
• 1'. R~QUEST FOR RECOat!ISPOSITION AUTHORITY t--::--::-:--::- L_E_A_VE_J'_L_AN_K_. ----l 
(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, /V'tl- - -92--~ 
_N_A_Tl_O_NA_l_A_R_C_H_I_V_ES_AN_D_RE_C_O_RD_S_S_E_R_VI_C_E,_W_A_S_HI_N_GT--,Q'--.N_, _DC_2_0._4_0S __ ----f D~RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) ~f... 2q (9 ~ 
u.S. Department of Commerce NOTIFICAl1dN TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with t~e provrsrens of 44 USC 3303a the disposal reInternational Trade Administration Quest. Including omendments. IS aptrnved except fo' Items that may 

3. MINOR SUBDIVISION be stamped "disposa: not approved" or "withdrawn" In column 10 

4. NAME OF PERSON WITH WHOM TO CONFER , 5. TEL EXT 
I 7-13-£';


Charles Brett /)/1/('
~377-3430 
6. CERTIFICATE OF AGENCY RtPRESENTATIVE 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of . ;8 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

Kl B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

9.7. 8. DESCRIPTtON OF ITEM 10.SAMPLE ORITEM NO (With tnctusive Dales or Retention Periods) ACTION TAKENJOB NO 

GENERAL ADMINISTRATION: 
ITA RECORDS CO~~ON TO ALL OFFICES 

The records described in the following items were
 
found in many or all of the components of the
 
International Trade Administration. They are
 
listed here with the indicated retention periods

deemed sufficient to meet all legal,

administrative, and fiscal requirements. Where
 
these records are described elsewhere under
 
individual organizational components, the longer


"'If eL~~r retention period will prevail.
e..r ,.' -.J. 'T 
P"1Ylc,~ riAa'" 1. Administrative Subject File--docurnents
r#r ~cfr_ relatlng to management operatlons that are of a 

Y,,,ht, housekeeping or general administrative nature. 
Records deal with such matters as budget; office ~~. space; directives; requisitions (Forms CD-10, 
CD-45, etc.) for printing, equipment, furniture 
or services; meeting arrangements; security
(general); time and attendance (Form CD-238); 
travel requests and authorizations; and similar 
activities. Generally, these are arranged
alphabetically by subject. 

STANDARD FORM 115 
Revised Ap,jl, 1975 
Prescnbed by General Services 

Adrmrustratron 
FPMR (41 CFR) 101-114 

115-107 
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a.	 Announcements, ITA Administrative Instructions and 
Organization and Function Orders, Department Administrative 
and Organization Orders, and the like maintained solely for 
reference purposes--destroy when superseded or obsolete. 

b.	 All other papers--destroy when 2 years old. 

2. Press Releases, Statements, Speeches, and 
Testimonies--information copies of the items specified in the title 
except those specifically listed under an appropriate organizational
component in the ITA Records Control Schedule. They are used as 
precedents and for general reference purposes. Record copies of 
these are maintained in the Office of Public Affairs, Office of the 
Secretary, for as long as necessary. 

Destroy when 2 years old. 

3. Chronological, Reading, Tickler or Suspense Files--extra copies
of correspondence maintained for convenience of reference, or to 
indicate a due date for an action. In some cases, these 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. Filed in chronological sequence. 

Destroy when no longer needed for current business or when I 
year old, whichever is sooner. 

4. Reproducibles File--includes manuscripts (camera copy), papers,
photographic, and various other types of plates or media used to 
reproduce multiple copies of documents for distribution. Filed by
subject or number, as appropriate. 

Destroy when no longer needed for current business or I year
after completion of job, whichever is sooner. 

5. Charity Campaign and Bond Drive File--papers pertaining to the 
annual Combined Federal and u.S. Savings Bond Campaigns. Arranged
chronologically. 

Destroy when I year old. 

6. Job Applications--copies of applications (SF-171) and related 
papers submitted by persons seeking employment in the organization.
Excluded from this description are records relating to appointments
requiring Senatorial confirmation. 

a.	 Successful Applicant--Forward application to the Office of 
Personnel, ITA. 

b.	 Unsuccessful Applicant--Return application to sender or 
destroy upon rejection, whichever is suitable. 

7.	 Classified Information Accounting and Control Records--are 
comprised of the following elements: 

a.	 Administrative correspondence pertaining to the 
administration of security classification, control, and 
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accounting for classified documents, but EXCLUDING manuals,
directives, plans, reports and correspondence reflecting
the development of policies and procedures in the 
administration and direction of security and protective
service programs. 

b.	 Classified Document Receipts (Form CD-76 or equivalent)
relating to the receipt and issuance of classified 
documents. 

c.	 Destruction Certificates relating to the destruction of 
classified documents. 

d.	 Classified Document Inventory (Form CD-297 or equivalent)
consisting of forms, ledgers or registers used to show the 
identity, internal routing, and final disposition made of 
classified documents, exclusive of TOp Secret material. 

Items a. through d. - Destroy when 2 years old. 

8. TOp Secret Accounting and Control Files--
a.	 Registers maintained at control points to indicate 

accountability over Top Secret documents, reflecting the 
receipt, dispatch or destruction of the documents. 

Destroy 5 years after documents or forms are 
downgraded, transferred or destroyed. 

b.	 Forms accompanying documents to insure continuing control,
showing names of persons handling the documents,
intra-office routing, and comparable data. 

Destroy when the related document is downgraded, 
transferred or destroyed. 

9. Classified Document Container Security Files--forms or lists 
used to record safe or padlock combinations, the names of 
individuals knowing combinations, and comparable data used to 
control access to classified document containers. 

Destroy when superseded by a new form or list, or upon turn-in 
of containers. 

10. Indexes or Check Lists--bibliographies, check lists and indexes 
of agency publications, releases, case files, and the like,
excluding those cited elsewhere in the ITA Records Control Schedule 
under the appropriate organization. 

Destroy when superseded or obsolete. or \:Hea 5 years 010,
whicHever is SOORer. 
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11. Personnel Statistical Reports--machine-produced reports showing
ITA employment by name, grade, job classification, organizational
unit, and other categories. Produced periodically, e.g., quarterly, 
or on an as-needed basis. 1"1.c ree.I.""''' c:.ory ior ...... , ..t<l.~e.c9 ~ ,1';10 'n 6¥.f,cc. co! P~rS e.l , .....

Destroy when superseded or obsolete. 

12. Personnel Folders Maintained Outside of the Office of 
Personnel, ITA--correspondence, memoranda, forms and other records 
relating to positions, authorizations, pending actions, copies of 
position descriptions; requests for personnel actions; and records 
on individual employees duplicated in or not appropriate for the 
Official Personnel Folder. 

Review annually and destroy superseded or obsolete documents or 
destroy all documents relating to an individual employee 1 year 
after separation or transfer. 

13. Information Requests File--requests for information and copies
of replies thereto. These involve no administrative actions, no 
policy decisions, and no special compilations or research and 
requests for and transmittal of publications, photographs and other 
informational literature. 

Destroy 3 months after transmittal or reply. 

14. Acknowledgment Files--acknowledgment and transmittals of 
inquiries and requests that have been referred elsewhere for reply. 

Destroy 3 months after acknowledgment and referral. 

15. Mailing Lists--correspondence, request forms, and related 
records pertaining to the establishment and/or revision of mailing
lists. Also included here is a copy of the list. 

a.	 Documents initiating revisions--Destroy after appropriate
revision of mailing list or after 3 months, whichever is 
sooner. 

b.	 Mailing list--Destroy when superseded or obsolete. 

16. Records/Logs of Mail, Visitors or Telephone Calls--daily
records of mail, visitors or telephone calls handled. 

a. MG.il .. ~ Tc.I~ .. &... __ Lo~s 1~c._l.s: 
Destroy when 1 year old. 

\:'. Vi,: I....l...o,,, / (l.c: CAI"f'Clr: be-cwoy ""I.e..... t, yco..,.., oU. 
17. Technical Information Files--working papers, drafts and extra 
copies of documents, and printed and processed material maintained 
by individual employees throughout ITA. These are of reference 
value only and provide individuals with background informatIon in 
accomplishing their assigned duties. Whenever working documents or 
preliminary drafts of papers provide SUBSTANTIVE INFORMATION on an 
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issue or case of significant import, such documents should be made 
part of the official file. Otherwise, the types of papers noted 
here have immediate relevance and value only to the individual 
accumulating them and provide no insights into the official 
activities, functions, policies, and procedures of the 
organizational unit where they are maintained. File is generally
arranged by subject. 

Destroy when no longer needed for current business or when 10 
years old, wh ichever is sooner. Tn,.,..s+cr h. ~Il.G ~ 6. ...tt.O .. IE.&~. 

18. Congressional Correspondence File--correspondence between ITA 
offices and members of Congress. The correspondence is generally in 
response to requests for information on ITA policies and programs of 
specific interest to the inquirer or his constituents. Copies of 
all Congressional correspondence are maintained in the Office of 
Congressional Affairs, Office of the Secretary, for a period
sufficient to meet all administrative, legal, and historical needs. 
File is maintained by name of addressee. 

Destroy when 2 years old. 

19. Freedom of Information Act (FOIA) Requests Files--created in 
response to requests for information under the Freedom of 
Information Act consisting of the original request, a copy of the 
reply thereto, and all related supporting files which may include 
official file copy of requested record or copy thereof. 

a.	 Correspondence and supporting documents (EXCLUDING the 
official file copy of the records requested if filed 
herein). 

(1) Granting access to all the requested records. 

Destroy 2 years after date of reply. 

(2)	 Responding to requests for nonexistent records; to 
requestors who provide inadequate descriptions; and to 
those who fail to pay agency reproduction fees. 

(a)	 Request not appealed. 

Destroy 2 years after date of reply. 

(b)	 Request appealed. 

Destroy as authorized under item 20. 

(3)	 Denying access to all or part of the records requested. 

(a)	 Request not appealed. 

Destroy 5 years after date of reply. 
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(b)	 Request appealed. 

Destroy as authorized under item 20. 

(b) Official file copy of requested records. 

Dispose of in accordance with approved ITA 
Records Control Schedule instructions for 
the related records or with the related FOIA 
request, whichever is later. 

20. FOIA Appeals Files--created in responding to administrative 
appeals under the FOIA for release of information denied by the 
agency, consisting of the appellant's letter, a copy of the reply
thereto, any related supporting documents, which may include the 
official file copy of records under appeal or copy thereof. 

a.	 Correpondence and supporting documents (EXCLUDING the 
official file copy of the records under appeal if filed 
herein) . 

Destroy 4 years after final determination by agency or 
3 years after final adjudication by courts, whichever 
is later. 

b.	 Official File copy of records under appeal. 

Dispose of in accordance with approved ITA Records 
Control Schedule instructions for the related record 
or with the related FOIA requests, whichever is later. 

21. Privacy Act Requests Files--created in response to requests
from individuals to gain access to their records or to any
information in the records pertaining to them, as provided for under 
5 U.S.C. 552a(d) (1). Files contain original request, copy of reply
thereto, and all related supporting documents, which may include the 
official file copy of records requested or copy thereof. 

a.	 Correspondence and supporting documents (EXCLUDING the 
official file copy of the records requested if filed 
herein.) 

(1)	 Granting access to all the requested records. 

Destroy 2 years after date of reply. 

(2)	 Responding to requests for nonexistent records;
to requestors who provide inadequate
descriptions; and to those who fail to pay agency
reproduction fees. 
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(a) Requests not appealed. 

Destroy 2 years after date of reply. 

(b)	 Requests appealed. 

Destroy as authorized under item 22. 

(3)	 Denying access to all or part of the records 
requested. 

(a) Requests not appealed. 

Destroy 5 years after date of reply. 

(b)	 Requests appealed. 

Destroy as authorized under item 22. 

(b)	 Official file copy of requested records. 

Dispose of in accordance with ITA Records Control 
Schedule instructions for the related records or 
with the related Privacy Act request, whichever 
is later. 

22. Privacy Act Amendment Case Files--relating to an individual's 
request to amend a record pertaining to that individual as provided
for under 5 U.S.C. 552a(d) (2); to the individual's request for a 
review of an agency's refusal of the individual's request to amend a 
record as provided for under 552a(d) (3); and to any civil action 
brought by the individual against the refusing agency as provided
under 5 U.S.C. 552a(g). 

a.	 Requests to amend agreed to by agency. Includes 
individual's requests to amend and/or review refusal to 
amend, copies of agency's replies thereto, and related 
materials. 

Dispose of in accordance with the approved ITA Records 
Control Schedule instructions for the related subject
individual's record or 4 years after agency's
agreement to amend, whichever is later. 

b.	 Requests to amend refused by agency. Includes individual's 
requests to amend and to review refusal to amend, copies of 
agency's replies thereto, statement of disagreement, agency
justification for refusal to amend a record, and related 
materials. 
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Dispose of in accordance with the approved ITA Records 
Control Schedule instructions for the related subject
individual's record; 4 years after final determination 
by agency; or 3 years after final adjudication by
courts, whichever is later. 

c.	 Appealed requests to amend. Includes all files created in 
responding to appeals under the Privacy Act for refusal by
any agency to amend a record. 

Dispose of in accordance with the approved ITA Records 
Control Schedule instructions for related subject
individual's record or 3 years after final 
adjudication by courts, whichever is later. 

23. Privacy Act Accounting of Disclosure Files--maintained under 
the provisions of 5 U.S.C. 552a(c) for an accurate accounting of the 
date, nature, and purpose of each disclosure of a record to any
person or to another agency, including forms for showing the subject
individual's name, requestor's name and address, purpose and date of 
disclosure, and proof of subject individual's consent when 
applicable. 

Dispose of in accordance with the approved ITA Records Control 
Schedule instructions for the related subject individual's 
records or 5 years after the disclosure for which the 
accountability was made, whichever is later. 

24. Career Development and Training Work Files--papers generated or 
collected to keep informed of and participate in all career 
development 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 substantive 
results are documented in the Official Personnel Folders of 
employees affected. 

Destroy individual documents or contents of file folders when 
they have served their purpose. 



U.S. Department of Commerce 
International Trade Administration 
General Administration: 
ITA Records Common to All Offices 

Cross Over 

Former Schedule Revised Schedule 

NCl-151-77-1 Pending 
___ J ____ ---- -

Page No. Item No. Page No. Item No. 
8 12 2 2 
8 13 4 17 
8 14 4 17 

10-11 20 1-2 1 a & b 
11 21 2 4 
13 26 4 17 
15 31 4 17 
17-18 36 1-2 1 a & b 
18 37 2 3 
21 48 1-2 1 a & b 
27 64 4 17 
30 73.d 1-2 1 a & b 
33 85 2 5 change
36 95 2 3 
37 99 1-2 1 a & b 
45 144 1-2 1 a & b 
46 145 4 11 
46 146 4 12 
46 147 2 6 
64 234 1-2 1 a & b 
64 237 4 12 
64 238 4 12 
65 239 4 12 
65 240 4 12 
65 241 4 12 
65 242 4 12 
65 243 a & b 1-2 1.b. 
66 246 1-2 1.b. 
66 247 1-2 l.b change
66 248 1-2 1.b. 
66 249 1-2 1.b. 
66 250 1-2 1.b. 
67 251 1-2 1.b. 
67 252 1-2 1.b. 
67 254 1-2 1.b. 
69 263 1-2 1.b. 
70 270 4 15 a & b 
71 274 4 16." 



- 2 -

Page No. Item No. Page No. Item No. 
72 280 4 15 a & b .74 292 11 (NCl-151- 35

81-3)

83 307.a.l. Delete
 
83 307.a.2. Delete
 
83 307.b.l. Delete
 
83 307.b.2. Delete
 
83-84 308.a. Obsolete
 
83-84 308.b. 2 3
 
84 309 2 4
 
84 310 2-3 7.b. , 8.b. 
84 311 4 16 
84 312 2 2 
86 315 1-2 1 a & b 
87 317 1-2 1 a & b
 
87 318 2 3
 
88 322 4 17
 

4 1788-89 324
 
90 331 4 17
 

343 1-2 1 a & b93
 
94 352 4 17
 
95 354 1-2 1 a & b
 
96 355 4 12
 
96 356 2 3
 
97 360 1-2 1 a & b
 

361 1-2 1 a & b97-98 
100 368.a. 4 12 
100 368.b. 1-2 1.b. 
100 368.c. 1-2 1 a & b 
101 370 4 17 
104 377 1-2 1 a & b 
104 378 2 3 
108 380 2 2 
108 381 1-2 1 a & b 
112 386 1-2 1 a & b 
113-114 389.b. 1-2 1 a & b 
120 407, 1-2 1 a & b· 
120 408 2 3 
127 427.a. 4 12 
127 427.b. 1-2 1 a & b 
128 428 2 3 
128 429 2 3 
128 430 4 17 
130 432 a & b 2 3 
130 434 1-2 1 a & b 
133 439 1-2 1 a & b 
133 440 4 17 
134-136 441.a. 1-2 1 a & b 
136-137 442.a. 1-2 1 a & b 

1-2 1 a & b142 456 
271-272 825 1-2 1 a & b 

274 834 1-2 1 a & b 
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Page No. Item No.	 page No. Item No. 
280-282 848. (1)	 Proposed 173
 

Export Admin.
 
Schedule
 

280-282 848.(2) a & b	 Delete--fi1ed
 
in appropriate

sub j ect fi1e
 

280-282 848. (3)a. 4 12 .
 
280-282 848.(3)b. 1-2 1 a & b
 

- 285 855 1-2 1 a & b
 
291 872 1-2 1 a & b
 
311 931 2 3
 
312 933 4 17
 
314 939 1-2 1 a & b
 
314 940 2 3
 
314-315 943 4 12
 
320 959 4 17
 

1-2 1 a & b
320	 960
 
964.a.	 Will be addressed322
 

in a future Schedule
 
322 964.b. 4 12
 
322 964.c. 1-2 1 a & b
 

1-2 1 a & b
325 970
 
327 976 2 3
 
328 978 2 3
 
329 981 1-2 1 a & b
 
331 988	 1-2 1 a & b
 

4 17
 
Portions will be
 
addressed in a future
 
schedule
 

333 997 2 3
 
334 1000 4 12
 
334-335 1001 4 12
 
335 1002 2 6 a & b
 
335 1003 8 24
 
335 1004 4 12
 
336 1006 1-2 1 a & b
 
340 1016 1-2 1 a & b
 
340 1017 2 3
 
340-341 1018 1-2 1 a & b
 
341 1022 1-2 1.b.
 
342 1024 1-2 1.b.
 
343 1028 2 3
 
344 1030 1-2 1 a & b
 
344 1031 2 3
 
347-348 1044 1-2 1 a & b
 
348 1045 2 3
 
349 1052 1-2 1 a & b
 
350 1053 2 3
 
353 1066 1-2 1 a & b
 
354 1069 1-2 1 a & b
 
354 1070 2 3
 
354-355 1072.a. 4 12
 

1 a & b354-355 1072.b. 1-2
 
355 1073 " 2 3
 
359 1086 1-2 1 a & b
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Page No. Item No. Page No. Item No. 
359 1087 2 3 
360 1089 1-2 1 a & b 
360 1090 2 3 
360-361 1092 1-2 1 a & b 
361 1097 2 3 
364 1115 1-2 1 a & b 
365 1117 2 3 
365 1120 1-2 ] a& ~ 
366 '*'11251I'l.1.- ,- ~ 4~ 

367 1129 2 3 
367 1130 1-2 1 a & b 
369 1138 2 3 
369 1139 1-2 1 a & b 
370 1143 2 3 
370-371 1144 1-2 1 a & b 
371 1146 1-2 1 a & b 
372 1150 4 17 
374 1157 1-2 1 a & b 
375 1159 1-2 1 a & b 
375 1160 2 3 
377 1169 2 3 
378 1171, 2 3 
380 1174 2 3 
383 1181 5 18 
386 1190 1-2 1 a & b 
386 1191 2 3 
387 1193.a. 4 12 
387 1193.b. 1-2 1 a & b 
387 1194 8 24 
394 1214 4 17 
396 1222 1-2 1 a & b 
396 1223 2 3 
397 1225 1-2 1 a & b, 3 
398 1229 4 17 
400-401 1233.a. 1-2 1.b. 
404-405 1242.a. 1-2 1.b. 
407-408 1248 1-2 1 a & b 
409 1252 4 17 
410 1259 4 17 
411 1261 4 17 
412 1265 4 17 
413 1268 1-2 1.b. 
415 1271.a. 1-2 1.a. 
415 1271.b. 4 12 
415 1271.c. Proposed 102 

Export Admin. 
Schedule 

415 1271.d. 2-3 7.c. , 8.a. 
415 1271.e. 2-3 7.b. , 8.b. 
415 1271.f. 1-2 1 a & b 
416 1272 2 3 
416 1273.a. 2-3 7.d. , 8.a. 
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Pa.geNo. Item No. page No. IternNo. 
416 1273.b. 4 16 
417 1275 4 17 
418-419 1277.b. 1-2 1 a & b 
419 1280 2 3 
420 1282 4 17 
421-422 1286 Propo:;ed 104 
422 1287 Export Admin. 
422 1288 Schedule 
429 1307.a. 4 12 

1-2 1 a & b429 1307.b. 
2-3 7.d.429-430 1308 

430 1309 2-3 7.d. 
431 1313 2 3 

15 & b437 1334 4 a 
440 1342 1-2 1 a & b 
440 1343 2 3 
441 1345 1-2 1 a & b 
441 1346 2 3 
442 1349 1-2 1 a & b 
442 1350 2 3 
443 1352 2 3 

4 12443 1354 1 a & b444 1357 1-2 
444 1358 2 3 
446 1362 1-2 1 a & b 
446 1363 2 3 
449 1371 2 3 

4 12451 1378.a. 
451 1378.b. 1-2 1 a & b 
451 1380 2 3 
454 1383 2 3 

1-2 1 a & b454 1384 
455 1386-.b. 1-2 1 a & b 
455 1387 4 12 
455 1388 2 3 
455 1389 2 3 
457 1392 2 3 

1-2 1 a & b457 1394 
1-2 1 a & b459-460 1403 

462 1410 1-2 1 a & b 
462 1414 2 3 
464 1421 2 3 
464 1422 1-2 1 a & b 
465 1426 4 17 
466 1428 1-2 1 a & b 
466 1429 2 3 
467 1433 2 3 
468 1436 4 17 
469 1440 . 1-2 1 a & b 
470 1443 2 3 
-470 1446 4 17 
475 1468 2 3 
475-476 1472 4 12 
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New Items: 

2 7.a. 
3
3
 
4
 

10
 
13
 

4
 14
 
5-6 19
 

6 20
 
6-7 21
 
7-8 

8
 
22
 
23
 


