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Request for Records D1spos1t1on Authonty 

Reco1d� Schedule Number DAA-0241-2018-0005 

Schedule Status Modified Approved Version 

Ag�nry or Estabh'>hment Patent and Trademark Office 
Record Group I Scheduling Group Records of the Patent and Trademark Office 
Records Schedule appheb to MaJor Subd1vs1on 
MaJor Subd1v1s1on USPTO Ombudsman Office 
Schedule SubJect USPTO Office of the Ombudsman Records 
lntomal agency c-oncurronr<'s will No 
bo provided 

Background Information The records concern the functions and adm1mstrat1on of the USPTO 
Office of the Ombudsman ("Office") The Office rs an independent,
conf1dent1al, informal, and 1mpart1al conflict resolution pract1t1oner, and 
rt mamtams all communications with those seeking its assistance in 
stnct confidence The Office takes all reasonable steps to safeguard 
the anonymity and confident1ahty of its inquirers m accordance with 
5 U SC § �71-584 and International Ombudsman Association 
standards This includes protecting the 1dent1ty of any md1v1dual 
contacting the Office as well as any information that could be used to 
1denbfy that md1v1dual 

Item Count 
Number of Total D1spos1bon 
Items 

Number of Permanent 
D1spo&1t1�n Items 

Number of Temporary 
D1spos1tton Items 

Number of Withdrawn 
D1spos1t1on Items 

7 1 6 0 
\ 

GAO Approval 
0003,0004 
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Outline of Records Schedule Items for DM-0241-2018-0005 

Sequence Number 

1 

2 

3 

4 

5 

6 

7 

Ombudsman Official Correspondence 
D1spos1t1on Authonty Number DAA-0241-2018-0005-0001 
Speeches and Presentations, 
D1spos1t1on Authonty Number DAA-0241-2018-0005-0002 
lnqumes and Resolubons 
D1spos1t1on Authonty Number DAA-0241-2018-0005-0003 
lnqumes - No Action 
D1spos1t1on Authonty Number DAA-0241-2018-0005-0004 
StatIst1cal Tracking Records 
D1spos1t1on Authonty Number DAA-0241-2018-0005-0005 
Ombudsman Reports, Pohc1es and Procedures 
D1spos1bon Authonty Number DAA-0241-2018-0005-0006 
Congressional Correspondence 
D1spos1t1on Authonty Number DAA-0241-2018-0005-0007 
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Records Schedule Items 

Sequence Numbet 

1 Ombudsman Official Correspondence 
D1spos1lton Authority Number DAA-0241-2018-0005-0001 

Non-query spec1f1c correspondence, documenting offlc1al communications 
with such ent1t1es as the United States Ombudsman Association, International 
Ombudsman Assoc1at1on, and Coahtron of Federal Ombudsman 
Final D1spos1bon Temporary 

Item Stcltus Active 

Is ttus item media neutral? Yes 

Do any of tho r<>cords covorod No 
by lht"l Item currently ox,st in 
electronic forrnat(s} othor than o-
mall and word procossing? 

D1spos1t1on Instruction 
Cutoff Instruction Cutoff files at the end of each calendar year m which 

act1v1ty has been completed 
Retention Penod Destroy 3 year(s) after cutoff 

Add1t1onal Information 
GAO Approval Not Required 

2 Speeches and Presentations 
D1spos1t1on Author rty Numbc-r DAA-0241-2018-0005-0002 

Off1c1al copras of bnefing materials, speeches, testimonies, accepted rnv1tat1ons, 
presentations and other records documenting the m1ssron-cnt1cal work of the 
Ombudsman and therr desrgnee(s) 

Final D1spos1tton Temporary 

Item Status Active 

Is lh1c; 1t<.>m media nC'utral? Yes 

Do any of the records covered No 
by this item currently exist rn 
electronic forrnat(s) other than o­
ma,I -and word processing? 

D1sposrt1on Instruction 
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3 

4 

Cutoff lnstructJon 

Retent10,, Penod 

Add1t1onal Information 
GAO Approval 

lnqurnes and Resolutions 
Dtsposrt1on Authonty Number 

Cutoff files at the end of each calendar year m which 
act1v1ty has been completed 
Destroy 3 year(s) after cutoff 

Not Required 

DAA-0241-2018-0005-0003 
Records Include mqurnes from the pubhc, reviews and analysis, correspondence, 
status updates, resolutions, and responses 
Final D1�pos1bon 

Item Status 

Is this item media neutral? 

Do any of the records covered 
by this rtem currently exist tn 
electronic forrnat(s) othor than e­
mail and word processing? 
Inactive Status Explanabon 

D1spos1t1on ln&truct1on 
Cutoff Instruction 

Retention Penod 

Add1t1onal lnfonnat1on 
GAO Approval 

lnqurnes - No Action 
D1spos1tton Aulhonty Number 

Temporary 
Inactive 
Yes 
No 

)This item rs inactive because rt was superseded by 
New D1spos1t1on Authonty Number 
DAA-0241-2019-0002-0001 

Cutoff flies when acttVJty has been completed 
Destroy 1 year(s) after cutoff 

Required and Received 

DAA-0241-2018-0005-0004 
Records created and received 1n the course of USPTO business that did not result 
,n any analysis by the USPTO Office of the Ombudsman 
nnal D1spos1tton Temporary 
Item Status Active 

Is lh1s item med1c1 neutral? Yes 
Do any of the records covered 
by thts item currently exist tn 
electronic formal(&) other than e-
mail and word processing> 

No 
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D1sposttJon Instruction 
Cutoff Instruction Cutoff files when no action was taken Destroy/delete

upon closure 
Retention Ponod Destroy 1 year(s) after cutoff 

Add1t1onal Information 
GAO Approval Required and Received 

5 Stat1st1cal Tracking Records 
D1sposrt1on Authonty Numbet DM-0241-2018-0005-0005 
Records created to track the number and subject matter of rnqumes, including 
spreadsheets and data collection act1v1ty 
Fmal D1-;pos1t1on Temporary 
ltemJStatus Active 
Is thts item media neuttal? Yes 
Do any of the Iecords covered No 
by this ttem currently exist in 
electronic format(s) othet thanoe-
mail and word processing? 

D1spos1tton Instruction 
Cutoff lnstrucilon Cutoff at the end of each calendar year 
Retention Penod Destroy 3 year(s) after cutoff 

Add1t1onal lnfo1 matron 
GAO Approval Not Required 

6 Ombudsman Reports, Pohc1es and Procedures 
D1spos1t1on Authonty Number DM-0241-2018-0005-0006 

Penod1c and annual reports to internal and external officials, and to Congress 
Records of the high-level management, oversight and direction of the Office of the 
Ombudsman to include pohcres procedures, projects and management dec1s1ons 
Final D1spos1tJon Permanent 
Item Status Actrve 
Is this item media neutral? Yes 
Do any of the records covered No 
by this item cu1re11tly exist m 
electronic format(s) other thanoe­
mail and word processing? 
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D1sposrt1on Instruction 
Cutoff Instruction Cut off files at the end of each calendar year or after 

being superseded 
Transfe1 lo lhe National ArC'h1ves Transfer to the National Archives 15 year( s) after 
for Accoss1oning cutoff 

Add1t1onal Information 
First year of records accumulation 2015 
What will be the dc1te span of the From 2015 To 2016 
m1tlal transfer of records to the 
National Archives? 
How frequently will your agency Every 1 Years 
transfer these 1ecords to the 
National Archives? 

Esbmated Cunent Volume Annual Accumulation 

Electromc/D1g1tal 1 MB 5 MB 
Paper 
M1croform 

Hardcopy or Analog Special 
Media 

Congressional Correspondence 
D1sposrt1on Authonty Numbor DAA-0241-2018-0005-0007 

Correspondence from and with members of Congress, cons1sbng of congressional 
program management questions and comments, and requests for testimony 
Final D1spos1t1on Temporary 
Item Status Active 
Is this ,tom mocha neutral? Yes \ 

Do any of tho reC'ords covered No 
by this rtcm currently ox1st m 
electronic format(s) other than o­
ma1I and word processing? 

D1spos1t1on Instruction 

I,. 

Electronic Records Arcluves Page 6of9 PDF Created on 01/29/2020 



0 0 
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records D1spo1tbon Authonty Records Schedule DAA 0241 2018 0005 

Cutoff Instruction Cutoff files at the end of each calendar year in which 
act1v1ty has been completed 

Retention Penod Destroy 3 year(s) after cutoff 

Add1t1onal Information 
GAO Approval Not Required 
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Agency Cert1f1cation 

I hereby certify that I am authonzed to act for this agency in matters pertaining to the d1spos1bon of rts records and that the records 
proposed for disposal in this schedule are not now needed for the busine88 of the agency or will not be needed after the retenbon 
penods specmed 

Signatory lnfo1 matIon 
Date Action By Title 

I 
Organization 

08/17/201e8 Certify Ivan King Records Manageme 
nt Specialist 

I 

Office of the 
Chief Information 
Office - Records 
and Information 
Governance D1v1s1on 

06/26/2019 Submit for Concur 
ranee 

Valene Terrey Archives Specialist National Archives and 
Records Adm1mstratton 
- Records Management 
Services 

07/05/2019 Concur Margaret
Hawkins I 

Director of Records 
Management ServIc 
es 

National Records 
Management Program 
- ACNR Records 
Management Services 

07/08/2019 Concur , Laurence 
Brewer 

Chief Records Office 
r 

National Records and 
Archives AdmImstrat1on 
- National Records and 
Archives AdmImstratIon 

07/10/2019 Approve David Femero Arch1vIst of the Unite 
d States 

Office of the Arch1v1st -
Office of the Arch1v1st 
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