969 visit to Europe. File consists of
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one folder for the European Economic Community and one for 
each of the Western European countries. Papers contain 
data on such subjects as foreign political and industrial 
leaders and institutions, economic geography, trade rela-
tionship with U.S., and proposed trade strategy. 

Permanent. Retire to BTRS when 10 years old and 
offer to the National Archives 20 years later. 

Country Marketing Managers 

Country Marketing Managers (CMM) in Emergent and Developed
Markets handle units made up of a country, groups of coun-
tries, or a region, e.g., Japan, United Kingdom, Canada,
and East/South Asia. CMM are responsible for planning and 
directing marketing programs and promotions in foreign
countries, and providing overseas marketing information to 
the U.S. business community. 

1042. Countr Marketin Mana ers' Pro ram Sub·ect Files -
Contains ocuments re ating to a p ases 0 pro uct mar-
keting and promotion work in foreign countries. Headings
on folders cover such subjects as Catalogue Shows, Domes-
tic Shows, Market Research, Special Activities, Travel 
Schedules, Success Stories, and American Bicentennial. 
Records primarily consist of reports, memos, and corre-
spondence. 

Move active papers forward and dispose of others 
when 2 years old. 

1043. CeM Bud~et Files - Contains data pertaining to the 
development an application of the budget for the unit. 
Papers consist of such items as budget submittal requests,
budget approval authorizations, record of expenditures,
and reports. 

Dispose when 5 years old. 

1044. Administrative Subject File - Contains data relating
to the housekeeping activities and general manag~ment of 
the offices. File contains such records as organization
charts, personnel actions, job applications, purchase
requisitions, directives, time and attendance reports,
travel vouchers, and news clips. 
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Move active files forward. Dispose of all 
others when 2 years old. 

1045. Chronological File - Consists of correspondence and 
memos initiated and sent out by members of the staff. 

Dispose when 2 years old. 

1046. Cables and Airgrams - Incoming and outgoing cables 
and airgrams filed in chronological order. 

Dispose when 2 years old. 

1047. Fairs and Exhibits - Trade Show Files - Contains 
documents pertaining to the planning, solicitation of parti-
cipants, assembly and staffing, promotion, conduct and 
management, and swrunaryof trade shows put on by Commerce 
in foreign countries. File is alphabetically arranged by 
name of show. Show folders contains such records as pro-
posals for show, lists of prospective participants, selec-
tion of and agreements with public relation firms, show 
directories, staffing plans, photographs of exhibits and 
displays, show summaries and evaluations. 

Retire to BTRS 3 years after completion of show and 
transfer to Wl~C I year later. Dispose 7 years
after completion of show. 

1048. Market Research Studies Files - Consists of market 
studies and surveys made in foreign countries by the Depart-
ment of Commerce or by private firms contracted by DOC or 
commercial or industrial companies or associations. 
Because of changing technology, social patterns, political 
attitudes, and economic conditions market studies and sur-
veys have a short life span for both application and refer-
ence. 

Retire to BTRS 3 years after completion of study 
and transfer to WNRC 2 years later. Dispose when 
10 years old. 

1049. Country Information Files - Contains data pertaining
to ALL Phases of a country's geography, industry, commerce, 
and its people. Folders in files cover such subjects as 
Commodities (by name), Industries (by name), Legislation, 
Construction, Land, Finance, and Banking. Folders contain 
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e·such records as airgrams, cables, PhotOgra~s, pamphlets
and brochures, maps, news clips, studies and reports. 

Move active files forward and dispose of all 
others when 2 years old. 

OFFICE OF EXPORT DEVELOPMENT 

The Office of Export Development directs the execution of 
programs for the development and promotion of U.S. products
and services to foreign countries. The Office of Export 
Development is made up of the Office of the Director and 
four Divisions - Domestic Export Programs, Export Informa-
tion, Major Projects, and Overseas Opportunities. 

Office of the Director 

1050. Director's Program File - Contains documents relating
to the management and operation of the Office. File includes 
such subjects as Value Analysis, Commerce/State Relations, 
Ex-1m Bank Activity, Progress Evaluation, Statistic, World 
Bank, Policy and Programs. 

Move active papers forward and dispose of all 
others when 3 years old. 

1051. Budget File - Contains documents pertaining to the 
development and analysis of the budget of the Office. Con-
tents of the file consist of such items as budget working' 
papers, requests for budget submittals, memos relative to. 
budget requests, budget preparation directives, budget
approvals and authorizations, and budget evaluations. 

Dispose when 5 years old. 

1052. Administrative File - Contains data relating to the 
general housekeeping operations of the Office. Records per-
tain to such subjects as budgets, organization and staffing
(personnel), furniture and equipment, time and attendance 
reports, and travel. 

Dispose when 2 years old. 

Jan 76 

349 



1053. Chrono1o~ical File - Consist of both white and 
yellow copies 0 correspondence initiated and sent out 
by the Director and the Divisions. White and yellow
copies separately maintained in date order. 

Dispose when 3 years old. 

Domestic Investment Services Staff 

This Staff, in cooperation with the 50 states and local 
authorities, the State Department, embassies and consulates,
and others, facilitates foreign direct industrial invest-
ment in the United States in the interest of economic 
growth, productivity, employment, and the securing of new,
advanced, and high technology. 

Files maintained by the Staff are attributed to the Invest 
in the USA Program. 

1054. State Industrial Economic Data File - This contains 
booklets, brochures, and other secondary source material 
containing economic and industrial data, e.g., population,
labor, industrial sites, financing schemes, training pro-
grams, etc., for each state. Information is drawn from 
this materi~l to respond to foreign and domestic firms that 
are considering the establishment of manufacturing facili-
ties in the U.S. 

Dispose of individual documents or file folders 
when they have served their purpose. 

1055. State Investment Missions File - This contains copies
of incoming and outgoing correspondence with related material 
relative to investment missions that each state has sent to 
Europe, Japan, or Canada to promote foreign direct invest-
ment in the United States. These papers lose their value 
after the expiration of a short period of time after the 
mission has completed its work. 

Dispose 2 years after termination of the mission. 

1056. Foreign Firms in the United States - This file con-
tains incoming and outgoing correspondence and related 
papers which contain information relative to foreign firms 
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having manufacturing facilities located in the various 
states. The papers are arranged alphabetically under the 
names of states. 

This file is an essential worktool, but the papers have 
no value for any other purpose. 

Dispose of individual documents or contents of 
file folders when 18 months old. 

1057. Foreign compan~ Investment Files - This contains 
copies of incoming an outgoing correspondence with foreign
companies that are planning to set up manufacturing plants
in the U.S. The papers ,are arranged alphabetically by the 
names of companies. 

The file is an essential worktool, but the papers have 
no value for any other purpose. 

Dispose upon notification of withdrawal of invest-
ment interest. 

1058. Industrial Develo ment Attaches File - This is docu-
mentation re at~ve to tea m~n~strat~ve management and 
activities of U.S. Industrial Development Attaches who 
were assigned to Europe. 

These papers are characteristically different from the 
usual housekeeping administrative papers and they should 
be maintained for the full prescription period. 

Move active files forward, retire all others to 
BTRS at the end of every 2 years and transfer to 
WNRC. Dispose when 10 years old. 

1059. Licensin9 File - This is documentation of joint ven-
ture opportunit~es received from foreign companies which 
want their products made in the U.S. by U.S. companies. 

Dispose when 18 months old. 

1060. U.S. Company Investment Files - This is documenta-
tion pertaining to u.S. companies looking for unique
foreign products which they can manufacture in the U.S. 
under licensing or joint venture agreement. 

Dispose when 2 years old. 
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1061. File - Documentatio .. of foreign
direct sse .S. by foreign Wlffipanies. 
These opportunities are listed and published periodically
for wide public distribution. The papers are arranged
alphabetically under the names of foreign countries. 

Dispose when 1 year old. 

1062. Conference Files - Documentation of formal and small 
sca.ke "Invest):r; USA" Conferences held in Europe and Japan. 

_ It-ttl, ~aUfd 7d~' 
(I) ~ ~ h'c, Permanent. Retire to BTRS when no longer nee dqd /~ C, ",n
~~~~1lY fo~ 9Urrent business and transfer to WNRC.~~ A/~~
." "v-r~ ?....e ~,,-t-L, ' 

1063. General Sub'ect Files - These contain documentation 
providing an overV1ew 0 economic and industrial factors 
that have a direct bearing on foreign direct investment in 
the U.S. Notable subject headings in the file include: 
Buy American Act, Anti-trust, Legal Provisions Effecting
Inve stmen t in the U'.S., and the 1ike. 

These papers are an essential worktool, but they have no 
value for any other purpose. 

Dispose of individual documents or contents of 
file folders when obsolete. 

1064. Recent Foreign Investment Activit~ in the U.S. - This 
was a monthly synoptical report submitte to the Secretary
of Commerce which capsulated foreign investment activities 
under headings such as New Foreign Investments, Acquisitions:
Negotiated or Unopposed, and Acquisitions: Contested and 
Other Developments. 

This was a record set (1 copy each) of the reports which 
appeared to contain information of considerable value to 
future resea~hers for~~rposes of establishing their per-

f spective. ~~d~~~ 

.11)'" 1'1/{'?' Permanent. Retire to BTRS when no longer needed- for 
V ..,;; ,ilt. c':1~7entbusiness and transfer to WNRC. ~.eA/ J4""';#f/f

~~"Utt 'I p-rVUL- 'p& ,/&V<4 ~,
&p'''' 1065. Foreign %irect Investors in the United States: List 

of Foreign Firms with Some Interest/Control in American 
Manufacturin and Petroleum Com anies in the United States 
T 1S 1S a pu 1cat10n 1ssued as nee e 
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issues which lilts manufacturing and petrJPeum companies
in the.U.S. which are subsidiaries or affiliates of foreign

~ countr1es . 

• I / /. f/7/v Record set (1 copy each) ..Permanent. Retire to BTRS
vl)~~,.\#· ~~~nt~ow~g~eh27~~J~ ~nzt bu~~s~~d trans-&I/~ 

1066. Administrative Subject File - is contains office 
copies of the usual housekeeping papers on such matters as 
arrangements for conferences and meetings, budget, direc-
tives, parking spaces, personnel actions, requisitions for 
services and things, space, time and attendance, training,
travel, and the like. 

Dispose when 2 years old. 

Major Export Projects Divisio.l 

The Major Export Projects Division provides assistance to 
U. S. firms on major international business transaction~ ---
The Division identifies and brings to the attention of U.S. 
industry large scale projects, in excess of 5 million 
dollars, which show a significant potential for the export
of U.S. goods and services. In addition, the Division 
a.ssists U.S. firms illcompeting for these projects, and 
coordinates the activities of other government agencies
in helping U.S. firms win foreign contract awards. 

1067. Project Files - Contains data relating to the finding
of foreign projects and the assistance provided by the Divi-
sion to U.S. firms in winning contract awards. Records con-
sist of such items as airgrams, correspondence, news clips,
reports, internal memos, meeting arrangements and minutes. 
Filed alphabetically by country and then by type of con-
tract. 

Dispose 6 months after award of contract. 

1068. General Country File - File contains documents I?er-
taining to political, economic, and social happenings 1n 
foreign countries having a project potential. Data includes 
such items as reviews of economic conditions, country
development plans, reports by United Nation units like 
UN DO, and international bank loan data. 
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Move act~ folders forward and disp~ of all 
others wh~ 5 years old. .. 

1069. Administrative Subject File - Contains data relating
to the general management and housekeeping activities of 
the Division. Data in file pertains to such items as direc-
tives, budgets, staffing, purchasing, organization, and 
travel. 

Dispose when 2 years old. 

1070. Chronological File - Contains one copy of all out-
going items created by the Division. File maintained in 
date order and used primarily for reference. 

Dispose when 5 years old. 

Domestic Export Programs Division 

The Domestic Export Programs Division provides information 
and assistance to firms interested in international trade. 
The Division organizes and conducts trade shows, foreign
buyer programs, conferences and seminars. In add Lt Lon, 
the Division administers the President's "E" and "E Star" 
Awards and other national incentive programs, provides
staff support to White House conference on foreign trade,
and administers the National ~lltjplier Program. 

Office of the Director 

1071. Division Director's Pro ram File - Contains documents 
relating to t e management an operat10n of the Division. 
Records in file pertain to such subjects as Sales Consult-
ants, Educational Programs, National Association of Manu-
facturers, Overseas Consultants, Legislation, Projects,
Policy,and Programs, and Final Reports on Foreign Buyer and 
Trade Show Programs. 

Move active papers fOTIlard and dispose of all 
others when 5 years old. 

1072. Administrative Subject File - Contains data relating
to the general housekeeping operations of the Division. 
Records in file cover such subjects as budget and finance, 

Jan 76 

354 

T ~~-- - .....~~.... - ~ , v· . 



e	 e
organization and staffing, time and attendance, furniture 
and equipment, and travel. In addition, the file contains 
Division personnel folders. 

a.	 Personnel Folders - Dispose upon termination 
or transfer of subject employee. 

b.	 All Other Papers - Dispose when 2 years old. 

1073. Chronolo~ical File - Contains both the white and 
yellow copies 0 correspondence and memos initiated and 
sent out of the Division by the Director and his staff. 
White and yellow copies separately maintained in date 
order. Also incoming correspondence kept with yellow in 
Director's file. 

Retire to BTRS when 1 year old and dispose 
4 years thereafter. 

1074. Joint Export Association File - Contains documents 
relating to the Joint Export Association Program which pro-
vides financial and other assistance to groups of U.S. com-
panies joined to sell their products in foreign markets. 
Program started in 1970 as a matching fund operation 
between Commerce and participating firms. Program discon-
tinued in 1974. 

Retire to BTRS 2 years after termination of 
program and dispose 2 years thereafter. 

Foreign Buyer Staff 

1075. ForeiQn Buyer File - Contains data related to iden-
tifying fore~gn buyers, determining their interests, and 
arranging for their introduction to U.S. firms. File con-
tains such records as embassy identification of foreign
buyer, contacts and schedule arrangements with U.S. firms,
foreign buyer itineraries, comments and notes on visit,
and final reports on buyer's visits. 

Transfer final report on buyer visits to Division 
Director's Program File and dispose of all other 
papers when 1 year old. 
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1076. Domestic~rade Show File - Containstfocuments 
relating to the 12 to 15 domestic trade shows developed
to promote U.S. products to foreign buyers. Shows 
developed in association with industrial and commercial 
trade groups. Records consist of such items as develop-
ment of themes, show invitations and announcements,
exhibit designs, schedule of events, foreign buyer 
responses, and final reports on shows. 

Transfer final report on buyer's visits to Division 
Director's Program File and dispose of all other 
papers when 1 year old. 

Promotional Support Section 

1:0TT. I.IE"and "E Star'" Awards' Case Files - Consist of docu-
ments by ~ersons, firms, and organizations for the Presi-
dent's "E' Award for Exports, a program creat:ed by Executive 
Order 10978 on December 5, 1961. File contains applications
for the President's "E Star" Award authorized by the Secre-
tary of Commerce on August 4, 1969. Among the documents in 
the files are Forms FO-lOO, Notification of Scheduling of 
an "E" Award Ceremony, FO-lOl, Application for President's 
"E" Award for Export Expansion, company brochures, corre-
spondence and memoranda. File arranged alphabetically by
name of company. 

Retire to BTRS 1 year after award, transfer to WNRC 
2 years later, and dispose 7 years thereafter. 

1078. "E" and "E Star" Awards Card File - Cards (5x8)
showing status of award applications. Cards contain such 
data as name of applicant, file numbers, date of applica-
tions, and award actions. Cards arranged alphabetically
by name of applicant. 

Dispose when they have served their purpose. 

1079. Multipliers File - Multipliers are commercial and 
industrial firms such as banks, transportation companies
(especially airlines), and export management companies.
These firms provide information to the private sector 
regarding export expansion possibilities. They support 
the Commerce Department's district offices in providing
export guidance. 
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File contains S~h records as company apP1t1ations to 
serve as multipliers, proposals indicating role of pro-
spective mUltipliers and related correspondence. File 
arranged alphabetically by company. 

Retain records of all active companies and dispose
of folders of inactive companies when they have 
left the Program. Dispose upon termination of com-
pany participation in Program. 

1080. White House Conference Files - Contains documents 
relating to Government-Pr1vate Sector Conferences, called 
in the name of the President, to promote the sale of U.S. 
products and services abroad. The Promotional Support
Section provides staff support to the White House confer-
ences. The Section prepares agendas, arranges for meeting 
facilities, prepares invitations and lists of participants, 
and publishes and disseminates reports. File made up.of 
such ~ubjects as List of Participants, Publicity and News 
Coverage, Biographies and Photographs of Speakers, 
Speeches, Audio Tapes of SpeecheJ1 ~it Co~s ~~~ Pro-
grams, and Conference Reports'/~~~7~7U,,-{j 

V....... tf e f-. Permanent. Retire to BTRS 1 year after conference. J) 
I ~ .L c. I- Transfer to WNRC 2 years later, and offer to the 

eP rJ ............,. / .. , National Archives 20 years thereafter. 

-i>e~ Overseas Business Opportunities Division 

This Division assists U.S. firms interested in investing 
abroad and/or licensing abroad by seeking and transmitting
opportunities in specific industries and in particular 
foreign countries. 

It promotes and assists foreign industrial investment by 
U.S. firms in the interest of economic growth, improve-
ment of the balance of payments, employment, and the 
exchange of new and advanced technology. 

Files maintained by the Division are attributed to the 
Foreign Investment Services Program. 
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Overseas Products and Investment Opportunities Staff 

1081. Investment and Licensing o¥portunity Project Files -
These consist of proj ect folders .o r each opportunities
discovered for U.S. investors to invest in foreign firms. 
The folder contains copies of all correspondence and 
related papers pertaining to the opportunity covered by
the project. 

The folders are filed alphabetically by country and, ,in 
the case of active countries, alphabetically by name of 
foreign proponents. 

Retire inactive files to BTRS at the end of every
year. Dispose when 3 years old. 

1082', op¥ortunity SIC Index - This index identifies invest-
ment andicensing opportunities in foreign countries by SIC 
number and each SIC grouping is broken down by geographical 
region or area. Material filed under the index normally
consists of a copy of the project announcement or a copy

,of an Investment Opportunity Action Record sheet covering
unpublished projects. 

Dispose of documents when 1 year old. 

1083. Com~any Files - These contain correspondence with 
American f1rms looking for foreign investment opportunities . 
.Correspondence and related papers pertaining to prospective
candidates for the American Investor's Register (AIR) are 
arranged alphabetically by company (or individual) name. 

Purge the file at least once a year, moving active 
papers forward and disposing of all others when 
superseded or obsolete. 

1084. American Investor's Re ister (AIR) Files - These 
contain names, a resses an ot er pert1nent 1nformation 
regarding communications with active foreign investment 
and licensing candidates. Basic material found in the 
file includes dated Foreign Investment Service Record 
sheets or American International Investment Re ister 
sheets wit supp ementary mater1a suc as ate p1n
records of outgoing communications identified by SIC 
numbers, and identifications of cooperative trade associa-
tions in each industrial grouping. 
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Dispose of individual sheets when the American 
investor's interest is withdrawn or satisfied. 

1085. Country Files - These consist basically of communi-
cations with the foreign service. In most cases, the 
papers in each country file are subdivided into general
information, investment information, U.S. firms interested 
and foreign interests in U.S. investment or licenses. 
Some country files include special folders on subjects
of particular interest. 

Dispose of individual documents or the contents of 
file folders when they have served their purpose. 

1086. Administrative sub~ect File - These contain office 
copies of the usual house eeping papers and a quantity o(
operating and reference material pertaining to divisionat'" 
activity and to other Departmental activity. The following
are examples of secondary and tertiary subject headings 
appearing in the file: Budget, Library, Organizational
Data, Personnel, Reports (Activity), Time and Attendance,
Travel and Heetings, Secretarial Officers, Domestic and 
International Business, Bureau of Domestic Commerce,
Bureau of International Commerce, and General Reference 
Files. 

Dispose when 2 years old. 

1087. Chronological Files - These contain a copy of each 
outgoing item generated by the activity. 

Dispose when 1 year old. 

Export Information Division 

The Export Information Division provides assistance to U.S. 
firms by identifying and helping them locate agent/distri-
butor for their products, evaluating the financial and 
management condition of foreign firms, counseling exporters
and prospective exporters, disseminating reports on 
foreign production and commercial conditions, and investi-
gating and resolving trade complaints and problems. The 
Division is made up of the Office of the Director and 
four Sections - World Trade Data Reports, Export Contact 
List, Business Counseling and Business Communications/AITR. 
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Office of the Director 

1088. Director's Program Subject File - Contains data 
relating to the operation and control of the Division's 
programs. Folders in file identified by such headings as 
Estimated ADP Requirements, Country Commercial Programs,
State/Commerce Exchange, End-User Profiles, Project 
Descriptions, Business Counseling, and Trade Centers. 

File contains such records as reports, correspondence, 
memos, and news clips. 

Move active papers forward and dispose of all 
others when 5 years old. 

1089. Director's Administrative File - Contains data 
relating to the general housekeeping operations of the 
Division. File contains documents pertaining to pur-
chasing material, acquiring space, organization and 
personnel, budget and finance, public relations, and 
travel. 

Move active papers forward and dispose of all 
others when 2 years old. 

1090. Director's Chrono~cal File - Contains copies of 
correspondence, yellow and white copies, sent out of the 
office. File maintained in date order. 

Dispose when 3 years old. 

1091. 

Dispose when 2 years old. 

World Trade Data Reports Section 

1092. WTDR Administrative File - Contains data relating
to the general housekeeping operations of the Section. 
Records in file pertain to such subjects as budget and 
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finance, orgaJllatio~ and personnel, Fore~a Affairs 
Manual, controlling comrrlunications,space and furniture,
and travel. 

Dispose when 2 years old. 

1093. WTDR program File - Contains data pertaining to the 
management of t e Section's program. File contains such 
headings as Circular Memos, Briefing Papers, Ex-im Bank,
Foreign Credit Insurance, Foreign Post Operation, Con-
tracting Out Requests, and Policy. 

Move active papers forward and dispose of all 
others when 5 years old. 

1094. End-User Correspondence File - Incoming letters by 
name of correspondent. Consists of requests for reports, 
inquiries regarding status of reports, and request and 
orders for forms. 

Dispose when 2 years old. 

1095. OMI-Tar~et Industry Research File - File maintained 
by industry (B10chemical, Electronics, etc.) and then by 
country. Folders contain lists of firms in industrial 
groups. 

Dispose when 10 years old. 

1096. Nigerian Petty Traders File - Folders contain infor-
mation on fraudulent and mobile firms in Nigeria. 

Dispose when 10 years old. 

1097. Chronological File - Contains letters initiated and 
sent out by the staff. File maintained in date order. 

Dispose when 3 years old. 

1098. Deposit Order Blanks - Contains the General Printing
Office form Deposit Order Blank (GPO-364l.R4-74). Used by 
firms who maintain an account with the GPO and make payment
for their report requests from this account. 

Dispose when 3 years old. 
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1099. Billing _le - Paid EID File - Contas Request for 

• World Trade Data Report (DIB-431) and form letter bill for 
service. File maintained by month. 

Dispose when 3 years old. 

1100. Check Receipt File - Note of payment receipt from 
Imprest Fund Cashier. Receipt noted on payees' envelope.
Envelopes maintained in Section by month. 

Dispose when 3 years old. 

1101., WTDR Post Production Re¥orts - Statistical-type
reports regarding the number 0 requests sent to and the 
number of reports produced by foreign posts. Reports made 
weekly, monthly, and annually for each post. 

a.	 Annual Reports - Dispose when 5 years old. 

b.	 Weekly and Monthly Reports - Dispose when 1 year
old. 

1102. Post Activity File - Contains data relative to con-
tracts and operations pertaining to WTDR. Includes such 
items as difficulties encountered in getting data, request
for better firm identification, security restriction on 
data, and contracts by Post with local agencies for 
obtaining data. File maintained for each of five geo-
graphic areas. Within each area, folders maintain by
country. 

Move active papers forward and dispose of all 
others when 5 years old. 

1103. World Trade Reports File - Cable copy of WTDR sent 
to Analyst Desk by Post. Report microfilmed and dupli-
cated. Microfilm set in aperture card, duplicates dissemi-
nated as required, and original cable maintained at Analyst
Desk by date. 

a.	 Original Cables - Dispose when 1 year old. 

b.	 Microfilm Aperture Card - Retire to BTRS after 
2 years, transfer to WNRC 2 years later, and 
dispose 6 years thereafter. 
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1 
c.	 Duplicat~- Dispose after they have~rved 

their pur","se. i 

Export Contact List Section 

1104. World Trade Data Report File - WTDR used as source 
document for computer input. Use item 1 to 17 of WTDR for 
computer file. 

Dispose when 1 month old. 

1105. Prospect Information Report File - Used by Foreign 
Service to provide data on a newly identified firm or up-
date data on an existing firm. Used as source document 
for computer input. 

Dispose when 1 month old. 

1106. Operations Memorandum File - Partial update of data 
on foreign firms. Serves primarily to add, revise, or 
delete information on firm in computer file. 

Dispose when 1 year old. 

1107. Mass Data Update - A printout of firms on which no 
action has been taken in three years. List sent to State 
Department for review. Used to delete inactive data from 
computer file. 

Dispose when 6 months old. i·r 
1108. Computer File Printouts - Printouts of what is in 
the computer file. Data by Schedule C Codes, then alpha-
betically by country and firm. Used to check data, make 
immediate changes, and make immediate and visual reference. 

Dispose upon receipt of updated edition. 

1109. Export Contact Computer Tape - Master Mag Tape con-
taining Export Contact data. Tape used to produce Trade 
Lists, Export Mailing Lists, and related outputs. 

Dispose after third update cycle. Delete data on 
firms inactive for 5 or more years. i 

I 
I 
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• e
1110. Trade Lists - Publications providing financial, 
management, production, and marketing type information 
on foreign firms. Publications made up by country. 
Data in publications arranged by commodity (Standard
Industrial Code), then firms and associated data. 

Dispose after 3 years or when revised, whichever 
is sooner. 

1111. Service and Publication Re uest File - Request from 
public an ot er government agencles or rade Lists, 
Foreign Traders Index searches, mailing list, and related 
types of foreign trade data. Requests received in letter 
form and on Form DIB-4052P, Export Mailing List Request. 

Dispose when 1 year old. 

1112. Request Log - Book listing person or firm making 
request, request number, amount charged, and date paid. 

Dispose when 3 years old. 

1113. Billing File - Copies of invoices, letters, and 
Deposit Order BlanKs (GPO 364l-R4-74) used for billing 
and receiving payment for services. 

Dispose when 3 years old. 

1114. 

Dispose when 3 months old. 

1115. Administrative File - Contains data relating to the 
general housekeeping activities of the Section. Data per-
tains to such subjects as budget, organization,and staffing,
publicity, purchasing, space acquisition, and travel. 

Dispose when 2 years old. 

1116. Program Subject File - Contains data pertaining to 
the management and operation of the Section. File contains 
data pertaining to such subjects as factor evaluation, 
automation, foreign name codes, statistics, District Office 
problems, export control lists, and policy and procedures. 
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Move activttpaper~ forward and diSPOS~f all 
others when 5 years old. 

1117. Chronolo~ical File - Letters and memos sent out of 
the office by t e staff. File maintained in date order. 

Dispose when 3 years old. 

1118. Correspondence,
memos, an rom Foreign Service 
Posts. 

Dispose when 3 years old. 

Agent/Distributor Service 

1119. ADS Application File - Requests made by U.S. firms 
or individuals for assistance in locating foreign agents/ 
distributors for their products or services. File contains 
application for search, correspondence with embassies and 
district offices, Evaluation of Results (DIB-424), internal 
notes and comments. 

Dispose 3 years after receipt of reply. 

1120. Administrative File - Contains data relating to the 
general housekeeping activities of the Sections. Data per-
tains to such subjects as budget and finance, printing,
organization and staffing, purchasing, time and attendance,
and travel. 

Retire to BTRS when 2 years old and dispose 2 years
later. 

Business Communications Section 

1121. Program Subject File - Contains data relating to the 
general management and operations of the Section. Data per-
tains to such subjects as State/Commerce Manual Instructions,
AITR, Embassies and Consulates, projects, investigations,
policies, directives, and statistics. 
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Move actitt ~apers forward and di~PO~Of all 
others when 5 years old. 

1122. Administrative File - Contains data relating to the 
general housekeeping functions of the Section. Data per-
tains to such subjects as budget, organization and 
staffing, purchasing, office space, time and attendance,
and travel. 

Dispose when 2 years old. 

1123. Trade Complaint File - Contains documents pertaining
to complaints by u.s. or foreign firms and individuals 
about the goods/services of American or foreign firms. 
File contains data relative to the initiation, investiga-
tion, mediation, and resolution of complaints. Records 
consist of such items as cable exchanges, bank references, 
newspaper articles, trade association reports, and corre-
spondence. File divided into three separately maintained 
sections - District Office Referral Section, Foreign Serv-
ice Post Referral Section, and Subject Reference (under
name of U.S. firm) Section. 

Dispose 3 years after withdrawal or resolution 
of complaint, or termination of complaint activity. 

1124. Domestic Intelli ence Re orts File - Contains bona 
fide in ormat10n re atlng to lnqu1r1es rom foreign govern-
ments, U.S. missions and other U.S. government agencies
regarding U.S. firms. File contains such items as trade 
complaint references, identification checks, bank references, 
newspaper clips, D & B Reports, negotiation correspondence,
and summary of results. Copies of reports filed here are 
also filed in Foreign Post Files. 

Dispose 3 years after response to inquiry unless 
company cases are still under investigation. 

1125. Chronological File - Contains copies of correspondence
initiated and sent out by members of the Section. File main-
tained in date order. 

Dispose when 3 years old. 
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Itsiness Counseling Section~ 

1126. Program File - Contains reference data pertaining
to this Section's counseling activities. Files cover 
subjects such as Ex-Im Bank, U.S. Customs Service, Small 
Business Administration, Foreign Buyers Programs, FTr,
ADS, etc. 

Dispose when 5 years old. 

1127. Product File - Contains information by product for 
use in counseling and responding to letters. Files cover 
such subjects as Construction, Consumer Goods, Printing,

.Automotive Parts, etc. 

Dispose when 3 years old. 

1128'. Country Marketing File - Contains market informa-
tion filed by country. Reviewed annually. 

Dispose when 3 years old. 

1129. Chronological File - Contains copies of all corre-
spondence and memoranda sent from Section. Also contains 
weekly activity and monthly resume files of Business 
Counseling activities, visitors' schedules, and thank you
letters. 

Dispose when 3 years ·old. 

1130. Administrative File - Contains data relating to the 
general housekeeping operations of the Section. Documents 
pertaining to such subjects as personnel, organization,
budget, travel, incoming memoranda, etc. 

Dispose when 2 years old. 

Export Information Reference Room 

1131. World Bank Document File - Contains Monthly Opera-
tional Summaries, Economic Studies, Loan Appraisal Reports,
Brochures on Uses of Consultants, Guidelines for Procure-
ment, Questionnaires for Consulting Firms, Quarterly 
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•Statements of Loans - IBRD, Quarterly Statements of 
Credits - IDA, Semi-Annual Technical Assistance Reports,
Sector Papers, Press Releases (and order forms), Annual 
Reports, and World Bank Telephone Directories. 

Dispose when superseded or revised. 

1132. Asian Develo ment Bank Document File - Contains 
Monthly perat~ona ummar~es, Econom~c Studies, Loan 
Appraisal Reports, Brochures on Uses of Consultants, 
Guidelines for Procurement, Questionnaires for Consulting 
Firms, Monthly Reports on Loan and Technical Assistance 
Approvals, Quarterly Reports on Loan Administration, 
Sector Papers, Press Releases, Quarterly Newsletters, and 
Annual Reports. 

Dispose when superseded or revised. 

1133. Inter-American Development Bank Document File -
Contains Monthly Operational Summaries, Appraisal Reports,
Monthly Statement of Approved "Loans from Ordinary Capital, 
Fund for Special Operations, Social Progress Trust Fund, 
Brochures on Uses of Consultants, Questionnaires on Corr-
suIting Firms, Press Releases, Annual Reports, and Inter-
American Development Bank Telephone Directories. 

Dispose when superseded or revised. 

1134. U~~P Document File - Contains Country and Intercoun-
try Programm~ng Reports, Pre-Investment News, Order Forms 
for Pre-Investment News, UNDP Guide to Firms and Organiza-
tions, and Compendium of Approved Projects. 

Dispose when 5 years old. 

1135. Miscellaneous Document File - Contains Ex-1m Bank 
Information Booklet, A.I~D~ Economic Data Books, Foreign 
Economic Trends, and BIC-Commerce Department Brochures. 

Dispose when superseded or revised. 

1136. Foreign Market Reports File - Airgrams and Market 
Survey Reports. Reports are filed by DIB number and 
located by referring to the FMR Index. 

Retire to BTRS when 2 years old and dispose 
3 years later. 
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.FFICE OF MARKET PLANNING e 
The Office of Market Planning is responsible for providing
principal direction to market planning and strategy
development for the Bureau of International Commerce,
and directing the analysis of ongoing Bureau programs. 

Office of the Director 

1137. Director's Subject File - Contains documents relating
to the program management of the Office. Data pertains to 
such subjects as studies of export trends, comments on legis-
lation, and policy. Folder headings cover such subjects as 
BIC/OFO Agreements, Council of Economic Policy, Exchange
Rates, Presidential Export Council, and Transition Reports
BIC/DIBA. File rr:aintained alphabetically by subject. 

Start a new file every 3 years and retire to BTRS 
1 year later. Transfer to WNRC after 2 years and 
dispose 5 years thereafter. 

1138. Director's Chronological File - Contains outgoing
correspondence initiated by the Director and staff. File 
maintained in date order. 

Dispose when 3 years old. 

1139. Director's Administrative Subject File - Contains 
documents .relating to the general housekeeping operations
of the Office. Records pertain to such subjects as space
acquisition, equipment purchasing, organization,and
staffing, publication, and travel. 

Dispose when 2 years old. 

Strategic Planning Division 

The Strategic Planning Division is responsible for developing
and rev~ew~ng BIC's role, objectives, and operational plans.
The Division is also responsible for analyzing the impact
of economic and political developments on programs, approving 
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specifications and objectives for country commercial 
programs, and coordinating the strategy and financial 
analysis for all programs. 

1140. Airgrams and Telegrams File - Contains airgrams and 
telegrams received from the Department of State. File 
maintained in date order. 

Dispose when 2 years old. 

1141. Country/Study-Subject Files - Contains documents 
relating to events and conditions in competitor nations. 
Data pertains to such subjects as political and economic 
situations, publicity, marketing techniques, and incentives. 
Records consist of such items as interview notes, magazine
articles, CIA Reports, newspaper clips, handwritten notes,
and pamphlets. File maintained by country,(Canada, France,
Germany, Japan, and European Economic Commurrity) and then 
by subject. 

Move active papers forward and dispose of all others 
3 years later. 

Permanent. Maintain 2 copies of each issue as 
record set and send to BTRS when enough accumu-
lates to fill a records carton. Keep in BTRS 
I year, then send to WNRC and offer to the 
National Archives 20 years thereafter. 

b.	 Dispose of all other copi~s after they have 
served their purpose. 

1143. Staff Chronological File - Copies of letters initi-
ated by staff members. Filed maintained in date order. 

Dispose when 3 years old. 

1144. Staff Administrative File - Contains documents 
relating to general office housekeeping operations. Records 
consist of purchase requisitions, organization charts, direc-
tives, time and attendance reports, and travel vouchers. 
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Dispose w~ 2 years old. 

Targeting Division 

The Targeting Division of the Office of Market Planning
provides guidelines for the allocation of BIC resources 
among U.S. industries and overseas markets having the 
greatest export potential for Commerce-sponsored export
promotion programs. In addition, the Division prepares
planning reports which review developments in selected 
U.S. industries and foreign markets as these affect U.S. 
export potential. 

1145. Division Director's Pro ram Sub'ect (Think) File -
Contains ata perta~n~ng to t e management, ~rect~on, and 
design of the Targeting Program. File contains such 
headings as Best Prospects, Competitive Assessments, and 
Individual Products Information. Records consist of such 
items as memos, reports, newspaper and magazine articles,
notes, and correspondence. 

Move	 active files forward and dispose of all 
others when they have served their purpose. 

1146. Administrative Subject File - Contains documents 
pertaining to the general management and housekeeping
activities in the Dd.vLsLon . Records concern such activi-
ties as space and equipment acquisition, budget, organi-
zation and personnel, time and attendance, and staff travel. 

Dispose when 2 years old. 

1147. Annual Tar etin Re ort - "Ex ort Promotion for 
Fiscal ear ~ Presents annua resource a ocat~on 
guidelines for BIC operating programs with matrix of rela-
tive export sa~ .potent~~ for selected target industries 
and markets. ~pP,;tt~ ~uvr."I

~	 Permanent. Retire record set of two copies to 
BTRS when enough have accumulated to fill one 
records carton. Send to \V'NRCI year later and 
offer to the National Archives 20 years there-
after. 
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h.	 Dispose of other copies after they have 
served their purpose. 

1148. Target Industry Planning Report - Reports which 
view developments in principal target industries and mar-
kets (i.e., electronics, aVionics,~elecommunica?'ons, etc.)
af~ng U. S. exper-t potential. ~~~c.<...I.y ~<- 9 r~,,- r: . 
-q~ t/t-("~ L.A/ ?tf..A/~. / / ./ 

- a. Permanent. Retire record set of 2 copies to 
~~. ~ BTRS when enough have accumulated to fill one 
.~ . records carton. Send to W~~C 1 year later,

and offer to the National Archives 20 years
thereafter. 

h.	 Dispose of other copies after they have 
served their purpose. 

1149. Correlation - Schedule B and SIC - A correlation of 
the	 7-digit product and manufacturing categories with the 
15 target industries. Products are defined on 7-digit
Schedule B basis (Statistical Classification of U.S. 
Exports) and the manufacturing universe producing these 
same product categories is defined on a 7-digit SIC basis 
(Standard Industrial (Trade) Classification - a numerical 
listing of manufactured goods). 

Dispose when revised or superseded. 

1150. Technical Reference and Worksheets File - A job or 
task oriented file. Contains papers, primarily worksheets 
and	 notes, used in developing reports, statistical analyses,
and evaluations on the 
kets and U,S. industry 

nature and condition 
qnd production. 

of foreign mar-

Move active 
others when 

folders 
3 years 

forward 
old. 

and dispose of all 

1151. 

Dispose when 3 years old. 
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4togram Evaluation Division4t 

The Program Evaluation Division develops and maintains 
systems to measure and evaluate the effectiveness of pro-
grams, develops techniques for forecasting, develops
reporting systems, and coordinates studies. 

1152. Trade Centers File - This contains Exhibitor's 
Report, final airgrams, Exhibition Summary Report, parti-
cipant list and related papers for trade centers. 

These papers contain source data used for the preparation
of an evaluation of the success of the show. 

Retire to BTRS when 3 years old, transfer to 
WNRC 1 year later, and dispose when 10 years old. 

1153. Trade Fair File - This contains Exhibitor's 
Report, Exhibition Summary Report, final airgrams, parti-
cipants list, and related papers for each trade fair. 

These papers contain source data used by the staff to pre-
pare an evaluation of the success of the show. Like the 
file for Trade Centers, the papers are sometimes used to 
prepare special studies within a limited period of time. 

Retire to BTRS when 3 years old, t.ransfer to WNRC 
1 year later, and dispose when 10 years old. 

1154. Trade Missions File - This conteins the Exhibitor's 
Report, Exhibitions Summary Report, airgrams, part1c1pant
lists and related papers for each trade mission. 

These papers contain information used to prepare an evalua-
tion report and to prepare special studies for a limited 
period of time after the mission has been closed out. 

Retire to BTRS when 3 years old, t:ranfer to WNRC 
1 year later, and dispose when 10 years old. 

1155. Final Evaluation Re~orts - The se are copies of final 
evaluation reports prepare by the staff which measure the 
impact of a trade center, trade fair, or trade mission on 
the competitive status of U.S. origin products in a speci-
fied market or geographical area. 
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These reports 84t processed and given limittd distribu-
tion to BIC and Departmental officials. These are the 
record copies of the reports.4r~ufte;~k-~~~/,;'~' 

Set of 1 copy each - Permanent. Retire to 
BTRS when 1 records center box full has accu-
mulated, and transfer to WNRC 3 years later. ",....121'~ 
~ ;c)~~ ~ .~ y~ ,-eL. 

b.	 Operating set - (second copy is held in office) -
Dispose when no longer needed for current business. 

1156. Final Evaluation Report Worksheets - These are tabu-
lations, desk memoranda, incoming and outgoing correspond-
ence, airgrams, collected printed and processed material,
and similar papers containing raw data used by the staff 
to prepare drafts and a final version of the evaluation 
reports. These papers must be held for a limited period
of time to enable staff members to justify and validate 
their official findings. 

These workpapers and supporting documentation have no 
value after the final evaluation report has been through
the complete decision-making process. 

Dispose when 3 years old or when they have
 
served their purpose, whichever is sooner.
 

1157. Subiect File - This contains incoming and outgoing
correspondence, processed minutes of staff meetings, memo-
randums instructions, statistical reports and related 
papers pertaining to the operation of the office. The 
usual housekeeping papers also are inter filed among the 
other papers. 

The papers in this file are duplicated by those maintained 
at higher level. The subject content is .restricted to the 
local level and the papers have a very short term value 
for any purpose. 

Dispose when 2 years old or when they have
 
served their purpose, whichever is sooner.
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Co~ial Representation Divis~ 

The Commercial Representation Division is responsible for 
maintaining working relationships between the Departments
of State and Commerce relative to the recruitment, exami-
nation, training, assignment, and evaluation of Foreign
Service Economic/Commercial Officers. In addition, the 
Division is responsible for manpower planning and bud-
geting, inspection of foreign posts, and revision of the 
Foreign Affairs Manual. 

1158. Commercial Re resentation 
Contains ocuments re at~ng to t e management an coor ~na-
tion of the program and work in Commercial Representation.
Folders contain such headings as Ambassadors, Board of 
Examiners, Export Promotion, Senate Subcommittee Hearings,
Legislation, Overseas Market Research, Trade Centers, and 
Trade Opportunities. Records consist primarily of memos,
correspondence, and reports. Folders alphabetically
arranged by subject. 

Move active files forward and dispose of all 
others when 3 years old. 

1159. Administration File - Contains data pertaining to 
the housekeeping and general management of the Division. 
Records in file cover such subjects as Directives, Budget
and Finance, Personnel, Procurement, Organization, and 
Travel. Folders alphabetically arranged by subject. 

Dispose when 3 years old. 

1160. Chronological File - Contains outgoing correspond-
ence initiated by staff members. Arranged by year and 
month. 

Dispose when 5 years old. 

1161. Trainin~ File - Contains data relating to workshops,
seminars, and ectures for training foreign service over-
seas (FSO) personnel and foreign service locals (FSL)
personnel for foreign assignments. Folders contains corre-
spondence, course outlines, schedules, scripts, and comments. 
File arranged by title of course. 
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Retire to BTRS when 5 years old, transfer to WNRC 
1 year later, and dispose 4 years thereafter. 

Training and Evaluation Branch 

1162. Evaluation File - Contains documents pertaining to 
the evaluation of performance by foreign service personnel.
Folders contain end-user reports, field observation reports,
correspondence, and notes. Folders alphabetically maintained 
by name of foreign officer. 

Dispose 1 year after transfer or separation •of employee. 

1163. Career Develo~ment File - Contains documents per-
taining to the train~ng and development of foreign service 
career-type personnel. File contains such records as 
training course announcements and descriptions, reports on 
career development, correspondence, and memos. 

Move active papers forward and dispose of "all 
others when 3 years old. 

1164. Incentive Awards File - Contains documents relating
to inducements and awards for improved or better than aver-
age performance by foreign service personnel. File contains 
such records as descriptions of incentive systems and 
awards, reports on awards systems, notifications of awards,
nominations for awards, and correspondence. 

Move active papers forward and dispose of 
all others when 3 years old. 

1165. Branch Program File - Contains documents pert~ining
to the general subject of training, testing and evaluating
foreign service personnel. File contains such items as 
selection and testing of FSO candidates, Board of Examiners 
(BEX) participation, candidate reviews, and reports on 
training. 

Move active papers forward and dispose of all 
others when 3 years old. 
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Re~rces and Inspection Branc~ 

"'~~;~'~?l t,,:, ~~,1166. Foreign Servfc'e'"Inspection File - Contains data 
relating to the inspection of Foreign Service posts.
File contains such items as briefing material for Foreign
Service Inspectors, administration of Department of Com-
merce participation in inspections, and Foreign Service 
Inspection reports. 

Dispose when superseded or obsolete. 

1167. Resources - Overseas Commercial Staffin File-
Contains ocuments perta~n~ng to manpower p ann~ng and 
budgeting for international commercial activities. File 
contains such items as reviews of overseas manpower allo-
cations, consultation with State Department on overseas 
commercial position classifications, and briefing papers
and records on Commerce/State corisul.tat Lons . 

Retire to BTRS when 3 years old and transfer to 
WNRC 3 years later. Dispose when 10 years old. 

1168. Foreign Service Economic/Commercial Re~orting File -
Contains data pertaining to the scheduling an appraisal of 
commercial reporting from Foreign Service posts and the 
guidance of commercial officials in the area of commercial 
representation. File contains such items as reporting
schedules and requirements under the Combined Economic 
Reporting Program (CERP), negotiations with State Depart-
ment on revisions of Volume 10 of Foreign Affairs Manual 
(FAM) , and application of compliance and appraisal require-
ments. File contains material of an administrative nature 
which serves no purpose after it's updated. 

Dispose when revised or superseded. 

1169. Chronological File - Contains copies of all out-
going correspondence. File maintained in date order. 

Dispose when 5 years old. 

Jan 76 

377 



4Itfficer Assignment Branch ~ 

1170. Foreign Service Officer File - Contains data
 
relating to the recruitment, examLnation, and assignment

of Foreign Service Officers and Foreign Service Reserve
 
Officers. Folder maintained for each officer in the
 
Economic/Commercial cone of the Foreign Service and Com-
merce employees becoming Foreign Service Reservists.
 
Folders contain records pertaining to such subjects as
 
job assignment, qualification resume, position recruit-
ment, and job description. Folders filed alphabetically

by name of Officer.
 

Dispose upon the separation of employee from 
Federal Service. 

1171. Chronological File - Contains copies of all out-
going correspondence. F11e maintained in date order. 

Dispose when 5 years old. 

1172. Branch pro~ram File - Contains documents pertaining
to the general su jects of interest to the branch. File 
contains such subjects as State/Commerce Exchange Program, 

"Special FSR-5 Program, etc. Folders file alphabetically 
by subject. 

Move active papers forward and dispose of all 
others at the end of each year. 
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BUREAU OF EAST-WEST TRADE
 

The Bureau of East-West Trade exercises and performs all 
the functions provided by the Export Administration Act 
of 1969, the Equal Export Opportunity Act, and the Export
Administration Amendments of 1974. The Bureau issues 
rules and regulations to carry out the above acts, signs
and issues subpoenas requiring persons or organizations
to appear and produce records relative to investigations
on exports, and takes any action necessary to achieve the 
enforcement of export laws. The policies and programs of 
the Bureau relate to the U.S.S.R., People's Republic of 
China, Poland, Romania, Czechoslovakia, Hungary, Bulgaria,
Albania, German Democratic Republic, and countries with 
similar economic/political structures. The Bureau is 
made up of the Office of the Deputy Assistant Secretary,
the Office of East-West Trade Development, the Office of 
East-West Country Affairs, the Office of East-West Policy
and Planning, and the Office of Export Administration. 

Office of the Deputy Assistant Secretary 

The Office of the Deputy Assistant Secretary is responsible
for determining the objective of the Bureau, formulating
Bureau policies and programs, and directing the execution 
of programs. The Office of the Deputy Assistant Secretary
maintains very few records. Once acted upon, records are 
returned to the action or operating groups. 

1173. Bureau Program Subject File - Contains documents 
relating to the management and operation of the Bureau's 
program. Records in file pertain to such subjects as 
Advisory Committee on East-West Trade, American Bar Associ-
ation, Bureau Budget, Commerce/State FSO Arrangements,
Monthly Activities, Murphy Commissions, and Legislation.
File maintained alphabetically by name of subject. 

Move active papers forward, transfer all others to
 
BTRS, and dispose of all others 3 years thereafter.
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• 1174. Chronological File - Contains letters and memos 
written by members of the staff. File maintained in date 
order. 

Dispose when 1 year old. 

1175. Controlled Correspondence File - Contains CD-183 
controlled correspondence. Responses to letters written 
by Congressmen, high government officials, corporate
executives and the like. File maintained in date order. 

Dispose when 2 years old. 

1176. General Correspondence File - Contains letters to 
the Bureau and responses by the staff. File maintained 
in date order. 

Dispose when 2 years old. 

1177. Old Workpaper File - Contains papers related to the 
activities of prior Bureau members--Lazarus, Bowden, and 
Coler. Papers are of a routine nature concerning a com-
bination of Bureau program and administrative activities. 
Papers pertain to such subjects as General Accounting
Office,Advanced Business, Briefing Papers, Speeches, and 
Trade Analysis. File is about 3/4 of a cubic foot ine size and is arranged alphabetically by subj cc t . 

Retire to BTRS and dispose 2 years thereafter. 

OFFICE OF EXPORT ADMINISTRATION 

The Office implements the Export Administration Act of 
1969 which requires control of exports to the extent 
necessary: (1) to protect the national security;
(2) to protect the domestic economy from excessive drain 
of scarce commodities; and (3) to further the foreign
policy of the United States. The program is administered 
by selective licensing of U.S. exports of strategic or 
short supply commodities and exports to certain countries 
in accordance with U.S. foreign policy interests. 

About 75,000 license applications are received and pro-
cessed each year. A majority of these license applica-
tions apply to commodities unilaterally controlled by 
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• 
the U.S. A des~iPtion of these items is !!blished in 
the Commodity Control List (CCL). Exports of other com-
modities under bilateral control are described on the 
international (COCOM) list. In addition to processing 
license applications, the Office handles a heavy volume 
of analytical work devoted to the review of U.S. unilat-
eral controls, the biennial review of international 
(COCOM) controls, and to considerations of requests 
for exceptions to the COCOM embargo. 

With the cooperation of the Bureau of Customs, the Office 
enforces the law through compliance work in the area of 
export clearance. 

Effective January 2, 1972 a single official file station 
was established for all organizational elements of the 
Office of Export Administration. The Program Services 
and Processing Branch, Operations Division was made respon-
sible for the maintenance of the files at this station, and 
all units of OEA, except Policy Planning Division, were 
instructed to forward record copies (yellow tissue) 
attached. to the incoming item to the station (hereafter
referred to as the OEA File). 

At present the Office of Export Administration consists 
of the following divisions in addition to the Office of 
the Director: 

o Policy Planning Division, 
o Compliance Division, 
o Scientific and Electronic Equipment Division, 
o Technical Data Division, 
o Operations Division, and 
o	 Capital Goods and Production Materials 

Division 

Most divisions are subdivided into branches. However,
the branches are not shown in this schedule for some 
divisions, especially those engaged in reviewing license 
applications, because the only difference between the 
records of one from the other branch is that they cover 
different commodities. To repeat the items just to pin-
point the commodities covered would result in needless 
repetition. 
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e e
 Office of the Director 

1178. Major Company Files - These contain incoming and 
outgoing correspondence pertaining to requests for review 
and adjustment of decisions on export control matters 
imposed on the company by the Bureau. Much of the corre-
spondence confirms the approval of the companies' requests 
to export specified controlled materials in a specified
manner and time period. Also included are complaints
from companies asking that a decision which they consider 
unjust be set-aside. Many of the papers contain requests
from the companies for an interpretation of decision and/or
procedures. A good part of the correspondence from the 
companies merely requests that their respective cases be 
expedited. Documentation of matters having any long term 
significance is found in the Compliance Division. 

Start a new file every 3 years, retire to BTRS 
1 year later and transfer to WNRC 1 year later. 
Dispose when 10 years old. 

1179. Small Companies File - This contains incoming and 
outgoing correspondence from small companies on essen-
tially' the same subject matter as found in the Major Com-
pany File, described above, except that the correspond-
ence is with small firms. The reason for keeping small 
company correspondence separate from that of major
companies is that the larger firms generally have well 
established export staffs and in some cases fully utilize 
available procedures in the conduct of a continuous export
trade. The small fir~rn.s generally engage inmost only
sporadic export transactions. The record copies of all 
long term documentation found in this file are maintained 
in the Compliance Division. 

Start a new file every 3 years, retire to BTRS 
1 year later. Dispose when 10 years old. 

1180. Commodities File - This contains primarily memo-
randums and other internal communications pertaining to 
the export trade status of sensitive commodities under 
consideration for inclusion on the Commodity Control List,
commodities in short supply, and strategic materials. 

Start a new file every 3 years, retire to BTRS 
1 year later. Dispose when 10 years old. 
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• 1181. ressional ondence File - This contains 
mostly ot cop~es 0	 etters from Congressmen
and other	 VIPs. However, hot copies of some incoming
items are	 included. Copies of all Congressional corre-
spondence	 are maintained in the Office of Congressional
Relations, Office of the Secretary, long enough to meet 
all administrative, legal and historical needs. 

Dispose when 5 years old. 

1182. Other Government A encies 
ence Fi e - T ~s conta~ns commun~cat~ons w~tl ot er govern-
ment agencies and with the various subdivisions of the 
Office of Export Administration developed by the Director 
on emerging export control matters, application of existing
legislation and regulations (extension of the Export Admin-
istration Act of 1969), and similar matters under consider-
ation by top level authority. 

The Director's memorandums to the Divisions provide guid-
ance on changes of procedures, interpretations of law or 
regulations and on special situations surrounding the 
export of certain commodities. Includes copies of some 
Operating Committee, ACEP, papers wh i.ch are maintained 
long enough to'meet all requirements in the ACEP files. 

Start a new file every 3 years, retire to BTRS 
1 year later, transfer to HNRC 1 year later. 
Dispose when 25 years old. 

1183. General Correspondence Subject File - This contains 
incoming and outgoing correspondence with other government
officials, and internal organizational units, having
general applicability to export control operations and 
explanations of proposed and existing export control 
activities. Notable subject headings appearing in the 
file include compliance cases delayed, extension of Act,
foreign service airgrams, East-West Trade Hearings,
publicity, quarterly reports and technological gaps. 

Start a new file every 3 years, transfer to BTRS 
1 year later, transfer to W~~C 1 year later. 
Dispose when 10 years old. 

1184. Country File - Documentation of the export control 
policy by country with associated papers concerning com-
modities under consideration for inclusion on Commodity
Control List and the improvement of existing controls. 
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Start a new file every 3 years, retire to BTRS•1 year later, transfer to WNRC 1 year later. 
Dispose when 10 years old. 

Executive Secretary, Advisory Committee on Export
Policy (ACEP)/Chairman, Operating Committee (OC) 

Pursuant to the provisions of the Export Administration 
Act of 1969, the President by Executive Order No. 11533,
dated June 4, 1970, delegated authority to administer 
export controls to the Secretary of Conmerce. The Act 
requires Commerce, in administering the law, to "seek 
information and advice from the several executive depart-
ments and independent agencies concerned with aspects of 
our domestic and foreign policies and operations having
an important bearing on exports." 

The same Executive Order established the Export Administra-
tion Review Board (EARB) (formerly Export Administration 
Control Board (EACB) to assist the Secretary of Commerce 
in obtaining the highest level consideration of export
control policies and determinations, when disagreement
exists among the departments chiefly concerned with 
advising the ,Department of Commerce in its administra-
tion of the Export Administration Act. 

EARB is composed of the Secretary of Commerce, Chairman,
and the Secretaries of State and Defense. Heads of other 
departments and agencies are invited to participate in 
matters of concern to them. Generally, EARB meets only
to consider and resolve export control matters on which 
the ACEP has failed to agree. 

This Executive Order also established ACEP, an orderly and 
proper means of effectuating requirements of the Act, when 
members of the OC are in disagreement. The ACEP is com-
posed of Commerce's Assistant Secretary for Domestic and 
International Business, Chairman, and officials of Assist-
ant Secretary-level from State, Defense, Treasury, Agri-
culture, Interior, Transportation Departments, and from 
AEC, NASA, OEP and CIA. 

The Operating Committee (OC) is a subcommittee of ACEP. 
Its members are senior career-level officials of the same 
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departments and agencies represented in ACEP. The 
Chairman is a Commerce employee. It meets weekly or 
more often to resolve some 250-300 export policy ques-
tions or problem cases per year, which are documented 
by an OC document, numbered and dated and described 
fully. 

The files described below are those of the Executive 
Secretary, ACEP or Chairman of the ~C. 

1185. Case Files - Contains recomnlendations for granting
or deny~ng export licenses on strategic or short supply
grounds. Each request for a license contains the OC docu-
ment, correspondence, minutes of interagency meetings, and 
information about the end use and user. The cases are 
filed by category of commodi~ 9r technology and numeri-
cally within the category. Rrnur«- #d'/4(~~/, 

,I 
c 
. 
e.",.t. Permanent. Retire to BTRS when 5 yeats old and 

1/0'''- If~ transfer to Wl\TRC1 year later. ~~-IeJ ~~ ~ 
~f.sJ~ Z-O 7~ ~. 

1186. Country Files - Contains miscellaneous information,
such as policy guidelines, airgrams, newspaper clippings,
correspondence, on a given country in export matters (Not
pertinent to a specific case)-. 

The papers are ~ alphabetically by names of 
~ foreign countr~es. 

•J-\l~ -Z- _ 
c • t. Permanent. Retire to BTRS when 5 years ~d~~
 

v 1./ ",,,,,. and transfer to WNRC 1 year later.~~
 
e,tJ::- ~~"f~~' 

1187. ACEP a~d EARB - Documentation on each case where 
the OC or the ACEP fails to reach a unanimous decision. 
Recently, disputed cases have been sent directly to the 
White House when department Secretaries do not agree and 
an EARB meeting would not resolve the case. These deci-
siops are placed in the appropriate case file.~~~ 

Ptt/MV¥·~'1. 
/IIJ C. e. Permanent. Retire to BTRS when 5 years 'lldt: 
,/71 arjd transfer to WNRC I year later. ~J4) rl~to l~.R.I1 ~ 7AJ t/U/V dd-, 

1188. COCOM./ Airgrams, correspondence, relating to posi-
tions by the Coordinating Committee on export controls by
and among COCOM members. (COCOM files are limited as this 
is not a function of the Office. These are information 
copies kept for convenience.) 
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Dispose when they have served their purpose. 

1189. Registers - These are comprised of: 

(a) Loose-leaf binder containing one processed
copy of each ACEP Policy Determination, 

(b)	 Summaries of OC meetings, 

(c) List	 of all OC documents, date, subject,
related License or Policy Determination,
and the file designation, and 

(d) List	 of all License Determinations issued 
and related OC documents, and the file 
designation. 

Permanent. Retire to BTRS when 2 yeaJs bId ~ 
transfer to WNRC 1 year later. r#~v.:lJ ~~ I-
~~~~' 

1190. Ac}ministrative Subject File - This contains con-
venience office copies of housekeeping papers on such 
matters as budget, management surveys, personnel,
safety, security, training, travel and the like. 

Dispose when 2 years old. 

1191. Chronological Files - This is a copy of all out-
going items prepared in tne Office arranged chronologically. 

Dispose when 1 year old. 

Deputy Director 

1192. Export Control Subject File - Documentation gener-
ated or received by the Deputy Director pertaining to the 
activities and decisions of ()i:r<~r goverrunent agencies and 
the Department having an on policies, proce-imp.::;.'."the 
dures and operations of the 0: . ;ce of Export Administration. 
The file contains copies of ~ltcrnal memorandums and 
supporting papers on such subjocts as administrative 
review of export license applications and appeals, Ampex
Corporation, Commodity Control List Revisions, Cuban 
Assets Control, Extension of Export Control Act, 

\ 
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facilitation ~ram, Foreign Service Off~rs Commercial 
Training Cours~-Freedom of Information A~, Nickel,
Petroleum and Petro-Chemical Study, Rumanian Policy and 
the like. Also included are copies of memorandums from 
the various divisions of the Office. Memorandums and 
supporting papers concerning President Nixon's Economic 
Policy are also in the file. 

Start a new file every 5 years, retire to BTRS 
1 year later, and transfer to WNRC 2 years
later. Dispose when 15 years old. 

1193. Administrative Subject File - This contains office 
copies. of housekeeping papers on such matters as budget,
job applications, job classifications and other personnel
actions, requisitions for supplies and services, security,
travel and the like. 

a.	 Personnel Papers - Dispose upon separation
of subject employee. 

b.	 All Other Papers - Dispose when 2 years old. 

1194. Training File - This is a control file on employees
approved for training and of the training available to the 
staff. The first part of the file is composed of cases by
employee's name wh Lch: contain a copy of the Applicant's 
Career Plan and/or a brief record of the training for 
which he was approved. 

The second part contains an Annual Training Needs Survey
for Fiscal Year 197 Applications for Job Related Training
with supporting brochures and other material on the 
training involved. Also included are copies of orders,
procedures and promotional material on in-service and 
outside training courses available to the staff. Record 
copies of these papers are maintained in the Official 
Personnel Folder or in the Personnel Division of DIBA. 

a.	 Control Records of Employee - Dispose upon
separation of subject employee. 

b.	 All Other Papers - Dispose when superseded or 
when they have served their purpose. 
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•Policy Planning Division 

The Division develops recommendations for export control 
policies to be followed for specific countries and spe-
cific commodities, and analyzes and recommends disposi-
tion of license applications which present particular
policy or security problems. Specific functions include: 

o	 initiation, coordination, and evaluation of 
technical task group reports by commodity 
divisions in order to establish the appropriate
level of control over specific commodities, not 
only as it relates to U.S. controls but also the 
international list; 

o	 recommending export control policies for specific
countries; 

o	 reviews and recommends licensing actions on appli-
cations to export U.S. goods to Eastern Europe, and 

o	 representing the Office of Export Control on the 
interagency committees that advise the Secretary
of Commerce on export control policies. 

The. Division forwards to the OEA File record copies of 
all communications going outside the bureau. In addition,
the Division receives a significant volume of papers gener-

- ated by oth~r agencies that do not reach the OEA File, even 
though they contribute to export control policies, regu-
lations, etc. Likewise, record copies of many internal 
communications are not sent to the OEA File. 

1195. Policy Planning Subject File - This contains docu-
mentation generated by the Director in the course of 
directing the activities of the Division and coordinating
them with those of other elements of the Department and 
of other government agencies having a primary interest 
in export control. More specifically, the subject file 
contains ACEP Policy Determinations, Appeals, OC memo-
randa and information on the foreign policy and economic 
conditions of various foreign countries that has a 
bearing on the export control policies and plans of the 
U.S. Copies of papers generated by various interagency

committees and other bodies pertaining to policy and
 
procedural matters are also included in:t~e ·file.
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A copy of most of the outgoing papers generated at the 
branch level is maintained in this file as well as 
the Director's chronological file. 

A copy of all outgoing items with the incoming item, if 
any, are forwarded to the OEA official file station main-
tained in the Operatior~s Division. However, this file 
contains a considerable volume of papers con erning
export control policy and planning that are not dupli-
cated in the OEA File. 

.t c- /-- Permanent. Start a new file every 10 years,J/~ '/ '1 / retire to BTRS 2 years lat,er'1 ...~I2.dtz an sfer to 
..-"Z\ .I I &1 t-'

f:fVV /'" WNRC 1 year later. ~WJ~t.J7"~'";?7~r-I!4.l 

1196. Post Airgram and Telegram File - These are copies
of incoming and outgoing messages to and from the U.S. 
Missions, OECD Abroad, pertaining to export control 
policies and problems and to clearance under or excep-
tions to COCOM regulations for the export of specific
commod LtLes to foreign consignees and similar matters. 

Most of these airgrams and telegrams pertain to transac-
tions that are handled under procedures that have been 
established and undergone at least a short test period.
However, the pattern is often broken by the introduction 
of new factors surfaced by changes in foreign policy or 
economic conditions in the country involved. These 
precedential messages are easily segregated from the 
more routine ones by export control authorities. 

Precedential or Historical Messages - Permanent. 
Segregate and file separately. Retire to BTRS 
when no longer needed for current bus Lne ss i (:__ 
c:n~ transfer to WNRC 1 year later. ~t,A/ t,k) ~ 

p-T~ '":?& ~~ ~, . 
b. All Other/ - Dispose when 3 years old. 

(Operating Committee Records) 

The Committee is the authority of first resort for resolu-
tion of export control problems. Cases that are not 
finally decided by the Committee are referred to the 
ACEP for further consideration at a higher level. 
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1197. o~erati~CO~~ittee SUbtect File -4Ikese are the 
papers 0 the r~presentative 0 the Department of Com-
merce on the interdepartmental Operating Committee (OC)
on export control. Licensing Officers refer all cases 
involving unresolved problems on the export of specific
contiolled or embargoed commodities to the Policy Planning 
Division which in turn may decide the matter, or refer 
it to the Director, OEA, or to the Operating Committee 
for decision. If they are referred to the Operating
Committee, they become a part of the subject file. 

The file contains messages from U.S. Missions, with the 
OC document stating the recommendations of the Commerce 
or other concerned committee members to the Committee 
Chairman. Also included are copies of the summary for 
the meeting and of the recommendations of the Co~nittee 
which may include a final decision on the matter or 
referral to ACEP. If OC resolves the matter, the bureau 
determination is processed and distributed to all govern-
ment agencies concerned and to the Licensing Division for 
implementation. If the case goes to ACEP a copy of the 
Policy Determination made by the body is included. 

The file is arranged alphabetically by categories of 
commodities, thereunder alphabetically by country. 

~~~~}y~.I.Permanent. Start a new file every 10 years, retire
 
../""b /I""". to BTRS 2 years later, and transfer to WNRC 1 year
e er: later. ~.u/-/o,Jfh'L-S~ rr=:" 

1198. Approved Recommendations - This is a set of 
approvea recommendations on policy or license determina-
tions prepared by the Operating Committee. The papers
are arranged chronologically and there is a copy of each 
of them in the appropriate subject file which is ear-
marked for indefinite retention. 

Dispose when 3 years old. 

1199. Operating Committee Agenda and Minutes of Meetin~ -
This contains record copies of the agenda and minutes 0 

meetings of the Operating Committee which summ~rize the 
d~iberations and findings of the Committee. ~a-/~~

~I"'~. 
Permanent. Retire to BTRS in consignments, covering

'f) ~j,C,t. a 5-year period, when no longer needed for curren,t
V'y/ty/7 business, transfer to WNRC 2 years later.~Uvtu 

I ~~. rJ~ ~1.AAA-~ 1~ ~.
tfPIJ /1O 
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1200. Policy Determinations File - This contains a copy
of each-xcEP Policy Determ1nat1on with supporting papers. 
With a few exceptions, these papers are duplicated in the 
Operating Committee Subject File and in the files main-
tainedbby the ACEP. 

Dispose when 5 years old. 

1201. Subject File Commodity Index - This is a (4x6) card 
file arranged alphabetically by the names of commodities 
referenced to the commodity classification and country 

~~ in the subject file. 

tI1!>~ ~~. Permanent. Start a new file every 10 years, 
~I~. retire to BTRS 2 years later,_.~nd transfer to 

e,w-:.- WNRC 1 year later.~~4J~~/~.....u, 

1202. Subject File Country Index - This is a (4x6) card 
index to the subject file showing the name of the comn10-
dity exported and the commodity classification under which 
it is filed in the subject file. 

Permanent. Start a new file every 10 years, V1J~ h I~' retire to BTRS 2 years late7, a~d transfer reo.-r-::-A.J V /IJ..-'.VfVv ......... to WNRC 1 year later.~ 't--<) ;J~~--z:..e/~	 _.
 

1203. Operating Committee Document Master File - Thise	 contains a processed copy of the OC document issued with 
a draft of it and any pertinent supporting documents 
such as commodity technical reports. 

Each document is assigned a serial number and they are 
filed numerically. 

v-fy-;, 11c. t. Permanent. Retire to BTRS when 5 years ol¢ 
.-<ft1 {CIt. and transfer to WNRC 2 years later.~~~~ 

(?tvV-:'- I"""/~ »o ~~ ~ . 
1204. Policy ..DeterminationMaster Files - This is a 
record copy of each policy determination issued with a 
copy of the final draft and supporting papers, if any, 
filed numerically. 

Permanent. Transfer to BTRS when 5 years old
and transfer to WNRC 2 years later. tfLI'ev~ Alft#.;o-:;/~c.t,	 j 

~ -z&1/MfiMd,
1ft' ~ b /iJ.,	 \.-
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1205. License Determinations Master File - This is a 
record set of License Determinations as 1ssued with a 
draft and support papers, if any;attached. They are 
filed numerically. 

Permanent. Transfer to WNRC when 5 years old 
and transfer to WNRC 2 years later. ~~ 

1206.7?AA~r-u.D eratO g Committee Docwnent Log - This is a reg-
ister s OW1ng t1e numGer issued each DC Document, the 
subject and date of it, the date on which the document 
was considered by the Committee, and the number of the 
policy or license determination issued based on the DC 
Document. 

Permanent. Retire to BTRS when no longer needed 
for current business and transfer to WNRC when a 
large eno~gh volvme of the registers has accumu-
lated. 44'~,tII/l.f AH"~ .r:': 

1207. Policy Determinations Log '- This is a register of 
Policy Determinations issued showing the number of the 
document, subject, and the related DC Document number. 

IIT)~ ""{tf'J~ermanent. Retire to BTRS when no longer needed 
LI" ~	 for current business and transfer to "nTRC when a 

large enough ~olume of the registers ~s accumu-
lated. F-/.-I~.J.-O;<J~ ~ ~!~ 2, 

1208. License Determinations Log - This is a register
of each License Determination issued showing its number,
subject, and the number of the related DC Document. 

Permanent. Retire to BTRS when no longer needed 
for current business and transfer to WNRC when a 
large enough vcy!urr(eof tJl.e~g~sters has accumu-

.lated. ~dA/~;J~~	 /~~ .• 

East-West Trade Branch 

1209. Dperatin~ Committee Documents File - These are col-
lected copies o~ Operating Comnittee Documents used for 
reference purposes in ~eviewing export problems from a 
policy point of view and involving export of specific
commodities to Eastern Europe. 
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Dispose o~ individual documents or contents of 
file folders when no longer needed for current 
business. 

1210. Index to 
This is a x car ~n ex y perat~ng Comm~ttee Docu-
ment number referenced to the subject-numeric file where 
the document is located. 

Dispose of individual cards when no longer

needed for current business.
 

1211. Eastern Europe Policy Review Case Files - These are 
cases that have been referred to the Branch for review and 
resolution of export problems by the Licensing Divisions. 
The cases contain a referral to Policy Planning Division 
prepared by the Licensing Officer, a chronological record 
of the application for an export license, and a copy of 
the application correspondence and other supporting papers,
such as airgrams and telegrams from American Embassies. 

In some cases the Branch recommends the issuance of a 
license and from there forvlard the papers are 
processed in the usual manner. In others, the Branch 
prepares a draft OC Document which is considered by the 
Operating Con~ittee and may later result in the issuance 
of either a Policy Determination or a License Determina-
tion or referred to higher authority until the matter is 
resolved. When a final determination has been made the 
cases are returned to the Licensing Division concerned 
and the papers generated during the review are made a part
of the application file. 

Forv;ard cases upon completion of review to the 
appropriate licensing division for further action 
and processing. 

1212. Case Review Control - This is a (3x5) card control 
of all applications or cases received for review. They
show case number, name of applicant, value, licensing
officer, and action taken. This control is maintained 
for a limited period of time as a precedent index. 

Dispose of individual cards when 3 years old. 

Jan 76 

393 



1213. Reports~ile - These are copies Of~tiVity and 
production reports prepared by East-West Trade Branch. 
They show the number of cases revieHed, number of appli-
cations in process for four weeks or longer in OEA, and 
other work assigned to the Branch. These reports are 
submitted to the Director of OEA and they have only a 
transitory value for making intra-office management and 
work assignment decisions. 

Dispose when 2 years old. 

1214. Pro ram Officers Technical Information File -
These are coples 0 COCOM, OC, ACEP, an other documents 
generated or collected by the Program Officers in the 
process of revieHing problem applications. Also included 
are copies of laws, regulations, OEA determinations and 
other papers containing export control information to 
which the Program Officer must refer to in his daily work. 

Record copies of these papers are retained elsewhere long
enough to meet all needs. 

Dispose of individual documents or contents of 
file folders when superseded or no longer needed 
for current business. 

Strate~Rating Branch 

1215. International List Commodity File· This contains 
papers relating to a commodity on the International Lists 
including Technical Task Group Reports, Intelligence
Analyses, COCOM Documents, Working Group I Documents and 
Commerce internal clearances. 

The U.S. position on the embargo status of a given commo-
dity is set forth in the COCOM Document. Supporting papers
contain the technical information and the position of the 
Department of Commerce. The documents are transferred 
when the commodity is removed from the International List 
to a separate file. 

The non-IL files are filed according to commodity cate-
gories established by the Bureau of the Census. OC Docu-
ments are prepared on commodities removed from the IL 
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di • .. h . h 1U· 1recommen 1.ng appropr1.ate c anges 1.n t e :~. eve 
of control of the subject commodity. 

Dispose of closed commodity files 5 years after 
the commodity has been dropped from the Inter-
national List. 

1216. Strategic Con~odity Policl and Procedures File -
This contains COCOM, Economic Detense Advisory Committee 
(EDAC), and other papers pertaining to special area and 
overall problems, such as administrative notes, temporary
exports) special Polish policy and technical data con-
trols and other policy and procedural matters. 

This is a long term wo rk t.ooL used to keep the professional
staff currently informed with the latest information pey-
taini~ tOACOCOM r~gulations and procedures. ~~~ ~3 c- t-. /1. W·(~""'" IZtll1(O-VVI

V-tD~ ~ errnanent. Retire to BTRS when no longer needed 
_f b' u...-' for current bus Lne ss and transfer to Wl\TRC2 years

e/~v~ later. ~,l(JbU ~ '2<J/~ ~. 

1217. COCOM List Review File - Copies of the papers con-
taining policy discussions and U.S. objectives behind 
each rev i.ew of the International List by COCOM. Also 
included are the reasons for tIle posTtion taken by the 
U.S. e 1(..At. Permanent. Reti.re to BTRS when no longer needed
 

tf1)-"/ ~ for current bus Lne ss a.n~ transfer to WNRC 2 years

b'V- later. ~J.o AJ~ ~ ~.
4gW~ '"U)l~ 

1218. U.S. Exception Cases to COCOM - These are U.S. 
applications to export items on the International List 
which are reviewed and submitted to COCOM for clearance. 

Retire to BTRS when 5 years old, transfer to WNRC 
1 year later. Dispose when 10 years old. 

1219. Foreign Exception Cases to COCOM - These are non-
U.S. applications to export items on tne International 
List which are reviewed to determine Commerce and U.S. 
positions. 

Retire to BTRS when 5 years old and transfer to 
WNRC 1 year later. Dispose when 10 years old. 
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• • 1220. Commodity Control List Review - These are the back-
gro~nd papers generated in the process of continuous 
rev~ew of the Department of Commerce level of control 
over exports. The level of control for all commodities 
which are not on the International List is established in 
an OC Document as a result of the review. 

Dispose when 5 years old. 

1221. COCOM Statistical Documents File - These are copies
of statistical reports showing the number and type of 
licenses issued by COCOH Countries. They are arranged
alphabetically by country_ Record copies are among
COCOM Documents in the Department of State. 

Dispose when 5 years old. 

1222. Administrative Subject File - This contains office
 
copies of housekeeping papers on matters such as budget,

personnel actions, travel, activity reports, copies of
 
Comprehensive Export Schedule Bulletins, Commodity Con-
trol List and working copies of other authoritative
 
issuances.
 

Dispose of individual documents or contents of 
file folders when 5 years old. 

~ _ _.LUq.Ll-d.L r.L.L - copy'i.')2~._ Chronoto ! Loc Lc a l ....Ll.e s~ This i8 a of each out-
going item prepared in the Branch. Copies of these
 
papers, of any importance, are filed in the appropriate

case file.
 

Dispose when 1 year old. 

Special Area Program Branch 

1224. Country Control Case Files - These contain copies
of papers generated and collected in the Branch in an 
effort to establish what controls foreign countries 
belonging to COCOM have on their strategic materials and 
to develop and reach agreements with other free-world 
countries for the purpose of preventing transshipment
by these countries of commodities of U.S. ori~in to 
SJ~iet Bloc and other restricted countries .~~ ~ 
~ ~/t-t/M~-
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Special programs based on foreign policy reasons for cer-•tain identified countries are also documented in the case 
files, e.g., Southern Rhodesia, Middle East, South Africa,
Portugal, and East Africa territories. Similarly, the 
case files contain basic nuclear nonproliferation policies
and programs relating to the export of materials suitable 
for use in connection with nuclear weapons development. 

Permanent. Retire to BTRS when no longer needed 
for current bu~in~ss and-ptransfer to WNRC 2 years
later. (J#~~JV~ ~~l~~' 

1225. Administrative Subject File - These are office 
copies of housekeeping papers on such things as arrange-
ments for meetings, time and attendance reports, trans-
portation and travel, activity reports and chronological
files. . 

Dispose when 2 years old. 

1226. Nuclear Related Program Commodity File - Documen-
tation of the examination of applications to export
nuclear related commodities and/or commodities destined 
to nuclear establishments. Analyses of applications for 
commodities that are important for use in development of 
nuclear weapons to assure that export is in accordance 
with U.S. policy objectives. Papers pertaining to the 
implementation of U.s. pr cg rams in the fields of nuclear 
weapons development, communications, aircraft and mari-
time nuclear propulsion are also included. 

lI'1'j)'l I ~J/t./-. Permanent. Retire to BTRS when no longer needed for 
~ ::v..-. transfer to WNRC 2 yearscurrent4us:j..ness C).Jld later.rJkI'i d ~-bV A/~ ~ 7~ '1'~v ~ J 

1227. African Profile Proje£t Case File - This contains 
information of any kind that might he helpful in estab-
lishing the trade characteristics of each African country
to be used as a profile in establishing export control 
programs for those countries. 

Permanent. Retire to BTRS when no longer needed 
for current bus}ilesp and transfer to WNRC 2 years
later. ~'-V <../-e) ,vt91t£ ~ /~ L-U J 
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~ ctVrY~ J I~ 
£JtI~, 6'--'-'· 

" 'PC#-;/C0-'i 1_ ~ 
'A-I l£)~r4 

1228. China stpcial Trade File - This is~cumentation 
of all aspects of the development of an emerging trade 
program with the People's Republic of China including
the implementation of controls insofar as they have been 
established. The file also contains diplomatic, intelli-
gence, and other related information needed to establish 
the trade patterns of China and identify areas offering
best opportunities for trade. The file also containsJfor 
historical purposes, case summaries of all U.S. transac~ A /
ti~~~1.e People's Republic of China. for"~c.-~tp--(/'P-4-J 

~~	 Permanent. Retire to BTRS when no longer needed
 
for current busjneps and transfer to WNRC 2 years

later. ~<A AI~U~ ~)'~~I
 

1229. Technical Information Files - These contain copies
of papers generated or collected oy the Program Officers 
including COCOM Documents, copies of export regulations of 
foreign countries or of the U.S., pertinent State Depart-
ment issuances, reports of Foreign Service Officers, and 
technical reports on specific comnodities. Record copies
of these papers are maintained in files elsewhere for a 
long enough period to serve all purposes. 

Dispose of individual documents of the contents 
of file folders when they have served their purpose. 

1230. COCOM Subcor.nnittce Contt'()lFile - The 
Subcommlttee meets annua representatlves of 
participating countries share their pro and con export
.control experience. This is an historical file docu-
menting arrangements for the meeting, agenda, instruc-
tions to U.S. Representatives, minutes of meetings, sub-
committee discussions and any COCOM authoritative issuances 
flowing from the meeting. 

Following the Subcommittee meeting, the Economic Defense 
Officers meet to share experience, and to be briefed on 
developments and det~nination~ade at the COCOM Sub-
committee meeting.~~~~ -~~~. 

Permanent. Retire to BTRS when 10 years old !2;d
• trapsfer to WNRC when 12 years old. ~	 ~ 

~-z& ~t<.,.AA' ~ j1231. Forei n C ntrv Profile Case Files - These contain 
general ac groun in ormation and specific transaction 
data pertaining to Free-World countries, e.g., Latin-
America, Western Europe, and the Middle East. 
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• • The file constitutes a wor:ktoo1 for preparation of 
special areas export control programs and the informa-
tion in it is essentially duplicated by the official 
documentation created by the Branch. 

Dispose of individual documents of the contents 
of file fo1der.s when no longer needed for current 
business. 

1232. Import Certificate/Delivery Verification File -
This contains correspondence, telegrams, airgrams, and 
other papers pertaining to import certificates issued by
foreign countries and verification of delivery of commo-
dities of u.s. origin. Documentation is also included 
pertaining to the IC/DV and control procedures of foreign
countries. The file is used to monitor the practices of 
foreign countries for use in keeping the U.S. currently

informed of foreign practices in this area. 

The same type of papers are maintained on import certifi-
cates issued by the U.S. as a part of the file.
 

Dispose of individual documents or contents 
of file folders when 10 years old. 

Compliance Division 

The Division directs the enforcement of export controls.
 
Its functions include:
 

o	 development of intelligence information regarding
areas of possible export control violations; 

o	 investigation of actual· and suspected violations;
and 

o	 preparation of cases on proven violations for 
referral to the Hearing Commissioner via the 
Office of General Counsel. 

Teams of export control inspectors assisted by customs
 
personnel make unscheduled "saturation" examinations of
 
shipments at selected points of exit for enforcement pur-
poses.
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The Division develops and administers a program to insure 
maximum compliance with the export control regulations
and at the same time having a minimum impact on normal 
trade practices; coordinates and directs facilitation 
activities to reduce paperwork and expedite the movement 
of cargo; encourages exporters to take advantage of sim-
plified export clearance procedures; reviews export
declarations and conducts other activities to assure that 
simplified procedures operate efficiently and effectively;
works with the Bureau of Customs and the U.S. Postal Serv-
ice in developing, evaluating and adjusting the export
control responsibilities of those agencies; works with 
the Bureau of the Census, Department of Transportation
and other government and private organizations in connec-
tion with facilitation matters; and studies and evaluates 
changing industry techniques, such as containerization,
to assure that compliance methods are kept up to date. 

The Division is comprised of the Office of the Director,
Investigations Branch, Intelligence Branch, Facilitation 
Branch, and the New York Field Office. 

An official file station in the Office of the Director 
serves all elements of the Division located at head-
quarters. The records cannot 'be divided by branches 
since they are filed by a numeric-subject arrangement.
for the most part, records at the New York Office are 
filed according to the numeric-subject scheme used in 
the Washington Office, and their content parallels the 
content of those found in Washington. 

1233. Consolidated Com liance Sub"ect File - This is a 
consoli ate lIe w lC contalns ot} t e usual variety
of administrative (housekeeping) papers and program
operations papers arranbed by a numeric-subject system.
The two categories of papers found in the file may be 
more specifically identified by the listing of a few of 
the file designations below: 

A. Administrative Files 

File No" Subject Heading 

2-1 General Administrative Files 
2-l-A Service, Supplies & Equipment
2-lA-2 Space 
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A. Administrative Files (Continued) 

File No. Subject Heading 

2-1-159 Performance Rating Program
2-22 Catalogs (correspondence)
2-23 Budget 

The file folders containing housekeeping papers are con-
sistently identified as such by members of the staff with 
only inconsequential deviations from the norm. 

B. Program Operations Files 

File No. Subject Heading 

2-0-76 Retirement of Files 
2-1-190 Indoctrination of Agents in 

Compliance Division 
2-1-98 Interagency Meetings
2-1-98-E-l Interagency Meetings (Depart-

ment of Transportation)
2-l-98-E-2 ICACO Facilitation Sessions 
2-14 Specific Request for Informa-

tion 

The Administrative Files can be easily identified and 
segregated from Program Operations Files. 

a. Administrative Files - Dispose when 2 years old. 
• 

b. Program Operations Files - Permanent. Retire 
.~ to BTRS when no longer needed for current bus~~ 

q~~s and transfer to WNRC 1 year later.~~· 
jV"r~ -..,.u 7~ ~ f 

1234. Administr/tive and Investigative Indexes - This is 
a (3x5)-Carcr-index on which the names of all parties of 
interest that appear in incoming items are typed with a 
reference (numerical) to the file where the paper is 
located. 

The cards are filed alphabetically. 

Permanent. Retire to BTRS when no longer needed 
for current bu~in~ss and transfer to WNRC 5 years
later. F-P.<!</-;J~~ 2<»~ r-e.t.. 
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•1235. Foreign Service Index - This is a (3x5) card 
index showing the name of the person or firm under 
investigation, the name of the specialist to whom the 
document was referred for action, and the file number. 
This index is really a work control device to locate 
documents while in process. It is also used to locate 
files when the requestor has little or no information 
concerning the case in which he is interested, except
a geographical location and/or the name of the Investi-
gator that handled the matter. 

?fe,/' Permanent. Retire to BTRS every 2 years /.~~
~~~~ransfer to WNRC 5 years later. ~~ 
tJ-(I./VJ-- -zA9 ~ ,:..,U..... • 

123-6. A licat' n for Export Licenses Index - This is a 
(3x5) car in 0 app ications for export licenses 
received by the Compliance Division for review. The 
cards are arranged numerically by application numbers 
and show the date the application was received, review 
actions taken, and date of referral to sender, or to 
some other office. The cards for completed cases are 
withdrawn from the active file and maintained separately. 

Dispose of inactive cards when 3 years old. 

~237. .!r:~exo~ ~xJZ£Et ,Inf~at~on Service ~~J2orts - This 
as a (3x5) carc a.nccx snow i.ng the cIA and Dv-\. r epo rr num-
bers, date, security classification, subject, and the 
Investigator to whom the report was referred. 

Dispose when 3 years old. 

1238. Index of FBI Reports - This is a (5x8) card index 
showing date of report, subject (usually an individual 
or a firm's name), office of origin, date and file num-
ber. Withdraw cards from active file and file sepa-
rately when the subject report is destroyed. 

Dispose of inactive cards 2 years after 
destruction of the documents. 

1239. Closed Investigative Case Files - These are case 
files containing papers compiled by the Compliance Divi-
sion in the process of collecting evidence on suspected
or alleged violations of export controls. Each case 
concerned a violation or violations of Export Control 

Jan 76 

402 



Regulations an~has been completed and cltted. Included 
is material relating to Denial Orders, letters of charges,
warning letters, referrals to the Department of Justice,
indictments, convictions, fines, returned without action 
notices, and tran~cripts of the Hearing Commissioner's 
or court proceedings. More specifically, investigative
cases include the following types. 

a. Unlicensed Shipment Cases 
b. Untimely Filing of Shipper's Export Declarations 
c. Violations of Suspension Orders 
d. Transshipments
e. Transshipments through Canada 
f. Trafficking in Licenses 
g. Misrepresentations
h. Technical Data Investigations
i. Fragrant Disregard of Export Controls 
j. Alteration of Documents 
k. Unethical Practices 
1. Prelicensing and Postshipment Checks 

The cases are closed when all actions have been taken and 
the appropriate sanctions, if indicated, have been imposed. 

K1)~	 Permanent. Retire closed cases to BTRS at thetj; c- t} t 
r::/ /\AI 1°(...\' end of every 3rd year ?nd,transfer to WNRC 

61F~ 5 years later. ~vv...;..o #~ ~ ~!~,...eJ-,
4It.	 1240. Compliance Division Statistical Reports ~ An 

action sheet is prepared for each act10n taken on a 
case handled during the period at the end of each month. 
These sheets show the case number, type of violation,
the action taken, dollar value, country, and the com-
modities involved. Also sho~~ is the penalty, if any,
imposed. From these sheets, statistics are drawn to 
produce a monthly statistical report which shows the 
case load handled and other statistical information 
used to plan and direct the Division's activities. 

An annual statistical report is compiled from the monthly
reports. The data appearing in the annual compilation
are broken down on the basis of both the calendar and 
fiscal year. 

Data from the monthly and annual reports are used to 
prepare a budget submission showing the Compliance Divi-
sion's investigative workload and other special reports. 
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~ a. Action Sheets - Retire to BTRS when 2 years
 
.., old and transfer to WNRC 1 year later. Dis-

~ pose when 10 years old.
 

'# lyC· b~Monthly, Quarterly, Annual, Budget and Otherv"~'l - ~ 

I 

Special Reports - Permanent. Retire to BTRS 
..-4../ ~ 11""""'" when no longer needed for current business,

tfjIv ~ traps fer to WNRC 5 years later. ~~~,J,&lzs 
~ -z..G .b.-AA ~I 

1241. Facilitatio s File - This contains copies of 
Shipper s Export ec arations selected from those in 
the custody of the Bureau of the Census. 

The declarations are selected by developing a profile .of 
export control violators from intelligence and directing
the computer to scan all stored export data and report
out declarations fitting the profile to an appropriate
degree. 

The criteria for selection of these declarations vary
from time to time. All declarations and related papers
which contain concrete evidence of an export violation 
are withdrawn_ and become a part of an investigative case 
file. 

a. Copies from Census - Dispose when 2 years old. 

b. All Others - Dispose when 1 year old. 

New York Office 

The New York Office is an extension of the Washington
Office and with some ex(;eptions it creates and maintains 
files in the same manner covering the same subject areas 
as the Washington Office. 

1242. Consolidated Compliance Subject File - This con-
tains the same type of papers arranged according to the 
same type of subject-numeric system as found in Hashington. 
The papers are categorically separable and identifiable 
by the listing of a few of the file designations as 
shown beLow: 
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A. Administrative Files• 
File	 No. Subject Heading 

2-1 General Administration Files 
2-l-A Service, Supplies & Equipment
2-1A-2 Space
2-1-159 Performance Rating Program
2-14 Specific Request for Information 
2-22 Catalogs (correspondence)
2-23 Budget 

For purposes of disposition, this category of papers is 
easily identified and segregated on a folder by folder 
basis from the remainder for the papers in the file. 

B. Program Operations Files 

File	 No. Subject Heading 

2-0-76 Retirement of Files
 
2-l-A-l Wire Tapping

2-1-190 Indoctrination of Agents in
 

Compliance Division
 
2-1-98 Interagency Meetings

2-l-98-E-l Interagency Meetings (Depart-

ment of Transportation)

2-l-98-E-2 ICACO Facilitation Sessions
 

TI1is category of papers has long term significance since 
they document export control compliance policies and 
procedures. 

a. Administrative Files - Dispose when 2 years old. 

b. Program Operations Files - Permanent. Transfer 
--'	 to the Federal Records Center when no Jonger

needed for current business. ~vV~,JIHA/~ ?tJ!.b--~' 

1243. Foreian Service Index - This is a (3xS) card index 
to the ConsoYidated Compliance Subject File used primarily
to locate fiTes while in process or to answer requests
when the requestor has very little information about the 
case in which he is interested. 

Permanent. Transfer to the ~rderal Records Center 
when 10 years old. ~J..:o ,v~ /-It'1...AJ.J ~7~~ ~ 
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1244. Index oJltxtort Information - This ~ a (3x5) card 
index to the Conso idated Compliance Subject Files showing
the report number, date, security classification, subject,
and the name of the specialist to whom the report was 
referred. 

Dispose when 2 years old. 

1245. Index of FBI Reports - This is a (5x8) card index 
showing date of report, subject (usually an individual 
or a firm's name), office of origin, destination, date,
and file number. Withdraw cards from active file and 
file separately, when the subject report is destroyed. 

Dispose of inactive cards 2 years after
 
destruction of the subject documents.
 

1246. Facilitations File -This contains copies of 
Shipper's Export Declarations collected by inspectors 
conducting "saturation" examinations of shipments at 
selected points. These declarations are collected 
because the exporter has committed an error of ommission 
or commission in filling out the declaration, or because 
there is some evidence of an export control violation. 
In most cases, copies of correspondence asking the exporter
to correct the error or pointing out the proper procedure
to be followed are filed with the declaration. 

Declarations and related papers supporting an alleged
export control violation are forwarded to Washington and 
become a part of the investigative case file. 

Shipper's Export Declarations and Related Corre-
spondence upon which action has been completed -
Dispose when 1 year old. 

Electronic Equipment Division 

This Division administers export controls over computers,
electronic components, communication and navigation
equipment, laboratory instruments, and other related 
scientific and electronic equipment, in accordance with 
the policies set forth in export control legislation. 
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This program is designed to protect the national security,
promote U.S. foreign policy, and protect the domestic 
economy from undue drain of scarce materials. Included 
in the specific functions are: 

o	 taking action on export license applications; 

o	 making technical analyses of commodities in 
its area of responsibility in order to estab-
lish a basis for recommendations on export con-
trol policies, criteria, and regulations; 

o	 participating in interagency and government-
industry committee activities regarding export
problems; and 

o	 rendering assistance to industry and other 
government agencies on problems on mutual 
interest. 

The Division sends record copies of its correspondence
that go outside of the Department to the OEA File, but it 
does not forward internal papers to the OEA File. 

Office of the Director 

1247. General corresEondence Subject File - Documentation 
created or collected y the Director including incoming
and outgoing correspondence pertaining to delayed cases,
c9ntrol procedures, and technology. Also included is 
correspondence with companies pertaining to the status 
of applications for export control licenses and other 
export control problems. 

Papers relating to an application for export license are 
duplicated in the case file in Operations Division. 

Dispose of individual documents or contents of 
file folders when 5 years old. 

1248. Administrative Subject File - This contains copies
of the usual types of housekeeping papers including time 
and attendance reports, requisitions, personnel actions,
travel requests and orders, and security. These are 
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e·	 e
copies maintained for convenience of reference since 
record copies are keprt~\~;e'l'sewhe'r~~~ 

Dispose when 2 years old. 

1249. Revie,v of International Lists and CCL Cormnodities -
Periodically the commodities on the International List and 
CCL are r ev Lewcd for control or decontrol. This is the 
1IIe of the Director's principal assistant which contains 
copies of COCOM discussions, the International List (last
two versions), technical reports, incoming and outgoing
telegrams relating to the list review negotiations, and 
the evaluations and comments of the Division. The review 
of the CCL and the control requirements involved are uni-
lateral arid although the papers fo Ll.ow the same pattern
as those pertaining to the International List there~s _
the di~erence that no foreign power is involved. ~~ 

JLflt~~~7;:;ire to BTRS when 10 years old
 
and transfer to 'VJNRC 2 years later. ~~4~
 
~'7AJ ~~, 

1250. COCOM E ce tion Cases - Frequently COCOM member 
governments WlS to export a commodity that is controlled 
and on the International List. VJhen this occurs the 
exporting goverrunent must get the approval of all other 
member governments. In the case ",here a foreign govern-
ment wishes to export a COCOM item the United States 
receives a COCOM document requesting the clearance or 
position of the U.S. If the U.S. is the initating coun-
try, an application for export license opens the case. 

These are the cases handled in the Director's Office, and 
they contain copies of initating documents, telegrams to 
and from U.S. missions, transcripts of consultations,
technical reports, summaries of conversations, evaluations,
and the recommended U. S., position and final determinations. 

Exception cases generally fall in one of two categories,
namely, 

a.	 Cases involving no interagency or intergovern-
mental conflict of opinion or position - Dis-
pose when 1 year old. 

b.	 Cases where there is interagency or intergovern-
mental conflict of position - Dispose when 5 years
old. 
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1251. .CorrunodityTechnical Re£orts File - This contains 
copies of technical data submltted by Foreign governments
or by U.S. exporters and evaluations provided by the 
Division frequently accompanied by a draft Operating
Committee document. 

Dispose when 1 year old. 

1252. Technical Information Files - These consist of 
copies of broChures, catalogs, and technical bulletins,
OC Documents, PD Documents, LD Documents and other issu-
ances received from U.S. and foreign companies and from 
other sources at all levels of government. 

Dispose of individual documents of the contents 
of file folders when they have served their pur-
pose. 

Electronics Branch 

1253. General Correspondence File - This contains 
incoming and outgoing correspondence pertaining to 
export control policies, procedures, license require-
ments for specific commodities, characteristics of com-
modities, and other information, 

Dispose of individual documents or contents 
of file folders when 3 years old. 

1254. DisEatches - These are copies of incoming and 
outgoing alrgrams and telegrams received or transmitted 
by the State Department relating to export control of 
electronic equipment in which a foreign government is 
involved. 

Dispose when 18 months old. 

1255. A Ex ort License Actions (FC-149
and IA- - T ese are coples 0 t e app lcatlons or 
export licenses showing the application number, name of 
company, description of commodity, Licensing Officer's 
determinations, and the final action taken by higher 
authority. These papers are duplicated in the case 
files kept in the Operations Division. 
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a.	 Soviet Bloc Applications - Dispose when 
10 years old. 

b.	 All Others - Dispose when 2 months old. 

1256. Parts and Components Applications - These are 
copies of requests from foreign companies to use parts
or components of U.S. origin, available in the foreign
country, in the manufacture of electronic equipment.
These are accompanied by a worksheet which identifies 
the applicant, end product, export control applicable to 
the component and the Licensing Officer's recommendations. 
Attached are any related papers. 

Dispose ,when 6 years old. 

1257. s~ec ial Cases Workpapers - These are wo rkpape rs 
generate or collected by the specialist on cases dealing
with electronic equipment that are unique or exceptionally
complex. Each case poses unanswered questions or situa-
tions that have not been fully satisfied and the spe-
cialist addresses himself as time permits to resolving
the case. Eventually, these papers are essentially
duplicated by recommendations and other submissions of 
the specialist. 

Dispose of individual documents or contents 
of file folders when no longer needed for 
current business. 

1258. Review of International Lists and CCL Commodities -
These are papers generated by the Branch in the process of 
reviewing electronic equipment for c99trol or decontrol on 
the CCL and/or International List.~~~~~4U-u/1.--4-p~

IL.	 t ~nv~ Permanent. Retire to BTRS when 10 year~ old find ~ 
~~. tranfer to WNRC 2 years later.H~~,d~~:?7~ · 

1259. Technical Information Files - These contain copies
of company brochures, catalogs and similar material con-
taining technical information on electronic equipment.
Also included are copies of ACEP, OC, and COCOM documents. 

Dispose of individual documents or contents of 
file folders when no longer needed for current 
business. 
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Computer Division 

~	 1260. General Sub;ect File - This contains incoming and 
outgoing correspondence relating to export control deter-

•.	 minations, requirements, and technical characteristics of 
computer equipment. Also included are copies of technical 
advice, and correspondence with exporters containing
information not related to a specific case. Requests for 
Authority to take licensing actions (IA-22l), parts and 
components, and letters of authorization are also included 
in the file. 

Dispose of individual documents of contents 
of file folders when 5 years old. 

1261. Technical Reference Pa~ers - These are copies of 
policy determinations, s ummar i.es of Operating Comm lt tee 
meetings, Technical Inquiry (Form IA-lOO), license deter-
minations, OC Documents, COCOM Documents, and referrals 
to Policy Planning Division (IA-79B). 

These papers are used by the specialists as precedents in 
making determinations on pending applications for export
control licenses and policy and procedural matters. These 
papers are retained in official files elsewhere. 

Dispose of individual documents or contents of. 
file folders when no longer needed for current 
business. 

1262. International Lists and CCL Review File - This 
contains copies of COCOM discussions, determinations,
and evaluations and recommendations prepared by spe-
cialists in the Branch, and related papers. 

Essentially the same type of papers one produced in the 
process of	 r ev Lew Lng the CCL papers, which include ACEP 
and OC discussions and ACEP and OC documents, as the 
papers produced by the specialists in the process of 
making their recommendations. 

Permanent. Retire to BTRS when 10 year~ old and 
transfer to WNRC 2 years later. UJ.-.../-o ~~..;;: 
;v-I'~ ~	 7A?~ r---U-, 
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1263. Half-Sheet Export Licenses Actions (FC-4l9 and 
IA-1145) - These are the half-sheet copies of export
licenses upon which the Licensi.ng Officer has acted. 
They cover the export and reexport of computer equip-
ment, or components or parts of such equipment. These 
are arranged by commodity. 

a.	 Soviet Bloc'Applications - Dispose when 
10 years old. 

b.	 All Others - Dispose when 2 months old. 

1264. Applications for Reexport Licenses (IA-1145) -
These are copies of applications for reexport licenses 
covering computer equipment to free wo r Ld and Soviet 
Bloc countries. These are arranged by companies. 

a.	 Soviet Bloc Applications - Dispose when 
10 years old. 

b.	 All Others - Dispose when 2 months old. 

1265. Technical Information File - This consists of 
copies of brochures, catalogs, and other releases from 
private industry, government and other sources containing
technical data on computer equipment and its installation 
and	 use. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

Dispose when 2 years old. 

1267. Dispatches - These are copies of incoming and out-
going airgrams and telegrams received or transmitted by
the State Department relating to export control of com-
puter equipment in which a foreign government is involved. 
They contain information pertaining to the status of an 
export license or to export control problems in connection 
with a specific case or company. 
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eDispose when 1 year old. 

1268. Administrative Subject File - This file contains 
office copies of housekeeping papers on such matters as 
budget, applications for leave, personnel actions, pro-
duction reports, requisitions, security, space, travel 
orders and requests, and the like. 

Dispose when 2 years old. 

Technical Data Division 

Functions of the Division include the adm Ln i.s.t.r at.Lon of 
export controls over technical data to protect the 
national security and promote U.S. foreign policy, as 
required by export control legislation. It also fur-
nishes assistance to the Department of State in its 
East/West Exchange program. Specific functions include: 

o	 taking action on export license applications; 

o	 conducting studies of technology in important
fields of endeavor in order to establish a 
basis for recommendations on export control 
policies, criteria, and regulations; 

o	 participating in interagency and government-
industry committee activities regarding export
problems; and 

o	 rendering assistant to industry and other 
government agencies of mutual interest. 

The export control of technical data is executed through
utilization of a very complex set of procedures and pro-
fessional techniques which result in the establishment 
of mutual understanding between the Division and indus-
try personnel. 

Jan 76 

413 



eOffice of the Director e 
1269. Director's sub~ect Correspondence File - This con-
tains papers generate by the Director pertalning to tech-
nical data export control problems, procedures, policy and 
regulations. Notable subject headings found in the file 
include export control of U.S. technical data to Canada,
chemical industry-Soviet; China licensing policy; COCOM 
list reviews; effects of Czechoslovakia invasion; CIA 
information reports re Poland; White House study, and 
the like. 

The 
--

papers do not pertain to individual license applications.
Prior to January 1972, record copies of these papers were 
maintained in Central Files, DIBA. On January 2, 1972, an 
official files station for all record copies of papers gener-
ated by the Office of Export Administration was established in 
its Operations Division. Consequently, the papers maintained 
were for convenience of reference and are essentially dupli-
cated at the old DIBA Central Files or in the recently estab-
lished OEA Files kept in the Operations Division. Notwith-
standing the fact that a large percentage of these papers are 
duplicated in the OEA Files, they are of significant value 
because they are arranged separately and in a manner that 
'shows the Division's contribution to the position on some 
very important matters. This would be difficult to deter-
mine in the OEA Files because Technical Data Division papers
are interfiled with those of other organizational units on 
the same subject. 

Start a new file every 5 years, retire to BTRS 
1 year later, and transfer to WNRC 1 year later. 
Dispose when 10 years old. 

1270. Exchange Program with the Soviet Bloc File - This 
contains copies of agreements for the exchange of offi-
cials and other authorities in scientific, technical,
educational, cultural, and other fields. These agree-
ments have been renewed every two years and the Division 
has a primary interest in the delegations from the U.S. 
and Soviet Bloc countries and the delegation from such 
countries that will be studying areas that involve tech-
nical data within the jurisdiction of the Division. 
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The papers als~ontain copies of the arra~ements for 
the delegations visit, lists of delegation members' names,
itineraries and related documentation. The papers are 
arranged by the names of the industry, commodity, or 
other areas of special interest to the delegation, e.g.,
aluminum, clothing, electric power production of food-
stuffs, metallurgy and industrialization of building
process. 

The State Department administers the delegations' visits 
to various localities in this country to examine indus-
tries and other activities. The Division advises the 
State Department on export control of technical data that 
might be divulged by such visits. 

The papers are not duplicated in the OEA Files or else-
where. 

Permanent. Retire to BTRS papers pertaining to 
each agreement 4 years after its renewal, and 
transfer to WNRC 1 year later. 

1271. Administrative Subject File - This contains con-
venience copies of housekeeping papers such as time and 
attendance reports (case filed by name of employee),
travel (name case filed), \\lorkflow through OEA, announce-
ments (copies of directives, notices, etc.), job descrip· 
tions, clearance of aliens to visit other bureaus, reg-
ister of classified material destroyed, receipts for 
classified material and similar papers. 

a. Announcements, Directives,
Dispose when superseded or 

Notices,
revoked. 

etc. -

b. Job Descriptions - Dispose
tion is abolished. 

1 year after posi-

c. Clearance of Aliens to Visit Other Bureaus -
Dispose when 5 years old. 

d. Register of Classified 
5 years old. 

Material - Dispose when 

e. Receipts for Classified 
when 2 years old. 

Material - Dispose 

f. All Other Papers - Dispose when 2 years old. 
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1272. ChronolJitcal or Reading File - Thi~contains one 
copy of each outgo~ng ~tem s~gned or cleared by the Direc-
tor. 

Dispose ~1en 2 years old. 

1273. Mail and Messenger Log - This is a log of each 
piece of maif as received showing the date of incoming
item, date of receipt, description of contents, and the 
name of the addressor. The destruction of security
classified documents is now noted on these sheets instead 
of posting a register. 

a.	 Sheets showing destruction of classified 
material - Dispose when 5 years old. 

b.	 All Other Papers - Dispose. when 2 years old. 

(Licensing Officers and Related Records) 

1274. Licensin Officers Country File - This contains 
copies 0 pp lcat~ons -or 'xport L~cense (FC-4l9) or a 
letter from the applicant company requesting an export
license for the export of technical data and a state-
ment of justification with such attachments as the com-
pany chooses to submit. The file also contains copies
of advices on applications returned without action 
(FC-204B) , Referral to Policy Planning Division (IA-798)
with related correspondence and copies of the internal 
memorandums and other communications developed in the 
process of evaluating and preparing a recommendation on 
the issuance of an export license. Documentation of the 
preparation of cases referred to the Operating Committee 
(ACEP) is also filed. These papers are arranged by cate-
gories of countries (East European communist countries,
Free ~.Jorld,and other communis t countries) thereunder by
the name of individual countries, and thereunder alpha-
betically by the name of applicant companies. 

Adequate documentation of cases requiring policy, major
procedural, legal or technical decisions by higher 
authority is maintained at the appropriate level 
starting with the Policy Planning Division (OEA) and 
occasionally culminating at the White House level. 
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Retire to ~S when 10 years old. Di~se when 
15 years old. 

1275. Technical Data Information File - TI1is contains 
hot copies, clippfilgs, reprints, brochures, and other 
printed and processed materials collected by Licensing 
Officers which contain descriptions of commodities and 
processes that actually provides a library of data. 
In most cases the data found in the file is such that it 
supports export license applications and consequently,
technical information can be derived from it. 

The data is used by the Licensing Officers for background
purposes and to sharpen their prespective and judgement
of very complex technological processes and commodities. 

Dispose of individual documents or contents 
of file folders when superseded or when they
have served their purpose, whLcheve r is sooner. 

Capital Goods and Production
 
Materials Division
 

The Division administers export controls over a wide 
variety of production) consumer, and capital goods pro-
ducts (e.g., fuels, chemicals, fertilizer and other 
agricultural related products, metals, metalworking
equipment, transportation equipment, and general indus-
trial equipment in accordance with export control legis-
lation). '. 

Specific functions include: 

o	 taking action on export license applications; 

o	 making technical analyses of commodities in its 
area of responsibility in order to establish a 
basis for recommendations on export control 
policies, criteria, and regulations; 

o	 participating in interagency and government-
industry committee activities regarding export
problems; and 
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o	 rE.'nceing assistance to industr6.nd govern-
ment agencies on problems of mutual interest. 

Record copies of correspondence going outside of the 
Department are sent to the OEA Files; record copies of 
most internal corrmunications are not. Consequently, some 
files must be retained for a 'longer period than expected
to provide adequate documentation. 

Office of the Director 

1276. Director's Commodit~ File - This is the Director's 
commodity file Hhich conta~ns papers pertaining to export
control of individual commodities because they are in 
short supply, a strategic material or because of a foreign
policy consideration. Individual files contain information 
on the domestic reserve, production, supp:y, market and 
end uses of commodities; and the need for export control. 
The files also contain background information on the 
development of and present U.S. position on control of 
the subject commodity. 

The file is arranged	 by names ofalphab...eJ:.ic..al1-y commod-
itiesJthereunder by year. 

1f1)~ ..ft,? Permanent. Re rLre to BTRS when 5 years old (,
'-' a,.,) Jc-.I-, aJ;d,t7transferto WNRC 2 years later. ~~~~ 
-B/'''~ ~ -zg;; ~~. 

1277. Director s Subject File - Documentation created 
or collecte y t e D~rector pertaining to the develop-
ment of export controls on commodities in general and 
for the establishment of procedures and a mechanism for 
carying out such controls as are imposed. The file 
also contains precedential and other papers wh i.ch are, 
useful to the Director in keeping abreast of the current 
developments on export control of cormnodities. Replies
to requests for relief from specific export control prob-
lems are also included. 

There are in the file a number of folders which contain 
the usual type housekeeping papers that are sometimes 
separately filed in an administrative subject file. File 
designations in these folders include the following: East-
West Trade Advisory Committee, AEC mail pickup, budget,
executive reserve, financial statements, requisitions,
production reports, training seminars, and the like. 
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~rogra~perations Folders - Perment. Retire 
to BTRS when 10 years olA and tran~rer to WNRC 
2 years later. ~yb~~~.~~. 

b.	 Administrative Files - Dispose of individual
 
documents or contents of file folders when
 
5 years old.
 

1278. Capital Goods Subject Correspondence File - This 
contains incoming and outgoing correspondence that has 
general applicability to the control of commodities for 
which the Division has responsibility, and to its opera-
tions. Notable among the subject headings found in the 
file are aircraft, appeals, Arms Control and Disarmament 
Agency, Congressional correspondence, industry participa-
tion, joint venture areas, Kama River Project, and Mondale 
Co~~ittee. The information in these papers is essentially
duplicated in higher echelon offices and elsewhere. 

Dispose of individual documents or the con-
tents of file folders when 5 years old. 

1279. International Commodity Review File - Documentation 
generated by the Chief in the process of reviewing commod-
ities for inclusion or removal from the International 
Lists of the Coordinating Comn1ittee. Also included is 
material on the substantive review of such matters as the 
expansion or diminution of the number of co~modities con-
trolled and on the International Lists. The file contains 
a considerable quantity of printed or processed material 
(clippings, brochures, catalogs, etc.) which support or 
directly relate to the matter under review. 

Start a new file every 10 years, retire to BTRS 
2 years later, and transfer to w~~C 1 year later. 
Dispose when 25 years old. 

1280. Chronological File - This consists of 
of each outgoing item prepared in the Office 
chronologically. 

a carbon 
arranged 

copy 

Dispose when 1 year old. 
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1281. Exc Cases File - These----~~ are papers re lng to commo les on nited 
States for domestic and foreign policy reasons allows 
exceptions to the COCOM embargo list, in accordance with 
allowances provided by the Battle Act. 

The papers are case filed chronologically in accordance 
with the international commodity classification listings. 

Dispose when 5 years old. 

1282. Technical Information File - These are papers con-
taining technical informatlon on u.s. export controls as 
distinguished from COCOM controls. They are used primarily
in connection with a periodic and continuing review of the 
Commodity Control List. A set of Operating Committee,
ACEP, documents is included in the file. 

These papers are filed alphabetically by the names of 
commodities. 

Dispose of individual documents or contents of file 
folders when no longer needed for current business. 

1283. Capital Goods Substantive Review File - Documenta-
tion generated by the Chief in the process of reviewing
capital goods (commodities) for export control or decon-
trol by the U.S. 

Start a new file every 10 years, retire to BTRS 
2 years later, and transfer to w~~C 1 year later. 
Dispose when 25 years old. 

1284. Ca~ital Goods Compan¥ Correspondence File - This 
contains lncoming and outgolng correspondence requesting
authority to export or reexport commodities, review of 
export control decisions, exceptions to decisions or 
export control regulations; and clarifications of law,
regulations and decisions. The papers are arranged
alphabetically by company name. 

Start a new file every 2 years, move active case 
files forward to the new file. Dispose of residual 
(inactive) cases when 3 years old. 
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ttLicensing Officers Files ~ 

Various licensing officers within the Division, each 
assigned a specific group of commodities, review licenses 
for the export of their assigned commodities in accordance 
with law and regulations. The following are the grouping
of commodities assigned licensing officer: 

o	 chemicals,materials, cameras and photographic
materials, lasers, specialty laboratory equip-
ment, cryogenics 

o	 metals and alloys, materials, wire and cable, bio-
materials 

o	 chemicals, materials, pharmaceuticals, petroleum
products, medical equipment, biomaterials 

o	 equipment, general capital equipment 

o	 transportation equipment, machine tools, general
capital equipment 

o	 semiconductor manufacturing equipment, computer
component test equipment, machine tools, specialty
test equipment, cryogenics 

o	 aircraft, turbine engines, avionics, navigation
equipment, sonar, flight systems 

roved lications for Ex ort License (FC-419
for such commodities as A ricultural Photo-

grap 1C, Laserl Meta s an M1nera" s, Chem1ca s, an Drugs-
The Eile conta1ns copies of approved applications used as 
precedents on making a determination on new applications.
These papers are duplicated in case files maintained in 
the Operations Division. 

Dispose when 5 years old. 

1286. General Sub'ects Files for such commodities as A ri-
cultura , P otogra* 1C Lasers, Meta s an M1nera s, C em1-
caTs and Drugs - T is tile con tat.ns incoming and C?utgoing
correspondence pertaining to export control on policy
determinations and actions not relating to a specific
licensing action. 

,
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Retire t~RS when 5 years' old, tra~er to WNRC 
1 year later and dispose when 10 years old. 

1287. Technical Information File for such commodities as 
~ultural, PhotograRhic, Lasers, Metals and Minerals~ 
cnemicaEand Dru~ - T e file contains reference materials 
to provide technlcal descriptions of commodities basically
from private companies. 

Dispose of individual documents when they have 
served their purpose. 

1288. Technical Case Files on Fertilizers, Cameras, Lasers 
and Cr 0 enics and Aqricultural Related Materials - These 
contaln technlca information on the characteristics and 
uses of commodities with analyses of the impact on the U.S. 
that export of a given commodity might have. Also documented,
to a limited extent, are foreign policy considerations grmving
out of the export of selected commodities. 

Retire to BTRS when 5 years old, transfer to WNRC 
1 year later and dispose when 10 years old. 

1289. Camera Memorandums - These are copies of technical 
reports, clearances and memorandums, reports of informa-
tion authorizing sale and export of specified commodities 
1-0 s ue ci.f~~-Led &.~ ~-~ "F"-..I~ c ame ras 4."-"', f IIm _..L. ~........ r e Lat..L'-4 ed '-i -- e'~d-uC'u""'"v ..... A. and L-r--- ... ec u Lc_0....4 .... '-' 

ment. 

Dispose when 5 years old. 

1290. Metals and Minerals Company File - This is incoming
and outgolng correspondence with companies pertaining to 
the status of applications for export licenses covering
short supply and controlled commodities. The file also 
contains correspondence relating to a variety of export
control problems on the export of metals and minerals 
(copper and others). 

Dispose when 5 years old. 

1291. Decontrol of Metals and Minerals -Revie,,,, Documen-
tation of meetings, findings and recommendations, deter-
minations, and related papers created in reviewing for 

short supply commodities such as copper, walnut 
logs, hides and skins. 
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The file also _tains the same type of da.mentation
 
of the continuous review of items on the Commodity Con-


a trol List. Similar papers docume nt a t Lng review for
 
•	 decontrol of commodities on the International List are
 

included i.n the file. ~~u- q~~ 
. /-;-r.. -' / fyi" I- Permanent. Retire to BTRS when' 10 years old(~ ~
 
II JY'" 6 -. and transfer to HNRC 2 years later. ~b<-4 A-Wff~
 

'" tV-V ~';;u;J ~~,

~ftI 7	 1292. Metals a Minerals Licensin Actions - This file 

contains Re erra s to Po lCY P annlng Division (IA-798) 
which show the Application for Export License Number,
Commodity Control List Number, and the name of the com-
pany making the application with a short description of 
the commodities involved. The form also shows the action 
taken by the Licensing Officer, Division Director and the 
final action taken by the Policy Planning Division. A 
copy of the approved application export license is attached 
to the form along with any related papers. 

Although these documents are duplicated in the record 
copy of application cases, they are an essential work-
tool that must be kept by the specialist until the con-
trol is discontinued. 

The papers	 are arranged by the nmnes of metals and minerals. 

Dispose when the commodity (metal or mineral)
is decontrolled. 

Metals and Minerals Multi Ie Transactions State-
ConSl nee an Purchaser - T ese are statements 

urnlS e by t e consignee an exporter covering multiple
shipments. These statements are used by the exporter to 
justify two or more applications for export license so 
long as the same commodities are involved. 

Dispose when 2 years old. 

1294. Review of Chemicals and Dru¥s on International 
List - This branch is responsible or a periodic review 
~addition or deletion of chemicals, drugs, and related 
materials on the COCOM International Lists. 
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The file contaas the definitions, propos., and records 
of discussion 1Ia other actions of the CO~ meetings.
Accompanying these are. technical analyses and reports
generated by the Branch and by outside sources, and the 
recommendations of the Branch on control or decontrol of 
chemicals, drugs, and related materials. 

Final determinations on the recommendations submitted are 
reflected in the next issue of the ~rnational Lists 
which are also a part of the file. ~~:qrY~'

/~!I Permanent. Retire to BTRS when 10 years old
 
a.... v.P. and transfer to WNRC 2 years later~h....J~
 
,? I~ U;J '1~ I-A.A.. r 

1295. Chemicals and Drugs Precedents Notebooks - These 
are looseleaf notebooks which contain compilations of 
information from action documents that have or that will 
set policy on export control or embargo of chemicals,
drugs and relatect materials. 

The notebooks are an essential long term worktool that 
must be kept in close proximity to the user/professional
staff. 

I c. /-, ;-{f)'l - Permanent. Retire to BTRS and transfer to HNRC r. 
{~~~~ ~~. wh~n no longer needed for current business.~~ 
(JfJV"" /tJ~ ~ -'Z-f91~~' 

1296. Technical In~uiries on Capital Goods - These are 
requests from 'Ene-CoordInator, -technica~Task Force Group,4It	 COCOM, for technical information on capital goods such as 
general capital equipment, machine tools, computer com-
ponents and other electronic equipment, aircraft flight
systems, engines and navigation equipment that some firm 
proposes to export or reexport. TI1e replies are attached 
to the request. Record copies of these documents are 
maintained in the Policy Planning Division. 

Dispose of completed inquiries when no 
longer needed for current business. 

1297. Capital Goods Multiple Transactions Statements -
License applications for export cormnOdl.tles to Eastern 
European and Free World countries are submitted for review 
and a recommendation of approval, rejection, or some other 
appropriate action. The application is accompanied by
supporting papers including an International Import Certi-
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ficate issued~ the importing country, ~ a statement 
by the importillg company of what the equipment is going
to be used for, and the country of ultimate destination 
of the end product. ~lications for Export License are 
submitted with a Sin~ eTransaction Statement by': Consignee
and Purchaser (one s~ipment) or a Multirle Transact~on£ 
Statement by Consignee and Purchaser involving multiple 
shipments to occur under authority granted for either 
one or two years. 

These are copies of the Multi Ie Transactions Statements 
held by the Licensing 0 lcer reviewlng t e app ~cat~on 
for use in answering any questions that may arise during·
the authorized period. The papers are arranged alpha-
betically by name of companies. Record copies of these 
statements are maintained in the Policy Planning Division 
long enough to meet all requirements. 

Dispose upon expiration of the license authority. 

1298. Capital Goods Ex ort A lication Revie~.vWork a ers -
These are copies 0 papers perta~nlng to t1e rev~ew 0 
export applications received from companies that contain 
information useful to the analyst as precedents or for 
other purposes. Also included are guideline papers such 
as a summary of export control decisions made, list of 
commodities in ACEP, Operating Cornn1itteedocuments, and 
copies of rE:fer:cals t.o the Policy Planning Division. 

Dispose of individual documents or contents
 
of file folders when no longer needed for
 
current business.
 

1299. Capital Goods Exrort Licenses - These are carbon 
copies ot the portions of Applications for Export License 
that are validated licenses and returned to the exporting
firm. These are convenience copies maintained solely for 
the purpose of answering inquiries during the period of 
the transaction. 

Dispose when 90 days old. 

1300. .9apital Goods International List Review (IA 402) -
This contains wo rkpape rs of the analyst preparing recommen-
dations for including or removing general industrial equip-
ment from the International List for the approval of the 
Director of the Division. These papers are generated in 
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the process of ~Raring substantive revie~ocumentation 
of the Internat~~r·List. Record copies ~ maintained 
in the Director's International CommoditLReview File. 

Dispose when no longer needed for current business. 

1301. Ca~ital Goods Company Correspondence File - This 
contains ~ncoming and outgoing correspondence~th exporter
companies pertaining to the proper classification of com-
modities under the Co~modity Control List, the reexport
of commodities, the likelihood of the issuance of an export
license for a controlled commodity, and to interpretations
of export control decisions and a variety of similar mat-
ters. 

The file also contains a quantity of printed and processed
literature received from the companies which describes 
their products. Copies of the outgoing items in the file 
are maintained in the Director's Company Correspondence
File long enough to meet all requirements. 

Dispose of file folders when the subject company
is dissolved or dispose of individual documents 
and contents of file folders when 5 years old,
whichever is appropriate. 

1302. Capital Goods International Commodity Control File -
This contains Technical Task Force Group evaluations of 
exception cases and evaluations of proposals made to change
the entries covering those commodities of stratetic impor-
tance that are subject to international control. 

These files contain significant historical and legal data 
on the controlled system and on the particular~ommodities
involved. These data have long term values. ~~~ 7r~ 

vts-. 6 ;;c.". Permanent. Transfer to WNRC when no Longej-
:./ 4-, - needed for current business .~~ J#eU~efrl-c> ;v'-""' . //(JI ~--eLkA ~,

1303. C ital Goods Ex ort Anal st's International Com-
modity Contro Wor(papers - Tl~S conta~ns ra ts, memo-
randums, other correspondence, commodity fact sheets,
brochures, copies of pertinent laws and regulations, and 
similar material accumulated by an Export Analyst in the 
process of formulating recommended language for inclusion 
in the Commodity Control List. Record copies of the lan-
guage prepared are included in the International Commodity
Control File. 
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Dispose ~~--th~y have served their .cpose. 

1304. Ca~ital Goods Licensing Officers Control File for 
Special Llcensing Procedures - Special Ilcenslng proce-
dures have been established to primarily facilitate 
exports to Free World countries. These special proce-
dures include project licenses, distribution licenses,
foreign-based warehouse procedures, periodic require-
ments licenses, time limit licenses, service supply pro-
cedures and aircraft, and vessel repair station procedures. 

The file contains a copy of the Licensing Officers' recom-
mendations, a copy of the validated portion of the license,
copies of supporting papers submitted with the application,
copies of related correspondence and of the findings of the 
Multiple Licensing COTIllnittee,Office of Export Adrnini.s., if 
any is involved. These papers are maintained by the 
Licensing Officer as a control of a status of the license 
from receipt of the application until authority expires
or has been revoked, revised, or changed in some other 
manner. The papers are also used as precedent by the 
Licensing Officer. Record copies of the papers are main-
tained in the Op~rations Division. 

Dispose when the license has expired or been revoked. 

1305. Capital Goods Import Certificate Quantitative
Control Sheet ClA ~l':.!) - This is a control sheet~shOwing
the import certificate number, consignee foreign country,
date of certificate, expiration date of certificate, the 
commodity code number, export control cOIM1odity number, 
value of shipments made and the authorized remainder of 
value outstanding for additional shipments under the 
license. 

Dispose of individual sheets when the value 
import certificate has been used up. 

Operations Division 

The Division processes license applications, develops and 
issues regulations and operating procedures and conducts 
public contact activities. Specific functions include: 
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o	 numbii~,.screens, and routes inijUing
app l ~t i.ons ; 

o	 prepares and issues licenses; 

o	 coordinates processing of "bulk" licenses and 
monitors exporters' operation under the licenses; 

o	 reviews for conformance with regulations and 
instructions a substantial proportion of the 
licensing officers actions on applications; 

o	 issues U.S. import certificates; 

o	 prepares analytical and statistical surveys and 
reports on export control activities; 

o	 coordinates the development of automated tech-
niques in export control operations; 

o	 maintains a public contact office, handling
requests for information and emergency pro-
cessing of applications, and answering corre-
spondence; 

o	 develops and publishes export control regula-
tions and procedures as well as instructions 
for COIT~erce field offices; 

o	 handles emergency planning functions for the 
Bureau of East-West Trade; and 

o	 clears public reporting requirements with 
the Office of Management and Budget. 

The Division is divided into three branches, one of which 
has been designated the official files station for all· 
units of the Office of Export Administration except the 
Compliance Division. 
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, e	 ee9ffice of the Director 

• 1306. Operations Subject File - This contains papers gen-
erated or collected by the Director in the process of pro-
viding executive direction of the Division. The Division 
is responsible for giving operating support to the Office 
of Export Administration including an advisory and techni-
cal service for representatives of U.S. exporters' receiving
and maintaining documentation of the 'Office of Export Admin-
istration at an official files station; and the initiation 
and publication of export control regulations (including
the Manual of Export Administration Regulations distributed 
to the industry), internal procedures, and other operating
manuals. 

Subject headings noted in the file include AEC problems,
banks (liaison with), boycott, component parts, exporters
studies, forwarded problems, management irr.provement,
quarterly reports, and trade fairs. 

Record copies of most of the papers generated by the Office 
are forwarded to the OEA Official File Station located in 
the Program Services and Processing Branch. However, a 
copy of each outgoing item is maintained in this file with 
quantities of documentation such as minutes of meetings,
special studies, technical reports, and the like that are 
c 'J... lee ted or forv-a rde d from other sour ce s . e -(t\ ..... '1&., Permanent. Retire to BTRS inactive subject files

v'1./ "/1 t. ever)f 2 years and transfer to WNRC 1 year later. /#~
." ...11'/ v' cl-o fV~ ~"-t-O 7~ ~ ,

r:)fV" 1307. Administrative tSubject File - This contains office 
copies or-housekeeping papers on such things as personnel
actions, requisitions, security, tran~portation orders,
and other things. 

a.	 Personnel Name Files - Dispose upon separation
of subject employee. 

b.	 All Other Papers - Dispose when 2 years old. 

1308. Classified Document Register - This is a register
of all classified materlal generated (except cables and 
telegrams) or received showing the document number, ori-
gin, distribution, date of .document, date .received, and 
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dispositio~ of~le document with the appr~iate authori-
zation. No top secret material is involv~ 

Dispose when 3 years old. 

1309. Classified Cable-s and Telegrams Refister - This 
is a reg1ster of classified cabIes and te .egrams con-
taining the~,sa~ information as the Ri3'g,J§'ifferotherof 
classified m*aterial described above. 

Dispose when 3 years old. 
p........'lI
 

1310. Register for Forei~n Service Material - This is 
an action control log of ~ore1gn ser~rn.aterial showing
the type, post, document number, date of document, number 
of copies, distribution, filed, and date of destination. 

Dispose of individual sheets when they are 
no longer needed for current business. 

~ ~~~ 

Exporters Service Branch 

1311. Special Processing Control Record (IA-743) - This 
is a three-part interleaved carbon fOrm used to record 
telephone conversations with exporters needing counseling
or some other service. This file is made ~p iDitially of 
the third copy of the form, which is held by the office 
for follow-up purposes. Upon completion of action, this 
copy is disposed of and the original of the form is 
inserted in the file. The record (second) copy is filed 
in the appropriate application case. 

Dispose when 3 months old. 

1312. Exporters Servic~Subject Correspon~ence File -
This contains documentation generated or collected by
the Chief of the Branch pertaining to the professional
techniques and the underlying laws and procedures gov-
erning counseling and responding to emergency and special
treatment reques ts from exporters. -
These are convenience copies of papers created by the 
Branch that are duplicated by record copies kept in the 
OEA files. Also included is a quantity of printed or 
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processed mat~als collected [rom variol~ources. 
The file accum~ates slowly and it is an essential 
vlOrktool that must be maintained in close proximity
to the user. 

Dispose of individual documents or contents 
of file folders when superseded or no longer
needed for current business. 

1313. Chronological File - This consists of a copy of 
each outgoing item generated by the Operations Division. 
The incoming item and the second copy of outgoing items 
are maintained in the OEA File. 

Dispose when 1 year old. 

Program Services and Processing Branch 

1314. Operating Procedures and Requirements Subject
File - Documentation of internal action on personnel,
security, space, organization, job descriptions, promo-
tion program and procedures, and customs liaison. Also 
included are selected papers concerning export control 
procedures, commodities, and operations with related 
production, analytical reports and workload studies. 

This file constitutes a long term worktool that must be 
maintained in the Branch and it also includes preceden-
tial administrative information that is duplicated else-
where. 

Dispose of individual documents or contents of file 
folders when no longer needed for current business. 

1315. List of Ap¥lication Numbers Issued - This is a 
list of the seria number assigned to each export license 
application received. The primary purpose of this list 
is to ensure that no number is used twice, and to make 
a monthly report. 

Dispose after submission of monthly report. 
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· .1316. Foreig~E~rt· Certificate Record ~1is is a 
(3x5) card inc-.-ot Import Certificates s~i.tted with 
Applications for EX.£2.!'_LLicenses. The cards show the 
nrune of the lssulng-£Ore'lgn country, import certificate 
number, application number, and date received. The cards 
are arranged alphabetically by name of issuing foreign
country. 

Retire to BTRS Hhen 2 years old, transfer to 
WNRC, and dispose when 5 years old. 

1317. Incoming Batch Control Record - This is a control 
by batch of applications and related papers received. 
A copy is filed and the yellow copy is forwarded with 
the papers to the appropriate licensing division. 

Dispose when 3 months old. 

1318. Confirmation Co ies of 1m ort Certificates - These 
are coples 0 Import Certi-lcates issue by orelgn coun-
tries authorizing import of commodities for which a U.S. 
export license has been requested. These copies are 
submitted to OEA by the issuing government. The copies
are duplicates of the certificate submitted by the U.S. 
exporter with his application for an export license. 

These copies are used for verification purposes. 

Dispose when 2 years old. 

1319. Import Certificate and Delivery Verification 
Certification Correspondence - This contains letters 
transmitting ImEort Certificates and Delivery Verifica-
tion Certificates and requests for information concerning
them from foreign countries. The file also contains 
"Stop Licensing" and "Start Licensing" notices and 
related f'o LLow+t.hr-ough correspondence. 

Retire to BTRS when 2 years old, transfer to 
WNRC, and dispose when 5 years old. 

1320. Delivery Verific~tion Certificates - These are 
certificates vp-rifYlng delivery of commOdities authorized 
for export by a U.S. export license. 

Retire to BTRS when 2 years old, transfer to 
WNRC, and dispose when 5 years old. 
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1321. Application Screen Notices - These.i~e notices 
with related teporary screen notices iss., by the 
Export Informacion Services Division listing names of 
exporters and foreign consignees who have violated or 
allegedly violated Export Control Regulations. Also 
included are names of firms which have purged them-
selves of wrongdoing and restored themselves as 
exporters in good faith. 

Permanent. Retire to BTRS when no longer needed 
for current bupiness. Transfer to WNRC 5 years 
later. ~~tJ~~~(~. 

1322. Application Screen File - This is a rotary visible 
file containing the names of the U.S. exporters and for-
eign consignees who have been denied the privilege of 
exporting or.receiving commodities of U.S. origin or 
have engaged in activities that call for special surveil-
lance of applications. 

No time interval list is made of this file which contains 
the names of the individuals and firms in alphabetical 
order. The record copy supporting this file is the 
screen notices. 

Dispose of strips when firm is removed from screen. 

1323. Multiple Licenses Files - These contain license 
applications with supporting papers for a license having 
characteristics above and beyond those of a license for 
a single transaction. Ibese are considered special
licenses that are categorized as follows: 

1. Distribution License, 

2. Service Supply License, and 

3. Project License 

Each of the above special licenses either involves exports
for a long period of time (e.g., project license), numerous 
consignees, or liberal export provisions. 

These license applications with supporting papers are 
case filed by license application number. 
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• 
a. proj~ Files - Retire to BTRS wtIh 3 years 

old, transfer to WNRC, and dispose when 
6 yem:-s old . 

b.	 Service Supply and Distribution Licenses -
Retire to BTRS when 3 years old, transfer 
to WNRC, and dispose when 6 years old. 

c.	 All Other Papers - Retire to BTRS when 2 years
old, transfer to WNRC, and dispose when 6 years
old. 

1324. Applications for Warehousing_Licenses - This is 
an application for authorization to export commodities 
as stock items in a warehouse overseas. If the applicant
is a 51% owned subsidiary of an American firm the request
is acted upon in this office. If not, the request is 
returned to the applicant with a notation of ineligi-
bility. After authorization to warehouse overseas the 
applicant must apply for an export license to maintain 
his inventory and must submit a customer signed form 
which can be approved or disapproved. 

a.	 Form FC-143, Reguest for Authorization to Dis-
tribute u.S. Orlgln Cormnodities Stocked Abroad 
to Approved Customers - Retire to BTRS when no 
longer needed for current purposes. Transfer 
to Wt~C 5 years later. Dispose afcer 5 addi-
tional years. 

b.	 form FC-243, Multiple Transactions Statement 
by Customer of Distribution of u.S. Commodities 
Stocked Abroad - Retire -to·BTRS when 3 years
old, transfer to h1J.\ffi.Cdispose when 6and years
old. 

c.	 Form FC-43, Statement b~ Foreign IrnEorter of 
Aircraft or Vessel Repalr Parts - Retire to 
BTRS when 2 years old, transfer to WNRC and 
dispose when 6 years old. 

1325. Multi Ie Transactions Statement by Consignee and 
Purchaser FC- - TllS 1s a statement which the 
exporter gets rom a foreign customer shoVling that the 
exporter expects to do business with the customer 
involving intermittent shipments. This form permits 
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the exporter t4tile f~r an i~'di~i~ual lir.4tse for ship-

• 
ments to this particular customer without tne usual 
supporting data on each transaction. 

Retire to BTRS when 3 years old, transfer to 
WNRC and dispose when 6 years old. 

1326. u.s. Import Certificates - These are copies of U.S. 
Import Certificates issued to U,S. exporters for submission 
to a foreign country to support the issuance of an export
license by the foreign government. This certificate 
represents an undertaking by the importer not to divert 
the specified "A" controlled commodities listed therein 
without U. S. government approval. 

Retire to BTRS when 3 years old, transfer 
to vmRC and dispose when 6 years old. 

1327. Ex~ort Licenses - Copies of the validated export
license g1ving u.s. exporters authority to export con-
trolled or embargoed co~~odities to specified countries 
are maintained to ensure compliance with law and regula-
tions and to account for each such license issued. 

Retire to BTRS when 2 years old, transfer 
to WNRC, and dispose when 5 years old. 

1328. ~plication for ~ort Licenses - These are appli-
cations submitted by exporters for a Ticense to export
one or more shipments of specified commodities under the 
Export Control Regulations. 

The.Branch receives all applications for export licenses 
and routes them to the appropriate licensing division. 
The routing process includes screening applications
against the "Application Screening File." 

The application and its attachments are routed to the 
appropriate licensing division where a licensing officer 
reviews it and approves issuance of the license or takes 
some other appropriate action. The record copies of the 
application and attachments are returned to the Program
Services and Processing Branch where they are reviewed 
for compliance with law and regulations and issuance of 
the license or other action, as appropriate. The appli-
cations are then bundled into stacks of fifty and sent to 

Jan 76 

435 



the Data Proce~.ng Division, Office of t~Secretary,
where data is ~punched for input into t~management
information system. 

Upon return of the applications, they are filed numeri-
cally. Included in this file are applications for all 
types of licenses for the export of controlled or embar-
goed commodities except an Application for a Project
License or one of the other special types. Most export
licenses are valid for one year. Howeve r , some are 
extended and some are valid for two years to take care of 
special circumstances. Licenses having a validity beyond
two years are not included in this file and are maintained 
separately. 

Experience has shown that retention of these record copies
for five years is adequate to protect the interest of the 
Government and the legal rights of individuals and firms 
in the private sector. 

Retire to BTRS when 2 years old, transfer to 
WNRC and dispose when 5 years old. 

1329. Consi nee's Co ies of - These are 
carbon coples 0 t e export lcenses lssue to the 
exporters without the addition of any information that 
does not appear on the exporter's copy. Filed alpha-
beticallv bv countrv. thereunder numerically . 

.,., J ; J 

Retire to BTRS when 2 years old, transfer 
to WNRC and dispose when 5 years old. 

1330. Returned Export Licenses - Export licenses must be 
returned by the exporter to OEA/BIC when they have been fully
used) when they have expired, or when it has been determined 
that they will not be used or will no longer be used. These 
licenses will be used in the verification of census export
statistics and in spot shecking to confirm proper use of 
the license. 

Retire to BTRS when 2 years old, transfer 
to WNRC and dispose when 5 years old. 

1331. Microfilm File of lications and Licenses -
The consignee's coples 0 export lcenses lssue are mlcro-
filmed each day. Applications for export licenses that 
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have been retUled to the applicant and re&mitted,
applications that are amended, and all of those that 
are withdrawn from the file for loan to staff members 
are microfilmed daily. The microfilm file serves as a 
security copy and as a centrol of documents withdra~m 
from	 the file that are expected to require further pro-=r».(........QV\(j I~t-t. o.r~<Lt o-..e..~ (>, f',
 
,1111 IG" 
v~·	 Retire to BTRS when 2 years old, transfer 

to WNRC and dispose when 5 years old. 

1332. Index to Applications for Ex ort Licenses 
This 
name	 of the exporter. It is used to locate 
when its number is not known. The index is 
that	 substantiates the existence of a given
event of a misfile or some other unexpected occurrence. 

A new file is started each year. 

Retire to BTRS when 2 years old, transfer 
to W~~C and dispose when 5 years old. 

1333. OEA Subject'File - These are the papers maintained 
at the official files station for all units of the Office 
of Export Administration except the Compliance Division 
which maintains its own files. Tho se r;:lrel~S pe r taLn te 
all facets of the responsibilities and activities of the 
office. The official record copies of OEA papers are 
forwarded for inclusion in this file. 

The papers are arranged according to a subject-numeric
system based on the subject classification used in the 
Export Administration Regulations.

vr:9~ ;;'lyt.t, Permanent. Start a new file every 2 years, retiret to BTRS 2 years/laver, aqd transfer to WNRC I yeare1fI'l' J C.- • later. tf.-I-/tA/ ¥-<> 1I1/IfU ~ Z<:;/~ ,-a.. 

1334. Mailing Lists - These are mailing lists for export
control regulations, bulletins, administrative notices,
export control manual transmittals. Field Circulars,
$100,000 memoranda daily licenses list, and similar mate-
rial. 

Dispose when superseded or no longer needed for 
current business, whichever is sooner. 
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e Short SUPE1y Division e 
The Division administers export control programs for com-
modities that are in short supply and monitors the export
of commodities that are in potential short supply or are 
likely to have an inflationary impact. The Division is 
also responsible for advanced planning and programming,
and coordinating the semi-annual rep6rt of short supply
activities to the Congress. 

1335. Agricultural Products File - Contains documents 
relating	 to the export control 01 such cOlTImoditiesas 
wheat, corn, barley, oats, and soy beans. File divided 
into three major parts: Control Program, Companies, and 
Quota Cards. Records in the file consist of such items 
as: (In Control Program) - laws and regulations, news 
clips, correspondence with other agencies, Steering Com-
mittee reports; (In Companies) - correspondence with 
exporting companies, Form DIB-634P, Anticipated Exports
as of "month and year," Form DIB-635P, Report of Exports,
Form DIB-636P, Contract Detail Supporting Anticipated
Exports as Reported to the Department of Commerce, vendor 
contracts to sell commodities; (In Quota Cards) - Quota
Balance Posting Cards with copy of license half-sheets 
attached. 

Retire to BTRS when 5 years old, transfer to WNRC 
2 years later, and dispose 10 years thereafter. 

~	 1336. Ferrous Sera' and Stainless Steel Scra Fi1e-
Contains documents relating to the export contro of metal 
scrap. File divided into four major parts: Control Program,
Companies, Quota Cards, and Hardship Cases. Records con-
sist of such items as: (In Program Control) - laws and 
regulations, correspondence with other agencies, Steering
Committee Reports, news clips; (In Companies) - correspond-
ence with exporting companies, Form IA-204A, Notification 
of Rejection of Export License, Form DIB-632P, Anticipated
Shipment Status of Unfilled Accepted Orders, Form IA-I094,
Report of Exports; (In Quota Cards) - Quota Balance Posting
Cards with license half-sheets attached, notes; (In Hard-
ship Cases) - appeal notices, agenda, minutes of hearings,
correspondence, appeal decisions. 
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Retire to .RS when 5 years old, tran.- r to WNRC 
2 years la~ r, and dispose 10 years t. eafter 

1337. Petroleum and Petro1eu.rnProducts File - Contains 
data relating to the export control of petroleum and 
petroleum products. File divided into four major parts:
Control Program, Companies, Quota Cards, and Hardship
Cases. Records consist of such items as: (In Control 
Program) - laws and regulations, correspondence with other 
agencies, Congressional correspondence, reports, schedules, 
news clips; (In Companies) - correspondence with exporting
companies, Report of Exports, Anticipated Exports as of 
"month and rearl'; (In Quota Cards) - Quota Balance Posting
Cards with icense half-sheets attached; (In Hardship 
Cases) - Hardship Committee agenda, minutes, correspond-
ence, notification of Rejection of Export License, and 
appeal decisions. 

Retire to BTRS when 5 years old, transfer to WNRC 
2 years later, and dispose 10 years thereafter. 

1338. Coal Monitoring Pro~ram File - Contains documents 
pertaining to the export 0 coal. At the time of coal 
miners I strike, the Department of COlnmerce initiated an 
export monitoring program. File is currently inactive. 
Records consist of such items as correspondence with coal 
exporting companies, exporter lists, export statistics,
correspondence with other agencips, expor~ shipments and 
contracts (Form DIB-6006P). 

Retire to BTRS when 5 years old, transfer to WNRC 
2 years later, and dispose 3 years thereafter. 

1339. Hides and Skins File - Contains documents relating
to the export control of animal hides and skins. Records 
consist of such items as correspondence with exporting
companies and other agencies, program reports and notes,
export report and statistics. 

Retire to BTRS when 5 years old, transfer to WNRC 
2 years later, and dispose 3 years thereafter. 

1340. Halnut Logs File - Contains documents relating to 
the export control of walnut logs. Records consist of 
correspondence relative to the need for control, testi-
mony before Congressional committees, copies of requests
for export licenses, magazines, and ne\olspaperclips. 
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Retire to BTRS w11en·5 years old, transfer to WNRC 
2 years l4i'r, and dispose 3 years t~eafter. 

1341. Short Su:eply Divis ion Program Files - Contains 
documents pertalning to the management and operation of 
the Short Supply Division and its program. iecords con-
sist of such items as laws and regulations governing the 
export of commodities and materials that are in short 
supply in the U.S., statement of program definition and 
objectives, policies and procedures, historical and back-
ground data on rare ~nd unpredictable yield items, con-
gressional testimony on program, program status reports,
proposed legislation and regulations, and internal memos. 

Move papers to be retained fODvard and retire all 
others to BTRS when 5 years old. Transfer to W~~C 
2 years later and dispose 10 years thereafter. 

1342. Administrative File - Contains documents pertaining
to the general management and housekeepin6 activities of 
the Division. Records pertain to such subjects as budget
and finance, staffing and organization, personnel actions,
time and attendance, travel, furniture and equipment pur-
chases, and public relations. 

Dispose when 2 years old. 

1343. Chronological File - Contains copies of letters 
Dnd memos initiated by staff members. File maintained 
in date order. 

Move active papers fO~7ard and dispose of all 
others when 2 years old. 

OFFICE OF EAST-1,JEST TRADE DEVELOPMENT 

The Office of East-West Trade Development works wLt h 
American businessmen in introducing U.S. firms to Soviet 
and East European markets, and helping them to market· 
their products in these Centrally Planned Economies 
(CPE). 
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The Office is ~e'up of the Office of th~irector and 
two Divisions .,lrade Development Assista'lt- and Trade 
Promotion. 

Off~ce of the Director 

1344. Director's Subject File - Contains documents gener-
ated and acquired by the Director and Deputy Director. 
Documents relate to the development and ma.iagement; of the 
East-Vlest Trade Development Program. File contains data 
on such subjects as Foreign Buyer Groups, Advisory Commit-
tee on East-Vlest Trade, Nickel, Public Affairs, Legisla-
tion, Economic Export Meeting in Moscow, and Market Research. 

Move active papers forward and retire all others 
to BTRS every 3 years. Transfer to WNRC 2 years
later and dispose 5 years thereafter. 

1345. Administrative Subject File - Contains documents 
relating to the general housekeeping activities of the 
Office. Records pertain to such subjects as budget and 
finance, public relations, time and attendance, organiza-
tion and staffing, travel, and equipment and furniture. 

Dispose when 2 years old. 

13lj·6. Chronolol1icC:llFile - Contains letters and memos 
written by the D~rector and his staff. File maintained 
in date order. 

Dispose when 2 years old. 

Trade Development Assistance Division 

The Trade Development Assistance Division advises U.S. 
companies of the market potential for their products and 
how to go about doing business in the CPE. 

The Division also disseminates information on significant
trade opportunities, helps CPE delegations to set-up
meetings with U.S. companies, and assists U.S. firms in 
selling their products. 
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1347. les - Contains data rela~g to the con-
duct 0 poten and existing products a~service sales 
by U.S. companies to CPE countries. Records consist of 
correspondence, news clips, meeting notes, sales brochures,
and magazine articles. File maintained alphabetically by
name of company. 

Transfer to BTRS when 5 years old, send to WNRC 
3 years later, and dispose 3 years thereafter. 

1348. Country Files - Contains documents relating to busi-
ness practices and general political and economic events 
and conditions in CPE countries. Records consist of such 
items as corresponaence and cablegrams, news clips, and 
magazine articles, reports, minutes of meetings, and memos. 
File alphabetically maintained by name of country. 

Dispose when 4 years old. 

1349. Administrative File - Contains documents pertaining
to the general housekeeping activities of the Division. 
Records pertain to such subjects as budgets, furniture 
and equipment) travel> time and attendance, organization
and staffing. 

Dispose when 2 years old. 

1350. Chronological File - Contains letters and memos 
'l;vritten'-13y ~ortlie staff. File maintained--meniJ:'-ers Division 
in date order. 

Dispose when 2 years old. 

Trade Promotion Division 

The Trade Promotion Division sponsors promotional events
 
in CPE countries and operates a Commercial Office in
 
Moscow, a Trade Development Center in Warsaw, and an
 
East-West Trade Development Support Office in Vienna.
 
The Division uses such promotional methods as trade show
 
exhibits, technical sales seminars, and trade missions.
 
The Division is also responsible for staffing shows,

missions, and other promotional events.
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1351. File - Contains do.ents relating
to the management of the - _ ~ision's Pro-
gram. Records pertain to such subjects as Controlled 
Companies, Trade Missions, Trade Fairs, Market Data, Trade 
Issues, International A£fairs, and Machine Tools. File 
alphabetically maintained by subject. 

Dispose when 3 years old. 

1352. Chronological File - Contains letters and memos 
written by members of the Division staff. File maintained 
in date order. 

Dispose when 2 years old. 

1353. Country File - Contains documents relating to the 
business practices and general political and economic 
events and conditions in CPE countries. Records consist 
of such items as cablegrams, airgrams, correspondence,
reports,· minutes of meetings, and newspaper and magazine
articles. File alphabetically maintained by name of 
country. 

Dispose when 3 years old. 

1354. Personnel File - Contains documents relating to the 
recruitment, tralnLng, and development of foreign and 
domestic oersonnel. Records consist of such items as iob 
applicati~ns, resumes, recommendations, job descriptlo~sj 
interview notes, performance evaluations, and qualification
notices. File is a partial duplicate of that maintained by
DIBA Personnel. Folders alphabetically maintained by
employee name. 

Dispose 1 year after transfer or termination of 
employee. 

1355. Trade Promotion Project File - Contains documents 
relating to the design, development, staffing, conduct,
and analysis of trade shows,exhibits, trade fairs, and 
trade missions and seminars. File covers such subjects
as solicitation of exhibitors, description and trans-
port of exhibits, construction and assembly of show,
staffing and assignment of duties, budgeting and finance,
promotional literature and adverti?ing, and evaluation of 
show. File alphabetically maintained by name of project. 
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Dispose 3~ars after completion of ~ect. 

OFFICE OF EAST-vJEST COUNTRY AFFAIRS 

The Office of East-Hest Country Affairs provides executive 
secretariat services to U.S. joint commissions with the 
U.S.S.R., Poland, Romania, and other participating members 
of the Centrally Planned Economies (CPE). In addition,
the Office maintains full familiarity with the social,
economic, and political policies.and practices of the 
U.S.S.R., People's Republic of China, and Eastern European
countries. The Office is made up of the Office of the 
Director and three Divisions - U.S.S.R. Affairs, Eastern 
European Affairs, and People's Republic of China. 

Office of the Director 

1356. Director's Program Management File - Contains docu-
ments relating to the management of the East-West Country
Affairs Program. Papers in the file pertain to such sub-
jects as Advisory Committees, Conferences on Security and 
Cooperation in Europe, Joint American-Polish Trade Commis~ 
sion, Briefing Papers, Import Studies, Congressional Liai-

... .• ~.J-- ......,.... 'I'r ade ... ... \.- ..... S'Lav Lc son ... , Mannr\T.7C>·~.......,- Obi ec t Lve_w_ s _ Ac t--,s and- T,T{:.st-prn-- ---- --
Association. File alphabetically maintained by subject. 

Move active papers forward and retire all others 
to BTRS every 3 years. Transfer to WNRC 2 years
later and dispose 5 years later. 

1357. Director's Administrative Subject File - Contains 
documents relating to the general housekeepll1g activities 
of the Office. Records pertain to such subjects as office 
equipment, budget, organization and staffing, time and 
attendance, and travel. 

Dispose when 2 years old. 

1358. Director's Chronolo~ical File ~ Contains copies of 
letters and memos writteny the Director and his staff. 
File maintained in date order. 

Dispose when 3 years old. 
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1359. Joint File - Cont-'s documents 
pertairnng e eve opmen , arrangement, conduct, con-
clusions, and results of Joint Trade Commission meetings
between the U.S. and members of the CPE, like the U.S.S.R.,
Poland, and Bulgaria. File divided by country and then 
meeting and session. Data in file pertains to meeting
announcements, agenda, list and biographies of partici-
pants, subject background papers, joint statements,
minutes, and agreements. File also contatrs final 
meeting reports prepared by the Office. ~~~~ ~~( 

~ Final Meeting Report
--J /;.L'C.,~ 1. R~cord cop~ - Permanent. Retire one copy of 
V"/'r F'Lna I Mee t.Lng Report to ETRS 1 year after 

~f completion of Joint Commission Meeting.
/ ~ .Transfer to WNRC 2 years later and offer 

to the National Archives 20 years thereafter. 

2.	 All other copies of Report ~ Dispose after 
they have served their purpose. 

b.	 All Other Papers in File - Retire to BTRS 2 years
after completion of meeting. Transfer to WNRC 
3 years later and dispose 10 years thereafter. 

1360. Joint Trade Commission Program File - Contains 
documents relating to the general management and conduct 
of Joint Trade Commissicll meetings. Records in file 
cover such subjects as copyrights and licensing, taxation,
marketing studies, export control issues, trade centers,
western foreign trade, and tourism. File also contains 
workpapers pertaining to the Program. 

a.	 Workpapers - Dispose after they have served 
their purpose. 

b.	 All Other Records in File - Move active papers
forwar-d and dispose of all others every 5 years. 

Eastern European Affairs Division 

1361. Division Director's Program File - Contains docu-
ments relating to the management and operation of the 
Eastern European Affairs Program. Records consist of 
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such items as ~oming and outgoing corre~ndence with 
the private sector, controlled correspondence, briefing
and program papers, Joint Commission meeting arrangements
and agenda, foreign trip arrangements, and policy and 
program statements and procedures. 

Retire to BTRS when 2 years old, transfer to WNRC 
1 year later, and dispose 3 years thereafter. 

1362. Division Administrative Sub~e.ct File - Contains 
documents rela.ting to the generalousekeeping operations
of the Division. Papers pertain to such subjects as bud-
gets and finance, organization and staffing, time and 
attendance, office space and equipment, travel, monthly 
reports, and staff meetings. 

Dispose when 2 years old. 

1363. Division Chronological File - Contains memos and 
correspondence initiated by members of the staff. File 
maintained in date order. 

Dispose when 3 years old. 

1364. Foreign Desk Subject Files - Contains documents 
relating to the social, political, and economic activi-
ties and events in the Eastern European Region and 
specific countries like Bulgaria., Hungary, and Czecho-
slovakia. Papers pertain to such subjects as physical
geography, names and biographies of national leaders,
immigration, tourism, industries and commodities, pass-
ports, government policies, legislation, and foreign
and political relations. Records consist of airgrams
and cablegrams, maps, news clips, magazine articles,
market reports, news releases, correspondence, and memos. 

Move active papers forward and dispose of all 
others after they have served their purpose. 

1365. Briefing Books and Trip Reports - Collection of 
informatlo1.1put together in book-f'orm for top Commerce, 
government, and comnlercial representatives attending
conferences and meetings with top foreign officials. 
Information collected and formatted for specific trips
and events. Books contain su6h items as position papers,
biographies of foreign participants and leaders, statis-
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tical informaullh on tr~de, crops and geo~phical data,
general economic data, trip or event summaries and con-
clusions. 

Record copy - Permanent. Retire to BTRS 
1 year after trip or event, send to WNRC 
3 years later, and offer to the National 
Archives 20 years thereafter. 

b.	 Other copies - Dispose after they have served 
their purpose. 

1366. Overseas Business Reports (OBR) - A specially
designed and non-scheduled published report covering s~ch 
subjects as the general market, trade policy, buying and 
selling procedures, cooperative agreements, trade regula-
tions, buying and selling tips, biographies of political
and business leaders of foreign countries, regions, and 
communities at a specific point in time. 

Record copy (one copy of each) - Permanent. 
Retire to BTRS when enough is accumulated to 
fill one GSA box, transfer to WNRC 3 years
later, and offer to the National Archives 
20 years thereafter. 

b.	 Other copies - Dispose after they have served 
their purpose. 

U.S.S.R. Affairs Division 

1367. Division Director's Program File - Contains docu-
ments relating to the management and operation of the 
U.S.S.R. Affairs Program. Records consist of such items 
as incoming and outgoing correspondence with the private
sector, controlled correspondence, briefing and program
papers, Joint Commission meeting arrangements and agenda,
foreign trip arrangements, and policy and program state-
ments and procedures. 

Retire to BTRS when 2 years old, transfer to HNRC 
1 year later, and dispose 3 years thereafter. 
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1368. FOreign4tesk ~uhiect Files - conta"s documents 
relating to the sociar-; political, and economical activi-
ties and events in the U.S.S.R. Region and specific coun-
tries like Bulgaria, Hungary, and Czechoslovakia. Papers
pertain to such subjects as physical geograp4y, names and 
biographies of national leaders, irmnigration, tourism, 
industries and commodities, passports, government policies,
legislation, and foreign and political relations. Records 
consist of airgrams and cablegrams, maps, newS clips,
magazine articles, market reports, news releases, corre-
spondence, and memos. 

Move active papers forward and dispose of all 
others after they have served their purpose. 

1369. Briefing Books and Trip Re¥orts - Collection of 
information put together in bOOK- orm for Commerce, govern-
ment, and commercial representatives attending conferences 
and meetings with top foreign officials. Information 
collected and formatted for specific trips and events. 
Books contain such items as position papers, biographies
of foreign participants and leaders, statistical informa-
tion on trade, maps and geographical data, general economic 
data, trip or event summaries and conclusions . 

.¢, c- I, a Record copy - Permanent. Retire to BTRS 1 year vrY~ ~ .> after trip or event, senJ to v.!NRC 3 years later, 
and offer to the National Archives 20 yearse	 &JJ//;~' thereafter. 

b.	 Other copies - Dispose after they have served 
their purpose. 

1370. Overseas Business ReEorts (OBR) - A specially
designed and non-scheduled published report covering
such subjects as the general market, trade policy, buying
and selling procedures, cooperative agreements, trade 
regulations, buying and selling tips, biographies of 
political and business leaders for foreign countries, 
reg~ns, and c~~unities at a specific point in time. 

~~«~~~(' 
a.	 Record copy (one copy each) - Permanent. Retire 

~	 to BTRS when enough is accumulated to fill one 
GSA box, transfer to WNRC 3 years later, and 
offer to the National Archives 20 years thereafter. 
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b.	 Oth:~pies - Dispose after the4lrave served 
the1r~urpose . 

Peoplets Republic of China Division 

1371. Division Chronological File - Contains memos and 
correspondence initiated by members of the staff. File 
maintained in date order. 

Dispose when 3 years old. 

1372. Foreign Desk Subject Files ~ Contains documents 
relating to the social, political, and economic activities 
and events in the Peoplets Republic of China Region, and 
specific countries like Bulgaria, Hungary, and Czechoslo-
vakia. Papers pertain to such subjects as physical geo-
graphy, names and biographies of national leaders, immi-
gration, tourism, industries and commodities, passports,
government policies, legislation and foreign and political
relations. Records consist of airgrams and cablegrams,
maps, news clips, magazine articles, market reports,
news releases, correspondence, and memos. 

Move	 active popers forward and dispose of all 
others after they have served their purpose. 

1373. Briefing Books and Trip Reports - Collection of 
information put together in book-form for top Commerce, 
government, and commercial representatives attending
conferences and meetings with top foreign officials. 
Information collected and formatted for specific trips
and events. Books contain such items as position papers,
biographies of foreign participants and leaders, statis-
tical information on trade, maps and geographical data,
general economic data, trip or event summaries and con-
clusions. 

a.	 Record copy ~ Permanent. Retire to BTRS 1 year
~	 after trip or event, send to vJNRC 3 years later,

and offer to the National Archives 20 years
thereafter. 

b.	 Other copies - Dispose after they have served 
their purpose. 
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1374. overs8ArJBusiness Reports (OBR) - fspeCially 
designed and non-scheauled published report covering
such subjects as the general m2rket, trade policy, buying
and selling procedures, cooperative agreements, trade regu-
lations, buying and sellin~ tips, biographies of political
and business leaders for foreign countries, regions, and 
communities at a specific point in time. 

Record copy (one copy of each) - Permanent. 
Retire to BTRS when enough is accumulated to 
fill one GSA box, transfer to WNRC 3 years
later, and offer to the National Archives 
20 years thereafter. 

b.	 Other copies - Dispose after they have served 
their purpose. 

1375. Monthly Reports - Contains a presentation of the 
Divisionis activities, the main economical and political
events taking place in China, sumrJaries of trips, and an 
analysis of market conditions. 

Retire to BTRS when 5 years old, transfer to WNRC 
2 years later, and dispose 3 years thereafter. 

OFFICE OF EAST-tATEST POLICY AND PLANNIl~G 

The Office of East-West Policy and Planning formulates,
analyzes, and makes recommendations about legislative and 
policy issues arising in East-West trade activities. In 
addition, the Office develops and provides statistical 
data services for the Bureau of East-West Trade.and other 
appropriate recipients. 

1376. Office Director's subbect File - Contains documents 
relating to the"management 0 - the Office's Program.
Records in the file pertain to such subjects as BEWT 
Reports, Brookings Institute, Committees/Discussion Groupsl
Boards, DIBA Priorities, EW Trade Financing, Legislation,
Nurphy Commission, Statistics, and Trade Development and 
Promotion. File alphabetically maintained by subject. 

Dispose when 5 years old. 
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1377. country.les:" Contains documents elating to the 
trade, politic~ and economic conditions and activities 
in CPE countries. Records pertain to such subjects as 
meetings and conferences, trade missions, market research,
imports and exports, trade agreements, and, foreign exchange.
Folders alphabetically maintained by name 'O:f country. 

Dispose when 5 years old. 

1378. Administrative File - Contains documents relating
to the general housekeeping operations of the Office. 
Records pertain to such subjects as Facilities, Incoming
Publications, Organization, Personnel, Time and Attendance,
and Travel. 

a.	 Personnel Records - Dispose upon separation
or termination of employee. 

b.	 All Other Records - Dispose when 2 years old. 

1379. Budget File - Contains documents relating to the 
formulation and implementation of the BEHT Program and 
Budget. Records consist of such items as task definitions, 
program descriptions, staffing patterns and requirements,
workpapers and notes, budget drafts, and corrunentsand 
evaluations. 

Dispose when 3 years old. 

1380. Chronological File - Contains letters and memos 
written by members of the staff. File maintained in date 
order. 

Dispose when 1 year old. 

1381. U.S./Industrialized West (n~ Trade with Socialist 
Countries - Data and Reports Pr~ntouts ~ Magnetic tapes
and computer printouts containing detaiT data relative to 
trade be twe en US/IW and Socialist Countries. Data presented
in terms of specific products, including forecasts of future 
potential. Data obtained from Census and United Nations 
tapes and reformatted and compacted to meet requirements
of the Office of East-West Policy and Planning (OEWPP). 
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Honthly Reports - Dispose when I year old. 

Quarterly Reports - Dispose when 3 years old. 

Annual Repor-ts - Dispose when 3 years old. 

b. Tapes - Scratch data over 10 years old. 
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BUREAuIIF RESOURCES AND TRADE ASS~ANCE 

The Bureau of Resources and Trade Assistance is made up
of the Deputy Assistant Secretary, the Office of Textiles,
and the Office of Import Programs. The Deputy Assistant 
Secretary and Director determines the objectives of the 
Bureau and formulates the policies and programs necessary
for their accomplishment. The Office of Import Programs 
is made up of the Office of the Director and three Divi-
sions ~ Special Import Programs, Foreign Trade Zones, and 
the Industrial Products. The Office of Import Programs is 
responsible for the technical evaluation, review, and gen-
eral administration of imports and quotas; providing staff 
support to the Secretary when he is serving as Chairman of 
the Foreign Trade Zones Board; and monitoring and analyzing
data pertaining to the trade of such industrial products as 
steel, electronics, footwear, and automobiles; for the 
development and implementation of policies to limit the 
domestic economic disruption occurring as a result of 
these imports. 

The Office of Textiles is made up of the Office of the 
Director and three Divisions - Market Analysis, Trade Ana-
lysis, and the Implementation Division. The Office of 
Textiles is responsible for providing support to such 
cormnittees as the Committee for the Implementation of 
Textile Agreements, the Management-Lab~r Textile Advisory
Co~mittee, the Importers' Textile Advisory Committee,
Exporters' Textile Advisory Committee, and the Textile 
Trade Policy Group, collecting and analyzing data for 
the purpose of determining such things as the impact of 
imports on the U.S. textile and apparel market, and the 
effects of new legislative proposals; negotiation and 
monitoring bilateral textile agreements and coordinating
market and import analyses to identify problems relating
to the implementation. of trade agreements. 

DEPUTY ASSISTANT SECRETARY 

1382. Bureau Director's Program File - Contains data 
relating to the development and management of programs
pertaining to textile trade and import programs. File 
contains papers on such subjects as the President's 
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Cabinet Texti~Advisory Committee, the nllhrters' Tex-
tile Advisory Committee, the Management-~~r Textile 
Advisory Committee, the Oil Policy Com~ittee, Interna-
tional Agreements, Textile Problems - Congressional,
Steel, Energy, Oil, Footwear., Law of the Sea, Briefing 
Papers, Market Studies and Evaluations. File alphabeti-
cally arranged by subject. 

r!	 Permanent. Transfer to BTRS when 5 years old 
and send to WNRC 3 years later. Offer to the 
National Archives 20 years thereafter. 

1383. Chronological File - Contains letters and memos 
written by members of the staff. File maintained in 
date order. 

Dispose when 2 years old. 

1384. Bureau Director's Administrative File - Contains 
documents relating to the general housekeeping operations
of the Bureau. Papers in file pertain to such subjects
as budgets, acquisition of office equipment, organization
and staffing, time and attendance, and travel. 

Dispose when 2 years old. 

OFFICE OF ll1PORT PROGRAlvIS 

The Office of Import Programs directs the analysis for 
determining the economic impact that selected foreign
products (i.e., steel and textile) have on domestic mar-
kets, supports negotiations and monitors international 
and bilateral agreements related to selected imports, and 
administers special statutory programs related to imports
(e.g., Watch Quota, Florence Agreement, and Foreign Excess 
Property Programs). The Office of Import Programs is 
made up of the Office of the Deputy Assistant Secretary
and Director, the Special Programs, Industrial Products 
and Foreign Trade Zones Divisions. 
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Office of the Deputy Assistant secretar~and Director e 
1385. Director Pro_gram S'llbj File ContainsI s ect - documents 
related to the managemer.t and operation of the Office and 
its Divisions. File contains papers pertaining to such 
subjects as U.S.-Japan Trade Council, Senate Foreign Rela-
tions Committee, Office Goals, Briefing Haterials, Reports
on Major Accomplishments, Project Codes, and Proposed
Travel Plans. File maintained alphabetically by subject. 

Move active papers f'orwar d and retire all others 
to BTRS when 3 years old. Transfer to I,vNRC
3 years later and dispose 5 years thereafter. 

1386. Administrative File - Contains documents relating
to the general housekeeping operations of the Office and 
its Divisions. Records pertain to such subjects as Bud-
get and Finance, Organization and Staffing, Time and 
Attendance, Office Furniture and Equipment, Training,
and Travel. 

a. Budget Papers - Dispose when 5 years old. 

b. All Other Papers - Dispose when 2 years old. 

1387. Personnel Files - Contains general data required
by the management of the Office staff. All documents 
duplicates of those maintained by DIBA Personnel. File 
contains copies of such records as Requests for Personnel 
Action, Position Descriptions, Resumes, and Applications
(SF 171). File maintained alphabetically by name of 
staff member. 

Dispose 1 year after transfer or termination 
of staff member. 

1388. Office Chronological File - Contains incoming and 
outgoing correspondence and memos of members of the Office 
staff. File maintained in date order. 

Dispose when 2 years old. 

1389. Division Chronological File - Contains outgoing
correspondence and memos written-oy Division staff mem-
bers. 
then by 

File mainta
date. 

ined alphabetically by Division name, 

Dispose when 2 years old. 
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SP•. al Import Programs Div~:.~.1 
The Special Import Programs Division administers the pro-
gram for the duty-free entry of scientific, educational,
and cultural Qaterial under the Florence Agreement. In 
addition, the Division jointly administers, with the 
Department of Interior, the licensing of quota recipients 
and the allocation of quota units in the Watch Quota Pro-
gram .. The Division also administers the Foreign Excess 
Property Program. 

1390. Florence Agreement - Dut¥-f~ee Entry AE~lication 
File - Conta~ns documents relat~ng to the rece~pt and pro-
cessing of applications for the duty-free entry of scien-
tific instruments or apparatus. File contains such records 
as applications for duty-free entry, item specifications,
purchase orders, comments and evaluations on requests by
other agencies (~~H, HEW, NBS, NOAA), equipment drawings,
customs entry information, Federal Register notices of 
application, comments resulting from FR notices, drafts 
of decisions and Federal Register notices of decision,
transmittal documents, certified mail receipts, etc. 
File maintained in two sections - Record and Conformed -
and folders are filed serially by docket numbers assigned
by Customs. Early cases sometimes used to establish 
precedent. 

a.	 Record Copy - Retire to BTRS 6 years after 
application approval or rejection, transfer to 
WNRC 3 years later, and dispose 6 years there-
after. 

b.	 Conformed Copy - Move forward conformed copies
of appli~ations involving significant precedents
or issues, outright denials and cases appealed
to U.S. Court of Customs and Patent Appeals.
Dispose all others I year after final approval
or denial of the applications. 

l39l. Manufacturer S ecification File - Contains letters,
brochures, equipment speei l.cat1.ons,and like items 
received from U.S. or foreign manufacturers of scientific 
instruments or apparatus. 

Move active documents forward and dispose of all 
others when 3 years old. 
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1392. Chronolecal File - Contains copi.of letters 
and memos written by members of the staff. File main-
tained in date order. 

Dispose when 5 years old. 

1393. Duty-free Application Docket Cards - These are 
5x8-inch control cards used to record the receipt and 
actions taken on duty-free applications. 

Dispose 15 years after ~pproval or rejection of
 
, application.
 

1394. Administrative File - Contains documents relating
to the general housekeeping activities of the unit. 
Records pertain to such subjects as budget and finance,
organization and staffing, office furniture and equipment,
travel, and time and attendance. 

Dispose when 2 years old. 

1395. Foreign Excess Property (FEP) Application File -
Contains documents relating to the importation control of 
U.S. excess government property sold abroad. File contains 
such records as Foreign Excess Property (FEP) Import 
Authorizations (DIB-305), Case Processing Checksheet,

(DT.LR-303' Appllo·ca~lo·o" VC~D~~nVFEP Dp~p~mirlQ~~ons- ...........£.~_......... "-' " ...... __ .... A.&. fnr .L .L.._..a-6J. 

Excess Property (fEP) Determinations (DIB~302P), Notice 
of Awards (DD-1427), and correspondence. File maintained 
numerically by three- to five-digit application number. 

Retire to BTRS 3 years after cases processed for 
given fiscal year (FY 1974 cases retired in 
July 1977), transfer to WlffiC3 years later, and 
dispose 4 years thereafter. Move forward files 
on applications appealed to Commerce Appeals Board. 

1396. Forei n Excess Pro ert 1m ort Control Card File -
Cards use to malontalont e recelopt an process long actlovity 
on FEP import determination applications. 

Dispose 10 years after approval or rejection

of application.
 

1397. Bid Announcement File - Contains' copies of requests
for bids on excess government property in overseas loca-
tions. Bid Announcements put out by the Department of 
Defense in such forms as Local Spot Bids, Seal Bids, Sale 
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Contract; and Term Sale. Bid ~rino~nce~~~ts-used as
 
a tool for de~ining the nature and tra&'ction
 
history of property on import application~equest.
 

Retire to BTRS when 7 years old, tr8nsfer to WNRC 
5 years later, and dispose 3 years thereafter. 

1398. Excess Property Program File - Contains documents 
relating to the management and operation of the Excess 
Property Unit. Papers in file cover such subjects as 
Authorizations, Classified Material Receipts, Defense 
Property Disposal Service, Export Control Regulations,
Congressional Hearings, Legislation, Policy, Regulations 
and Federal Register, Illegal Entry Cases; Revised Regu-
lations and Procedures. 

Move active papers and program history documents 
forward and dispose of all others when 3 years old. 

1399. In Bond Entries File - Contains documents relating
to excess property held in bond pending approval of import
application. File contains such papers as transmittal 
letters from Customs, Consumption Entry - Bureau of Cus-
toms (Customs 7501), Pro Forma Invoices, Declaration for 
Free Entry of Returned American Products and Certificate 
of Exportation, and Immediate Delivery and Consumption
Entry Bond. 

Dispose 1 year after Customs notification of final 
liquidation, entry or other disposal of property. 

1400. Watch ~uotas Program File - Contains documents 
relating to t e management and operation of the Watch 
Quota Program administered with the Department of 
Interior which limits the number of watches and watch 
movements imported duty-free from U.S. insular posses-
sions (Virgin Islands, American Samoa, and Guam). vlatch 
quotas allocated to obtain maximum direct economic develop-
ment in insular possessions. File contains such subjects
as Program Resources Handbook, Program Highlights, U.S. 
Trade with Switzerland, Clearance Requests, Legislation
and Congressional Hearings, Watch Manufacturers and 
Watch Quota Rule-making and Federal Register Notices. 
File maintained alphabetically by subject. 
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Move acti~, pape rs" forward -and des tro.all others 
when 3 ye old. .. 

izoi . 

1J>//
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tains suc recor s as app· lcatlons or lcenses to enter 
watches and watch movements into the U.S., permits to 
enter watches and watch movements into the U.S., notices 
from insular companies that quotas will not be used up,
quota reallocations, insular company tax reports and 
quarterly Social Security reports, correspondence from/to
and about insular companies, quota recording and control 
worksheets, quarterly reports from companies on +at ch 
assembly operations, legal briefs and show cause orders. 

Retire to BTRS when 3 years old, transfer to WNRC 
3 years later, and dispose 6 years thereafter. 

1402. 'vatch Industry History File - Contains documents 
dating back to 1920 about foreign and domestic watch and 
allied product (i.e., bomb fuses, bombsights, etc.) manu-
facture. File contains documents on the creation, develop-
ment and demise of watch making companies. Data in file 
pertains to such subjects as making fuses and we apon s 
instruments by watch companies, conversion of German watch 
plants during WW II, history of the SHiss Watch industry,
company and country agreements and regulations, the Swiss 
Watch Cartel, watch manufacture superholdings, economic 
and trade notes from 1920, the chronometer competition
from 1934, watch making in Germany, United Kingdom, Russia,
and Japan, records or imported watch movements, and jew-
eled and electronic watch manufacture. Records consist 
of original and copies of correspondence, newspaper and 
magazine articles, company sales brochures and annual 
reports, confidential survey reports, Foreign Service 
dispatches, copies of agreements and regulations, and 
internal memos and notes. File alphabeti~ally maintained 
by subject. 

10 61--1 Permanent. Retire to BTRS every 10 years, transfer 
to WNRC 3 years later, and offer to the National 

1- iiV--' I Archives 20 years thereafter. 
C{! 

1403. Administrative File - Contains documents relating
to the general housekeeping operation of the Watch Quota
Unit. Papers pertain to such subjects as budget and 
finance, organization and staffing, time and attendance,
furniture and office equipment, and travel. 
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Dispose. when 2 years old. 

e· 
Foreign Trade Zones Division 

The Foreign Trade Zones Division serves as the executive 
secretariat of the Foreign Trade Zones Board, of which 
the Secretary of Commerce serves as Chairman. The 
office's activities include the processing of foreign
trade zones applications, holding hearings on zone pro-
posals, monitoring zone operations, providing technical 
advice on zones, and publishing the Foreign Trade Zones 
Board's Annual Report. 

1404. Foreign Trade Zones Apelication File - Contains 
documents related to applicat10ns made by State and local 
agencies or public corporations for establishing or 
extending u.s. Foreign Trade Zones. File contains such 
records as applications for the establishment or expan-
sion of zones, applicants' plans for acquiring title,
methods of financing venture, economic surveys, descrip-
tions of projects, estimates of costs, maps and plot plans, 
State laws authorizing applications, Federal Register and 
other notices, transcripts of public hearings, public
comments, lists of proponents and opponents, newspaper
clips and press releases. File maintained by zone and 
application. 

Retire, all but condensed original, to BTRS I year
after the termi.nation of zone operation. Transfer 
to WNRC 2 years later, and dispose 7 years there-
after. 

1405. Foreign Trade Zones Board - Orders and Program
Files - Contains documents relating to the early opera-
t10n of the Board and Orders promulgated· by the Board. 
Program section of file concerns Board procedures and 
items like the 1934 Executive Order 7104 (1935). Orders 
section of file contains copies of such orders as Grants,
Zone Expansions, Zone Transfers, and relocations. Signed
originals of Orders sent to and maintained by the Federal 
Register. 

a . Program Section of File - Permanent. Remove 
./ and make part of Foreign Trade Zones Board
 

His tory File. (/ T.(:,M. , If" 1)
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u.	 vr.ue!.::, .::>t::!CL1.Ull, U.l 1'l.l.e - ua spo se ,j years atter 
PUbli.tion in the Federal Regis.::-. 

1406. Foreign Trade Zones Board Operations File - Con-
tains documents related to the operations ancracIminis-
trative proceedi.ngs of the Board. Records deal with such 
items as Circulars (Grant Rules and Regulations, Reproduc-
tion of Zone Forms, Zone Cargo Statistics), Dockets 
(Appeals of such cases as Dye and Imported PC Good and 
Mix and Color R~1S), Proviso Cases (Requests to perform
certain operations in a trade zone). File also contains 
backup papers for Docket decisions. 

Move active papers forward and retire all others 
to BTRS 2 years later. Transfer to WNRC and dispose
10 years thereafter. 

1407. Foreian Trade Zones Board History File - Contains 
documents reiating to the development, composition, opera-
tions, programs, and policy of the Board. Records in 
binders pertain to such subjects as Board Authority, Board 
Meetings, Board Voting Records, Co~~ittee of Alternates 
Authority and Meetings, Board Member Addendums, and Board 
Orders. File is a special effort by the Support Staff to 
maintain a history of Board activities .fi.-'adfe<7 ~kc...r. 

Ii c t. f?e:-~-n~t?tVr: 
~~ 0 'e Retire to BTRS when 10 years old, transfer to WNRCif I / I (j- • 2 years later, and offer to the National Archivesr";;.... ?O ..n" ....,.. the re af t.e r~f1v	 ' 4- .J '-Q.L. v \...1.l.C Ca.L C.L. 

~ 1408. Support Staff Program File - Contains documents 
~ I~ related to the management and operations of the Foreign

'?t.f\ Trade Zones Program. Papersin file pertain to such sub-
l/'o.l I jects as American Association of Port Authorities, Trade
J:;'"", Hission Briefings, Import Programs, Hearings, Government 
/" ( Agenc ies, Cus toms, and the Fore ign Service Ins titute. 
)0 Records in file consist of such items as news releases,

I newspaper and magazine articles, speeches, pamphlets,
weekly reports, and correspondence and memos. 

Move active papers forward and retire all others 
to BTRS when 3 years old. Transfer to WNRC 2 years
later, and dispose when 5 years old. 
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1409. Foreign T~e. Zones Board ~ Annual R~rts - Annual 
report of operations issued by the Board. Reports present
a su~~ary of the year's activities bv the Executive Secre-
tary, reports of FTZ Granties, and s~mmaries of income and 
expenditur71 by each zone. 

f/~~~fE=AJ~, 
~L. e. a. Record Copy - Retire to BTRS when 5 years old, 

-- transfer to WNRC 1 year later,' and offer to the:? z-. National Archives 20 years thereafter. 

b. All Other Copies - Dispose Hhen no longer needed. 

1410. Support Staff Administration File - Contains docu-
ments relating to the general housekeeping operations of 
the Division. Records pertain to such subjects as budget
and finance, organization and staffing, time and attendance,
office furniture and equipment, and travel. 

Dispose when 3 years old. 

1411. Zone Correspondence File - Contains letters and
 
memos to and from and about the Foreign Trade Zones.
 
File maintained by zone number and date.
 

Dispose when 5 years old. 

1412. State Correspondence File Contains letters antl
 
'memos to and from State ana-Iocal officials and business.
 

File maintained alphabetically by name of state and date.
 

Dispose when 3 years old. 

1413. Comn10dity Corre~ondence File - Contains letters 
and memos from gove rnment; age nc i.es , business groups, and 
the public about co~~odities handled in zones. File main-
tained alphabetically by commodity category and then com-
modity. 

Dispose when 3 years old. 

1414. Chronological File - Contains copies of letters
 
and memos wrltten by members of the staff. File main-
tained in date order.
 

Dispose when 5 years old. 
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1415. Public .rin~ Transcripts File - atains copies
of transcr1pts of pu lic hearings held by the Board on 
zone applications, custom rulings, zone expansions, and 
similar subjects. 

a.	 Record Copy - Retire to ETRS 5 years after 
hearing, transfer to vmRC 3 years later, and 
dispose 10 years thereafter. 

b.	 All Other Copies ~ Dispose after they have 
served their purpose. 

1416. Zone Schedule File - Contains tariff schedules and 
regulat10ns for each operating zone. Papers in file cover 
rates and charges, descriptions of zone storage and serv-
ices, and rules and regulations regarding merchandise and 
carriers. File maintained by zone. 

Retire to BTRS 1 year after zone termination,
transfer to UNRC 1 year later, and dispose
4 years thereafter. 

1417. Zone En~ineering Drawing~ - Copies of site drawings,
layouts, and p otPlans of zone installations. Usually
submitted in support of an application for or expansion
of a zone and kept current as changes are approved.
Dr awd.ngs separately maintained in engineering dr aw i.ngs 
file cabinet by zone number. 

Retire to BTRS 1 year after the termination of zone 
operation. Transfer to HNRC 2 years later and 
dispose 7 years thereafter. 

Industrial Products Division 

The Industrial Products Division monitors, collects, and 
analyzes information pertaining to international trade 
in such industrial products as steel, footwear, automo-
biles, and electronic products. In addition, the Divi-
sion produces market impact studies, special purpose
reports, and trade pattern analyses. 
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1418 . 
.Cust rom exporting

customs area, cate-

Dispose after receipt of current run 

1419. Computer Run - Steel Import Data - Steel Mill Pro-
ducts - Data presented in terms of country, product type

(ing6ts, rods, etc.), year quantity and percent, and value.
 
Run issued monthly and provides year-to-date totals.
 

Summar-y Run - Dispose when 5 years old. 

1420. Voluntary Restraint Pro ram - Steel Im orts File -
Contains documents re at~ng to t e program or contro' ling
 
steel imports primarily from Japan and the European Steel
 
Production Con~unity. File contains such records as letters
 
to and from Congress, reports to Congress, reports covering

imports from Japan and Europe, newspaper clips, memos, and
 
worksheets.
 

Retire to BTRS when 5 years old, transfer to WNRC 
3 years later, and dispose 5 years thereafter, 

1421. Chronological File - Contains copies of letters
 
and memos written by staff members. File maintained in
 
date order.
 

Dispose when 2 years old. 

1L~22. Administrative File - Contains documen t s relating

to the general housekeeping activities of the Division.
 
Papers in file pertain to such subjects as budget and
 
finance, organization and staffing, furniture and equip-
ment, time and attendance, and travel.
 

Dispose when 2 years old. 

1423. Country File ~ Contains documents relating to the
 
social, political, and economic conditions and activities
 
in foreign countries engaged in trade with the U.S.
 
Records consist of such items as cables, airgrams, copies
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of import/exp~ laws and regulations, m.~et reports,
newspaper clips, magazine articles, maps, memos, and notes. 
File maintained alphabetically by name of eountry. 

Move active papers forward and dispose of all 
others when 3 years old. 

1424. Commodity File - Contains documents relating to 
the nature, use, demand, and transport of such commodities 
as electronic products, footwear, steel and steel products,
automobiles and automobile parts. Records consist of such 
subjects as plant openings, reports to Congress, pricing
of exports, position papers, new products, mergers and 
purchases of companies, Acts and Bills regulating imports
and exports, cost of transport, research and development,
Trade Commission Reports, consumer attitudes, and product
techniques. File maintained alphabetically by commodity. 

Move active papers fon..;rard dispose of alland
 
others when 3 years old.
 

1425. Division Program File - Contains documents relating
to the management and operation of the Division's Program.
Papers in file pertain to such subjects as Anti-Dumping,
Briefings, Border Taxes, Dnport Surcharges, Multi-national 
Companies, Quantitative Restrictions, Revenue Act, and 
Tariff Level. File mQintained alphabetically by suLjecL. 

Move active papers forward and dispose of all 
others when 3 years old. 

1426. Analyst Hork Files - Contains documents relating to 
commodities and countries handled by the analyst, and to 
the marketing, statistical, and similar methods and tech-
niques used in analysis. Papers consist of such items as 
newspaper clips, magazine articles, product pamphlets and 
brochures, Congressional reports, position papers, briefing
notes, correspondence and memos. 

Dispose when they have served their purpose. 
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OFFICE OF TEXTILES
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The Office of Textiles is responsible for matters involving
the fiber, textile, and apparel sector of the industrial 
economy, including the negotiation and administration of 
international textile agreemeuts; and analyzes the fiber,
textile, and apparel sector and provides interpretive data 
on current trends. The Office provides the staff work for 
the Committee for the Implementation of Textile Agreements.
The Office of Textiles is made up of the Office of the 
Director and three Divisions - Implementation, Market Analy-
sis, and Trade Analysis. 

Office of the Director 

1427. Director's Program Subtect File - Contains documents 
relating to the formulation o~ policy and management of the 
Office. Folders in file contain documents pertaining to 
such subjects as Textile Imports, Customs, Cotton Textile 
Finishing Industry, Flammable Fabrics, Kennedy Round, Tex-
tile Machinery, GATT Textile COIM1ittee, NSC Involvement in 
Cotton, and Secretarial Briefings. File alphabetically
arra~ed by subject. 

t/ 1yt. Permar;.erd:.Hove active r:econls Forwa rd every .5 yearst and retire others to BTRS. Transfer to WNRC 2 years
ft-, · later and offer to the National Archives 20 years

thereafter. 

1428. Administrative File - Contains documents relating

to the general housekeep1ng activities of the Office.
 
Records pertain to such subjects as budget and finance,

organization and staffing, time and attendance, travel,

training, and office space and equipment.
 

Dispose when 2 years old. 

1429. Chronological File - Contains letters and memos
 
written by members of the staff. File maintained in date
 
order.
 

Dispose when 2 years old. 
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1430. Directo ,Count File - Contains~cuments relating
to text e t agreements made with for~n countries. 
Records consist of such items as copies of trade agreements,
airgrams, press releases, notes, correspondence, and work-
papers. File alphabetically arranged by country. 

Retire to ETRS when 3 years old, transfer to WNRC 
1 year later, and dispose 5 years thereafter. 

Implementation Division 

The Implementation Division provides administrative and 
technical support to Office of Textiles to implement
existing bilateral textile agreements and to negotiate
and consult with our major textile trading partners. 

1431. Division Progr~~ Subject File - Contains data 
relating to the management of the Division's programs.
Files contain papers pertaining to such subjects as Federal 
Register Notices, Program Actions, Men and Boys Wear, Type-
written Ribbon Cloth, Gloves, and Trade Committees. File 
alphabetically arranged by subject. File primarily made 
up of short term working type papers. 

Move active records forward and dispose of all 
others ~hen 2 years old. 

1432. General corres¥ondence File - Contains incoming and 
and outgo~ng copies 0 memos and fetters. Blue outgoing
copy of staff correspondence maintained in this file. File 
maintained in date order. 

Retire to BTRS Hhen 2 years old and dispose
2 years later. 

1433. Chronological File - Contains pink copies of letters 
and memos vJritten by the'members of the staff. File main-
tained in date order. 

Dispose when 2 years old. 

1434. Statistical Group File - Contains data relating to 
statistical methodology and Division programs, and to 
quantitative and qualitative reports and commentaries on 
textile imports and exports and quotas. Records consist 
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of imports and exports, newspaper, and magazine articles on 
textile foreigrerade, copies of bilateraJAgreements, 

• 
charts and grapHs, handbooks and procedure~ correspondence
and memos, airgrams and cablegrams • 

Dispose when no longer needed. 

1435. Monthly Performance Reports of Countries Under 
Restraints - Reports produced by the Implementation Divi-
s~on presenting data on textile trade in such items as 
fabrics and apparel in terms of class, units and conversion 
factor, original limit, adjustment, and imports for each of 
the countries in the bilateral agreements administered by
the Division. 

Retire to BTRS when 5 years old, transfer to WNRC 
1 year later, and dispose 10 years thereafter. 

1436. Analyst Workpaper File - Contains workpapers and 
support data mailltained and used by textile analysts in 
the performance of their tasks. Papers consist of such 
items as copies of agreements, press releases, newspaper
and magazine articles, statistical and narrative reports,
notes and worksheets, report drafts, and correspondence. 

Dispose after they have served their purpose. 

1','" "0--···.:'-'-·--,- n.:"t __ VUl1Lc:I..Ll1'",-..----'--.!-- documen ...- ~-1-t':n~"'0
.LC-.J..U L-'-rJ/. 'v llllll.1.LL<:::e J:.1..1.eb - .lV\",UlllCU\..", .J..16 

the membership and operation of such cOIT@ittees as Manage-
ment and Labor Textile Committee, Import Technical Advisory
Committee for Implementation of Textile Agreements, and 
Interagency Textile Administrative Commi.tt.e e (ITAC). The 
Division performs staff functions for both advisory and 
interagency committees. Papers consist of such items as 
membership lists, meeting announcements, agenda, minutes 
of meetings, and reports. 

Retire to BTRS when 2 years old, transfer to Wl\TRC 
2 years later, and dispose 6 years thereafter. 

1438. Federal Register Notice File - Contains documents 
relating to the development, submission, and response to 
textile agreement and quota notices published in the 
Federal Register. File contains such items as .prepara-
tio~ requests, notice drafts, sign-offs and draft approvals, 
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transmittal to Federal Register, tearsheets from Federal•Register, comment and response correspondence. 

Retire to BTRS when 5 years old, transfer to lVNRC 
3 years later, and dispose 7 years thereafter. 

Market Analysis Division 

The Market Analysis Division develops data and analyzes
conditions in the textile and apparel market, and assesses 
the impact of imports on the textile and apparel markets. 
In addition, the Division analyzes legislative proposals
and provides data for negotiation of agreements. 

1439. Division Program Subject Fil_e - Contains data 
relating to the m~nagement and operation of the Division. 
File contains papers on such subjects as Work Gloves, Manu-
facturers Associations, Defense Procurement, Textile 
Arrangements, Hard Fibers, Newsworthy Events, Congressional
Hearings, and Ratio Data Worksheets. 

Move active papers forward and retire all others 
to BTRS when 2 years old. Transfer to H.NRC 2 years
later, and dispose 4 years thereafter. 

1440. Administrative File - Contains data relating to the 
general housekeeping operation of the Division. Records 
pertain to such subjects as budget and finance, office 
furniture and equipment, travel arrangements, organization
and staffing, time and attendance, and travel vouchers. 

Dispose when 2 years old. 

1441. Market Statements - Market Disruption File - Con-
tains data on fIuctaf.ions in the production, prices, and 
import and export of textiles and apparel. File main-
tained by numerical categories. Category numbers assigned
to items such as cotton yarn, T~shirts, gloves, and fish 
nets. 

Retire to BTRS when 5 years old, transfer to WNRC 
2 years later, and dispose 5 years thereafter. 
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1442. Country File - Contains airgrams and cablegrams
relating to textiles and textile products and bilateral 
agreements. File alphabetically maintained by name of 
country. 

Dispose when 2 years old. 

1443. Chronological File - Contains incoming and outgoing
Division letters and memos. File maintained in date order. 

Dispose when 2 years old. 

1444. Legislative File - Contains documents relating to 
existing and proposed textile legislation. File contains 
such papers as Congressional Hearing Reports, request for 
and comments on proposed legislation, requests from Congress-
men for information on existing or proposed legislations,
and copies of Bills and Acts. 

Retire to BTRS when 5 years old, transfe.r to HNRC 
2 years late.r, and dispose 5 years thereafter. 

llj·4S. Committee Files - Contains documents relating to 
advisory, interagency, and trade committees on textiles 
and textile products (i. e., CITA, ITAC, Exporters, and 
MLTAC). File contains such papers as membership lists, 
... a. - .&,.&,0 ........l\""'o ...... ..... .... !:l()"c:.nn::l .............. __ _ ...._I. ...<O..Jmee__ t Lnc..... annouricemen- __ _ c s _-, ~b-"""'-"""" minut ~ e s "of_ 1110Cd-;l'gS... , a'11u 

committee reports. File alphabetically maintained by
committee name. 

Dispose when 3 years old. 

1446. Staff Technical Analyst Files - Contains documents 
collected and created by analysts In the performance of 
their activities. File contains general date on textiles 
textile products, fashions and product applications, mar~ 
kets, mills and machinery, and transportation. Records 
consist of reports, laws, memos, photos, samples of fibers 
and finished products, news clips, and magazine and trade 
paper articles. 

Dispose after they have served their purpose. 
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Trade Analysis Diyision 

The Trade Analysis Division provides statistical compila-
tions for the negotiation and administration of interna-
tional textile arrangements, develops and maintains import
and export classification procedur2s, and provides regular
and special statistical trade reports. 

1447. Machine Run TQ 2l96-ExDorts - U.S. exports of cotton 
manufactures of domest:Lc origin~-Grouped by country of 
des tination. Shows current month, current quarter, and 
cumulative quarterly data for quantity and value. 

Dispose when 2 years old. 

1448. Machine Run TQ 240~ - Cotton, woo I , and man-made 
fiber. Category code. by TSUSA by country of origin.
(Alternate unit of quantity) Shows 1972 calendar year,
cumulative year~to-date, current month, and year ending
with current month. 

Dispose 'when 2 years old. 

1449. Machine Run TQ 2491 - Country of origin by category 
by Tariff Schedules of tne U.S. Annotated (TSUSA) by date 
of export. Shows carrier, port of entry, block and file 
number. Also shows quantity and value. Produced monthly
for internal use. 

Dispose when 2 years old. 

1450. Machine Run TQ 2492 - Cotton, 'hI0 0 1 , and man-made 
fiber manufactures. ColU1Iry of origin by category by date 

fiber manufactures. -Country of origin by category by date 

of export. Also 
internal use. 

quantity and value. Produced monthly for 

Dispose when 2 years old. 

1451. Machine Run TQ 2493 - Cotton, wool, and man-made 

of export. Also quantity and no value is shown. Produced 
monthly. 

Dispose after receipt and pUblication of current 
report. 
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1452. Mach ine Run Tg 2lJ96 - U. S. imports for co~t<?n, woo l., 
and man-made i:rbers. - Subgroups by country of orlgln.
Shows quantity and value data for current month and cumu-
lative quarterly. Forl11erlyReport 2096 was for cotton only. 

Dispose when 2 years old. 

1453. Machine Run TQ 2510 - Textile manufactures other 
than cotton, wool, anLrman-made fibers. Category and TSUSA 
commodity totals by country. 

Dispose upon receipt of current month report. 

1454. Machine Run TQ 2709 - Cotton only. Category by coun-
try of or i.gi.n and TSUSA-oy country of origin. 

Dispose when 2 years old. 

1455. Machine Run TQ 2710 - Cotton only. Country of ori-
gin by category. 

Dispose when 2 years old. 

1456. Hachine Run T9 2711 ~ Cotton only. Totals by agree~ 
ment category. 

Dispose when 2 years old. 

1457. Hachine Run 1'Q 2712 - Cotton only. Totals by coun-
try of origin. 

Dispose when 2 years old. 

1458. Machine Run TO 2750 - Value other than cotton 
(wool, man-mAde, etc.'). Category by TSUSA and by country 
of origin. 

Dispose when 2 years old. 

Ilj·59. Machine Run TQ 2751 - Value other than cotton 
(wool, man-made, etc ;).-category by TSUSA and country of 
origin totals. 

Dispose when 2 years old. 
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• • • 1460. Machin(~ Run TQ) 2752 - Value other than cotton 
(wool, man-made, etc .. Category by TSUSA and country
of origin. Category totals. 

Dispose when 2 years old. 

1461. Machine Run C':.nd ~ort TQ 20l0-U. S. Published Gen-
eral Imports-Cotton Manutactures-Hollffi1y and Five-Year 
History - Data presented in five sections: (1) Country of 
or~gin-totals in equivalent square yards, (2) Agreement 
categories - Quantity Totals, (3) Country of origin by 
agreement category - Quantity Totals, (4) Agreement cate-
gory by country of origin and TSUSA number by country of 
origin - Quantity Totals, and (5) Country of origin by
agreement category in equivalent square yards. 

a.	 Monthly Hach Ine Run - Dispose after receipt and 
publication of current report. 

Monthly Published Report - Permanent. Retire 
to BTRS after 10 years, transfer to 1fflRC 3 years
later, and offer to the National Archives 
20 years thereafter. 

1462. Machine Run and Publishesi Report TQ 22l0-U.S. Gen-
eral Imports~1,.JoO"r""Hanu - and pive- Year cactures Monthly
l-l·:·C'tro. 
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·origin totals in equivalent square yards, (2) Groupings of 
TSUSA numbers - Quantity Totals, (3) Groupings of TSUSA 
numbers by country of origin and TSUSA numbers by country 
of origin - Quantity Totals, (4) Country of origin by
Groupings of TSUSA numbers - Quantity Totals, and 
(5) Country of origin by Groupings of TSUSA numbers in 
equivalent square yards. 

a.	 Monthly Hachine Run - Dispose after receipt and 
publication of current report. 

Monthly Published Report - Permanent. Retire to 
BTRS after 10 years, transfer to WNRC 3 years
later, and offer to the National Archives 20 years
thereafter. 

1/+63. Machine Run and Published Report ~23l0-U.S. Gen-
eral Imports-Han Hade Fibers and Manufactures - Honthly
and Five-Year History - bata piesented in five sections: 
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(1) Country of origin totals, (2) Groupings of TSUSA num-
bers, (3) Groupings of TSUSA numbers by country of origin
and TSUSA number by country of origin - Quantity Totals,
(4) Country of origin by Groupings of TSUSA numbers and 
country totals, and (5) Country of origin by Groupings of 
TSUSA numbers. 

a.	 Honthly Machine Run - Dispose after receipt and 
publication of current report. 

Honth1y Published Report - Permanent. Retire to 
BTRS after 10 years, transfer to WNRC 3 years
later, and offer to the National Archives 
20 years thereafter. 

1464. Report TQ 2493-U.S. General Imports-Cotton, Wool,
and Man-Made FIber Manufactures - Honthly - Data presented
by lCTA Category or Group~ng Code by Date of Expiration.
Quantity totals in category or grouping units and country
totals in equivalent square yards. 

1~7't,t • .r.~~ Permanent. Retire to BTRS when 10 years old, trans-
11 ,J t. ~ . fer to WNRC 3 years later and offer to the National 
~'l / Archives 20 years thereafter. 

1465. Report TQ 25l0-D. S. General Import_s-Textile Manu-
factures Other Than Cotton, Wool; or Man-Maae Fibers -
SenlY":XnnuaT' =: - bafa- 'presc'n-tedby (;roup~ng and TSUSA numbers 
by country of origin and TSUSA number by country of origin
(Quantity Totals), published semi-annually. 

,rrJ~ It.!· Permanent. Retire to BTRS Hhen 10 years old,
v '), yJ- • transfer to ~~RC 3 years later, and offer to the 
..,..-."--11// #,;;ifV National Archives 20 years thereafter. 

1466. Correlation-Textile and Apparel Categories with 
Tariff Schedules of the U.S. Annotated - Cotton, Wool 
and Man-Hade Fibers - Table by Textile Category, TsusA 
Number, Descr~pt~on} Conversion Factor, and Unit of 
Measure. 

Permanent. Retire to BTRS when 10 years old,
transfer to vfullC3 years later, and offer to 
the National Archives 20 years thereafter. 
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1467. Textile'reement Surrunar~es- A sula.ry of agree-
ments affecting U.s. lmports of textile manufactures.
 
Report is a compendium of current in-force Article 3
 
restraint actio~s and bilateral agreements between the 
U. S. and var Loi.r: foreign countries. Data presented by
country and datE; and then by category code, commodity-
grouping, unit, agreement level, adjustments, and control 
level. Agreement surrunariesmaintained in loose-leaf 
binders. 

Permanent. Retire to BTRS Vlhen 10 years old,
transfer to WNRC 3 years later, and offer to 
the National Archives 20 years thereafter. 

1468. Chronological File - Contains copies of incoming
and outgoing letters and memos. File maintained by
calendar year. 

Dispose when 3 years old. 

1469. Country ~ Investi~tion and Committee File - Contains 
data reTating to textiles improperly classified for U.s. 
entry. File contains copies of bilateral agreements, tele-
grams, airgrams, letters, and reports. 

Dispose upon termination of bilateral agreement or 
after 3 years, whichever is later. 

1470. Textile Program Subject File - Contains data relating
to the management 'and operatlonOtthe Trade Analysis Divi·~ 
sion. Papers in file pertain to such subjects as agreements,
classifications, cotton, Customs, advisory committee, and 
textile classification training. 

Retire to BTRS when 3 years old, transfer to v.,TNRC
3 years later~ and dispose 4 years thereafter. 

1471. Country File - Contains airgrams and cablegrams
relating to textiles and textile linports and exports and 
bilateral agreements. File alphabetically maintained by
country. 

Dispose when 3 years old. 

1472. Personnel File - Contains general data relating
to staff members. Papers consist of resumes, travel 
vouchers, leave requests, job descriptions, and personnel
actions notices. 
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Dispose u'n termination or transfer' staff 
member. 

1473. General Agr2.ement on Tracie and Tariffs (GATT)
File - Contains textlre-export arKf'import data that relates 
to GATT. File contains papers on s1.lchsubjects as cotton,
textile statistics, quarterly and annual reports on man-
made fibers, and GATT Horking group papers. 

Move active papers forward and dispose of all 
others when 3 years old. 
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