
REQUEST FOR RECORDS, POSITION AUTHORITY JOB IBER (~ 'N l: C), c.f /: / 0-
To NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received 10/", 1098601 ADELPm ROAD COLLEGE PARK, MD 20740-6001 

1 FROM (Agency or establishment) NUl,r'''M "VN TO AGENCY 

Uruted States Patent and Trademark Office (USPTU) 
In accordance with the provrsrons of 44 USC 3303a, the 
disposition request, Including amendments, IS approved 
except for Items that may be marked "dISposition not 
apt" vv"... or "wJ1hdrawn" In column 10 

2 MAJOR SUBDIVISION 

Office of the Cluef'Informa Officer'~n 

3 MINOR SUBDlvl::>IUN 

Program Admrrustration 0 

5 TELEF " ..,,"_ NLJMRFR DATE ARChlvl::> I· OF THE UNITED::> I Pt.1!:.::> 4 NAME OF PERSON WITH WHOM TO CONFER 

Susan K Fawcett 
571-272-2799Records Officer tr\~JG 1 do fJAA 

6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency m matters pertammg to the disposmon of ItS records and that the 
records proposed for disposal on the attached __ page(s) are not needed now for the business for this agency or will not be 
needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 
provisrons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

i:8]IS not required oISattached, or ohas been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

9-:2~ .,;)001 !uoCVVL. ~~a;t;C .. USPTO Records Officer 

7 ITEMNO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOsmON 9 GRSOR 10 ACTION TAKEN 
SUPERSEDED JOB (NARA USE ONLy) 

CITATION 

U S Patent and Trademark Office 
see attached 

Patent Granting and Maintenance 

These records are uruque to the Patent Office program at the
 
US Patent and Trademark Office
 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 



7/22/2011Patent Bucket Fmal (N 1-241-10-1) 

Patent Granting and Maintenance 

This series covers records of the agency Patent business area, both unique 
administrative and mission-centric. 

A patent is the grant of a property right for an invention to the inventor. The United 
States Patent Trademark Office (USPTO) exists in order to "promote the progress of 
science and the useful arts by securing for limited times to inventors the exclusive right 
to their respective discoveries (Article 1, Section 8 of the United States Constitution), 

The right conferred by the patent grant is, in the language of the statute and of the 
grant itself, "the right to exclude othersfrom making, using, offering for sale, or 
selling" the invention in the United States or "importing" the invention into the United 
States. What is granted is not the right to make, use, offer for sale, sell or import, but 
the right to exclude othersfrom making, using, offering for sale, selling or importing 
the invention. Once a patent is issued, the patentee must enforce the patent without aid 
of the USPTO. 



Patent Bucket Fmal (N 1-241-1 0-1) 7/2212011 

PERMANENT:
 
1 - Patent Program and Policy Subject Files
 
2 - Patent Case Files, Granted
 

TEMPORARY:
 
3 - Abandoned Patent Applications, Not Referenced in Granted Case File
 

4 - Pre-Grant Patent Examination Files
 
4.1 Evidentiary Patent Applications
 
4.2 Patent Examination Working Files (Action Folder)
 
4.3 Patent Examiner Reference Files
 
4.4 Patent Examination Feeder Records
 
4.5 Patent Post-Examination Feeder Records
 

5 - International Patent Files 
5.1 Patent Cooperation Treaty (PCT) Applications and Miscellaneous Records
 
5.2 Non-PCT International Files
 

6 - Patent Quality Review Files 
6.1 Quality Review System (QRS) Files
 
6.2 Quality Review Subject Files
 

7 - Patent Legal Records 
7.1 Petitions to Expunge Assignment Documentation
 
7.2 P-Licenses
 
7.3 Attorney Work Product, Internal Management Files
 
7.4 Patent Legal Correspondence
 
7.5 Selected Application Production and Docket Reports
 

8 - Patent Training, Examination, and Certification Records 
8.1 Examinations and Grading Overlays (patent Corps)
 
8.2 Patent Examiner Personal Test Records
 
8.3 Patent Examiner Certification Records
 
8.4 Patent Training, Presentation and Administrative Files
 
9 - Patent Office General Administrative Records
 

10 - Patent Office Short-Term Discretionary Records 
10.1 - Patent Classification Files
 
10.2 - Scientific Technical Information Center (STIC) Administrative Files
 
10.3 - Patent Administrative & Feeder Records
 
10.4 - PCT Program Administration
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Patent Bucket Fmal (N"I-241-1 0-1) 7/22/2011 

PERMANENT: 

1 Patent Program and Policy Subject Files 

Records of the high-level management, oversight and direction of Patent Office policies 
procedures, projects and management decisions 

Includes records that document studies, reports, memoranda and uutiatrves which have 
fundamental evidentiary value to activities Impacting the patent system of the Uruted 
States ThIS mcludes subject files and executive correspondence of the Comrrussioner of 
Patents 

These are divided mto two retention penods, based upon the pubhc availability of the 
program documents and the longevity of the pohcy and program development 

A 

RETENTION: 
Permanent: Close files annually or after superseded; transfer to NARA 20 years 
after closure or when superseded 

B 
Permanent: Close files annually or after superseded; transfer to NARA 10 years 
after closure or when superseded 
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7/22/2011Patent Bucket Final (N 1-241-10-1) 

2 Patent Case Files, Granted 

Patent Case Files, Granted are the official agency case files of granted patents They are 
also known as the "file wrapper" or "patent file wrapper" and they contain the record of 
the patent grant. ThIS senes also covers official related indices or finding aids These 
records are compnsed of varIOUSactions associated with the exarmnanon of a patent 
application as well as documentation added after grant during the active life of the file 
National Stage of International PCT Case Files are included 

RETENTION:
 
Permanent: Transfer to NARA 40 years after closure
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TEMPORARY: 

3	 Abandoned Patent Applications, Not Referenced in Granted Case File 

Abandoned patent apphcations that are not referenced 10 a Granted Patent Case FIle 
•	 Abandonment occurs when the apphcant, fails to pay fees or submit 

documentatIon requested by the exammer withm the allowed time, when claims 
made for the invention are not patentable or were previously patented, or when 
another apphcant has filed an apphcation for the same invention and can 
demonstrate an earher date for the conception of the invention 

•	 Apphcations retamed because they are referred to in another apphcation that was 
granted are disposed of with the patent case file in which It IScited 

Appraisal notes {MPEP 203 05 defines an abandoned apphcauon as. "inter alia ", one which IS removed from the 
Office docket of pending applications 

(A) through formal abandonment by the applicant (acquiesced In by the assignee If there ISone) or by the attorney 
or agent of record, 

(8) through failure of applicant to take appropnate action at some stage In the prosecution of a nonprovrsional 
applrcatron, 

(C) for failure to pay the Issue fee (MPEP * § 711 to § 711.05). or 

(D) In the case of a provisional apphcation, no later than 12 months after the filing date of the provisional
 
application (see MPEP § 711 03(c) and 35 U S.C III (b) (5»"
 

MPEP 2127 further states that "An abandoned patent apphcation may become evidence ofpnor art only when It has 
been appropnately disclosed. as, for example. when the abandoned patent [apphcation] IS referencejd] In the disclosure 
of another patent. In a pubhcanon, or by voluntary disclosure under [former Defensive Pubhcauon rule] 37 CFR 
I 139 "} 

Also may include Patent Apphcations submitted under Secrecy Orders as well as
 
National Stage of International PCT Case FIles
 

RETENTION:
 
Temporary: Destroy or delete after 50 years or after final determination of non-

reference whichever is later.
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4 Pre-Grant Patent Examination Files 
Includes all patent apphcation-related records generated during the pre-grant processing 
period ThIS Includes but ISnot hrmted to Pnor Art mformation, Pre-Exammation 
records, and prosecution actions WhIChprecede the Grantmg of a Patent 

4.1 Evidentiary Patent Applications 
Patent applications as received, and mamtamed in their native format ThIS Includes 
electronic forms where the prosecution actrvities require a change of the native format 
These are records held by the agency at ItS discretion, for evidence of original fihng 
document In the format received ThIS also covers Provisional Patent Applications 

RETENTION: 
Temporary: Destroy or delete after 50 years after receipt, or when no longer 
needed provisional or evidentiary activities, whichever is sooner 

4.2 Patent Examination Working Files 
Includes records of office actions and prosecution WhIChconsist of draft examiner work 
in progress, and working files that are the baSISfor and feeder to the final Official Patent 
Case FIle Includes Items such as exammer notes, research results from vanous internal 
and external sources, correspondence, and published patents Includes collaborative 
sessions Internal and external Involved In the exarmnanon process After patent 
abandonment or allowance, the working files are no longer needed for agency 
examination activities 

RETENTION: 
Temporary: Destroy or delete 6 months after the authorized SPE final action (grant 
or abandonment) is made, or for maintenance and reissues, after the official record 
of action is placed in the official patent case file 

The Working Folder ISspecific to an apphcation, and is expected to contain marked 
up/annotated versions of content the patent exammer finds useful for exammation 
purposes The sources could Include any electromc content including scanned documents 
or downloads from the Internet or Internal data bases, (standard feeder record sources) 
The Collection Folder is expected to be a way to keep reference matenals In an easily 
accessible location, and It would be hnked to a user and not a specific application An 
Action Folder would contain matenals In the Application folder that are In need of action 
by the Office The content could be linked to the Action or Working folder 

4.3 Patent Examiner Reference Files 
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Patent Bucket FInal (N1-241-10-1) 7/22/2011 

Versions of content the patent examiner finds used for exammation purposes The
 
sources Include any content mcludmg scanned documents or downloads from the
 
Internet Could also Include paper or other reference matenals. These reference files are
 
lmked to a user and not a specific application Content can be lmked to pre-grant content
 
but ISused as a Patent Exanuners mdividual reference file
 
(Appraisal note New senes - these had previously been m scheduled In part as copies of
 
the Exarmner Search Files, in part)
 

RETENTION:
 
Temporary: Destroy when no longer needed
 

4.4 Patent Examination Feeder Records 
Records, content or artifacts used m the patent examination process to create, update, or 
modify other records when those records are covered by a NARA-approved schedule 
Includes system data that ISextracted and loaded or mcluded mto another system or file 

RETENTION:
 
Temporary: Destroy when no longer needed
 

4.5 Patent Post-Examination Feeder Records 
Records which are added to a patent case file after the examination has concluded 
Includes, but is not hrrnted to, records of Statutory Invention Registrations, Re-Issues, 
Patent Term Extension Pennon Files and pennons such as pennons to the DIrector of the 
USPTO for the extension or adjustment of patent term under the appropnate statute and 
regulations May Includes pubhc copies of petitions and follow-on correspondence and 
declSlons 
NOTE Official copies (Images of ongmal requests, follow-on correspondence, and 
decisions) are placed in the Patent Case File 

RETENTION: 
Temporary: Destroy after confirmation that file has been added to the Granted 
Patent Case File 
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5 International Patent Files 

Records generated and received by the USPTO as part of the World Intellectual Property 
Orgamzation (WIPO) process of foreign patent application granting. Includes Patent 
prosecution-related mternational files that are not specific to the PC'T, adrrnmstrauve files 
and files for international patent liaison activmes (note U.S. National Stage of 
International PCT ease Files, as well as any related Index or finding aids for the case 
files used for exarmnation ofapphcations filed under 35 U S.c. 371. Official records 
showing the prosecution ofthe PCT apphcations for, and the granting of, a Patent 
Documents Include records of PCT Intake, exchange documentation. exarmnation, 
prosecution, assignment, registration and post-exammation activity that constitute the 
record of a case file These are covered by Items 2 and 3 In this schedule) 

5.1 Patent Cooperation Treaty (PC'I') Applications and Miscellaneous Records 
PCT mtemational apphcations received from apphcants or from foreign receivmg offices 
and related records generated from filing, search, pubhcation, and prelmunary 
examination pnor to an International application entenng a formal national phase peT 
prosecution These records Include the Home Copy, Search Copy and Exarrunanon 
Copy Also Includes International Exchange Agreement FIles 
(Note regarding records covered by Items 2 and 3 In this schedule US National Stage of 
International PCT Case FIles, as well as any related Index or finding aids for the case 
files used for examination of apphcations filed under 35 USC. 371 Official records 
showing the prosecution of the Pf'T applications for. and the granting of, a Patent 
Documents including records of PCT Intake, exchange documentation, exammation 
prosecution, assignment, registration and post-examination activity that constitute the 
record of a case file ) 

RETENTION:
 
Temporary: Destroy when 20 years old
 

5.2 Non-PCT International files 
Patent prosecution-related International Files that are not specific to the Pf'T 

RETENTION:
 
Temporary: Destroy when no longer needed for reference
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6 Patent Quality Review Files 

Files generated to improve the efficiency of the management mandated quality reviews. 
Mandated quality reviews include General Schedule 12 reviews, new examiner reviews, 
technical support staff reviews as well as Patent Cooperation Treaty ( PCT ) reviews 
along with allowed and In-Process Review (lPR) reviews already done for every 
examiner. (See MPEP). The system is accessed by the Office of the Commissioner, 
Technical Centers (TCs), and the Office of Patent Quality Assurance (OPQA). Various 
offices generate reports on reviews that are completed and on-going. 

6.1 Quality Review System (QRS) Files (NEW) 
The QRS Files are used to perform management mandated quality reviews, including 
General Schedule 12 reviews, new examiner reviews, technical support staff reviews, 
PCT reviews, and in-process reviews of patent examiners. The OPQA accesses the 
system to generate reports on reviews that are completed and on-going. 

RETENTION:
 
Temporary: Destroy when 7 years old
 

6.2 Quality Review Subject Files 
Subject files containing record copy of correspondence, reports, meetings, conferences 
and informational material used as a resource for the office. 

RETENTION:
 
Temporary: Destroy when no longer needed
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7 Patent Legal Records 

These are records of attorneys, Legal Advisors and their staff, concerning Office practice 
and procedures associated with patent law, rules and policy implementation. Includes 
legal advice and records of Petitions not covered elsewhere in the schedule. 

7.1 Petitions to Expunge Assignment Documentation (NEW)
 
These are petitions associated with Patent assignment records. Assignment records serve
 
as a library of references used to establish ownership rights in an application or patent.
 
These petition decisions are not part of the assignment files, but are retained by the Office
 
of Petitions. They are retained the life of the associated application or patent.
 

RETENTION:
 
Temporary: Destroy when 40 years old
 

7.2 P-Licenses 

Petitions to the Director for license to file applications for patents in foreign countries.
 
Petitions from inventors who have filed a national patent application are filed with their
 
application. Those without national applications are filed by P-number. Includes index or
 
electronic database to P-Licenses. Records include group number, filing date, serial
 
number (P-number), applicant, invention, date oflicense if granted, examiner, old,
 
and government agencies contacted. Filed by date. Used to find P-number necessary to
 
recall files from storage.
 

RETENTION:
 
Temporary: Destroy when 25 years old
 

7.3 Attorney Work Product, Internal Management Files (NEW) 

Files created and maintained by individual attorneys in the course of their daily work or 
to complete assignments. Includes reference materials, correspondence, documentation of 
review of policies, procedures and activities of Patent offices. Includes attorney working 
files and legal advice files. 

RETENTION 
Temporary: Destroy when no longer needed 
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7.4 Patent Legal Correspondence (NEW) 
Miscellaneous correspondences, which is administrative in nature and not associated with 
attorney advice or work product, or is routed to other offices for action. 

RETENTION:
 
Temporary: Destroy when 3 months old
 

7.5 Selected Application Production and Docket Reports (NEW) 
These are similar to, and are intended to mimic, the production and docket reports used in 
the patent examining corps. The docket report lists the work that an employee must 
complete and the production report lists the work that an employee did complete in the 
preceding bi-week. The production report is used in measuring the employee's 
productivity, which is used as a basis for the employee's performance appraisal and any 
related awards or disciplinary measures. These should be retained for the same length of 
time as production and docket report in the examining corps. 

RETENTION:
 
Temporary: Destroy when 4 years old
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8 Patent Training, Examination, and Certification Records
 
Examination and Certification Records associated with Patent employee examinations
 
that allow for certification. Records include test materials, announcements, results,
 
registration and other program materials.
 

8.1 Examinations and Grading Overlays (Patent Corps)
 
Examination and grading overlays used in Patent employee examinations that allow for
 
certification.
 
RETENTION:
 
Temporary: Destroy when 7 years, 3 months old
 

8.2 Patent Examiner Personal Test Records
 
Test answers, sign-up rosters, used examination books, sign in sheets, confidentiality
 
agreements, results notifications.
 

RETENTION:
 
Temporary: Destroy 1 year after Examination Administered
 

8.3 Patent Examiner Certification Records (NEW)
 
Includes both examiner initial certification and biannual examiner proficiency
 
recertification records.
 

RETENTION:
 
Temporary: Destroy 8 months after confirmation of transfer to Examiner OPF
 

8.4 Patent Training, Presentation and Administrative Files 
Presentations used in the Patent Academy and other follow-up training of new and 
existing Patent Examiners and Senior Patent Examiners (SPEs). Includes all internal 
active web-based computer-based training (CBT) modules relevant to Patent Examiner 
training. 

RETENTION:
 
Temporary: Destroy when no longer needed
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9 Patent Office General Administrative Records 

Subject files, correspondence, periodic reports, certifications memoranda, and reports that 
document general office administrative management of various Patent programs and 
projects, and are used primarily for short-term reference, and not contained elsewhere in 
this schedule. Includes controlled correspondence of the Patent Commissioner. 
delegations of authorities. 

RETENTION:
 
Temporary: Destroy 4 years after closure date
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10 Patent Office Short-Term Discretionary Records
 
Patent general program specific short-term records. Includes patent examiner search,
 
patent classification, and general patent administrative records used as input feeds to
 
other Patent area records types.
 

10.1 Patent Classification Files 
Records generated in the course of developing schedules and definitions for the 
technology classes and subclasses that Patent examiners search. Records generated from 
efforts to identify class subject matter and relevant subclasses, including emerging 
technologies that are experiencing tremendous growth. Examiners rely heavily on proper, 
up-to-date classification schedules; thus, the continual advancement of the current 
classification system as well as the development of new classification schedules is pivotal 
to quality and pendency goals. Includes records generated that relate to international 
outreach and outsourcing assistance in the area of patent classification. ClassificatIOn Data 
System (CDS) is the system containmg Classification Data. 

RETENTION:
 
Temporary: Destroy when no longer needed for reference or USPTO business
 

10.2 Scientific Technical Information Center (STIC) Administrative Files 
Administrative records generated by STIe in the course of assisting examiners with non-
patent literature searching. Includes records related to administering search instruction 
courses, patents search strategy assistance, foreign patents searching, translations, 
commercial database training, and automated information system (AIS) instruction and 
support for patents applications including eDAN, OACS, and PFW. 

RETENTION: 
Temporary: Destroy when 2 years old or when no longer needed for reference or 
USPTO business, whichever is sooner 

10.3 Patent Administrative& Feeder Records 
General Patent administrative and automated information system records that provide 
input for other longer-term USPTO records. 

RETENTION:
 
Temporary: Destroy when no longer needed for reference
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10.4 rcr Program Administration 
Includes General peT Short-Term Administrative Records.
 

RETENTION:
 
Temporary: Destroy when 3 years old or in accordance with international treaty.
 

Scheduling Note:
 

This Flexible Schedule relies upon secondary retention determinations for the majority of
 
"When No Longer Needed" retention periods. When in effect, WNLN will more often
 
than not be a determined time frame based either upon the very detailed Examination
 
Procedures (MPEP) and Rules that govern Patent Granting and Maintenance. In order to
 
obtain a true flexible schedule, there is a need to allow for such flexibility to allow for
 
rule changes or actions that update or alter the examination procedures. For instance, if a
 
certain type of notice of allowance is to be retained in the case file now, but in the future
 
the rules change and require that the office only maintain that record for 2 years, this
 
schedule would allow for such internal procedures to be continually covered by retention
 
schedules that do not interfere or contradict the rule or regulation.
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USPTO Patent Bucket Crosswalk 7/22/2011 

SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation Title Current Description Current Disposition 

1 Patent 
Program and 

Policy Subject 
Files 

1 Records of the high-level management, oversight and 

direction of Patent Office policies procedures, projects 

and management decisions 

Includes records that document studies, reports, 
memoranda and Initiatives which have fundamental 
evrdentiary value to activities Impacting the patent system 

of the United States This Includes subject files and 

executive correspondence of the Commissioner of 
Patents 

These are divided Into two retention periods, based upon 
the public availability of the program documents and the 

longevity of the policy and program development 

1A Class A Permanent Permanent Close files N1-241-96- Office of the Correspondence, reports, studies, memorandums, Permanent Close Inactive files at 
annually or after 3 1 Commissioner committee papers, minutes of meetings, briefing books the end of each fiscal year and 

superseded, transfer to for Patents and papers, and similar records that pertain to overall transfer to the Certified Records 

NARA 20 years after closure Program & management, oversight, and direction of Patent Center 5 years after closure. 
or when superseded Policy Subject pohcies, procedures, decision. projects, and program Transfer to the National Archives 20 

Files The records Include files pertaining to the development years after closure. 
of new USPTO automation projects such as PALM, 
APS, and other automated information systems; briefing 
books prepared for the Director and other high level 
offlcrals: Issue papers and reports to higher levels on 
USPTO programs and plans, strategic and long-range 
planning files; Complexity Factor files, and Issues that 
affect the overall direction, operations, and programs, 
and plans of the Commissioner of Patents and the 

USPTO, such as computer-related Inventions, emerging 

technology, Intellectual property, biotechnology, and the 

like 

Page 1 of 60 



7/22/2011 USPTO Patent Bucket Crosswalk 

SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation TItle Current Description Current Disposition 

1A Permanent Permanent Close files New Series Manual of NARA record copy of the US patent classification N/A 
annually or after Patent (USPC) class schedules, as updated by classification 
superseded, transfer to Classification orders The Manual of Classification contains ordered 
NARA 20 years after closure arrangements of all (patent) class and subclass titles 
or when superseded Class and subclass titles are brief and are as 

suggestive as possible of the subject matter included 

This supports classification of Patents 

1.A Permanent Permanent Close files New Series Patent Search Final official patent search templates descnbmq search 
annually or after Templates resources for the classified areas of science and 
superseded, transfer to technology found In the USPTO Manual of 
NARA 20 years after closure Classification Search templates define the field of 
or when superseded search, search tools, and search methodologies which 

should be considered each time a patent application IS 

examined In that classification area The templates 

descnbe search tools for U.S and foreign patents and 

non-patent literature Additionally, general Internet 
search tools used by patent examiners are listed The 
search templates are based upon input from patent 
examiners and other searchers at the USPTO and 

capture their institutional knowledge of the most 
relevant prior art search sources for determining the 
patentability of subject matter In the area of technology 
The listed areas represent where (what resources) and 
how (methodology) most of the prior art considered In 

the examination process IS found dunnq the search 

process The templates provide more structure to the 
search activity and set a standard to measure the 
completeness of any search. Within USPTO, the 
templates Will be espeoally valuable to new examiners 

In addition to the "where to search" information, the 

search templates provide Important quidance on what 
tools and methodologies, e g structure searches (tool) 
and classified searching, respectively, should be 

~L 

1A Permanent Permanent Close files New Series SIRA History Offrcial Search and Information Resources N/A 
annually or after Files Administration (SIRA) records descnbmq the history of 
superseded, transfer to patent examination, granting and maintenance 
NARA 20 years after closure 

or when superseded 
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USPTO Patent Bucket Crosswalk 7/22/2011 

SubBucket and Main Current Current Senes 
Descnptron Retentron New Retention Penod Citation Title Current Descriptron Current Disposition 

1A Permanent Permanent Close files NewSenes SIRA Official final versions of Search and Information N/A 
annually or after Processes and Resources Adrrnrustranon (SIRA) processes and 
superseded, transfer to Procedures procedures manuals 
NARA 20 years after closure Manuals 
or when superseded 

1A Permanent Permanent Close files N1-241-96- US Patent Contains the titles of all classes and subclasses of the a. (See N 1-241-05-2 1a) 
annually or after 753b Classnicanon U S Patent Classification (USPC) system Each record b. Transfer directly to the National 
superseded, transfer to Manual IS a class and subclass with ItS title, and displayed as It Archives when superseded by a new 
NARA 20 years after closure would appear In the pnnted U S Patent Classification edition of the manual 
or when superseded Manual Used to produce the CD-ROM, microfiche, and NOTE If complete editions of 

published versions superseded manuals are maintained 

a Datahle In microform format, and can be 
b Published manual (record set) transferred to the National Archives 

In accordance with provrsions of 36 

CFR 1230, microfilm Will serve as an 

acceptable substitute for the paper 
version. 

1A Permanent Permanent Close files N1-241-96- Reports of Issued Quarterly or BIAnnually Classnicauon Orders a Onqmal 
annually or after 7-52 Classification microfiche b Paper copies 

superseded, transfer to Orders c Microfiche copies; a Transfer to 

NARA 20 years after closure Boyers, PA for long term storage as 
or when superseded agency vital record 

after mspecnon and venncanon b 
Destroy draft copies when final copy 

IS Issued. Destroy final copy 

when superseded or no longer 
needed for current business c 

Destroy when no longer needed for 
current business 
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SubBucket and Main Current Current Senes 
Descnpnon Retention New Retention Penod Citation TItle Current Description Current Disposition 

1B Permanent Permanent Close files New Senes Peer-To- Final officral Patent program records created In the two- N/A 
annually or after Patent year Peer-To-Patent Program pilot set out In June 2007 
superseded, transfer to Program to determine the extent to which the organized 
NARA 10 years after closure submission of documents together with comments by 
or when superseded the pubhc can provide useful Input for patent examiners 

More than 220 apphcanons were volunteered dunng the 

pilot from the technology areas of computer hardware, 
computer software and business methods These 

apphcanons Will be analyzed by members of the pubhc, 
who, In an organized manner usmq Internet Peer 
Review techniques, will determine the (up to) ten best 
documents, which Will be submitted to the Patent Office 

under a waiver of certain sections of 37 CFR § 1 99 

1B Permanent Permanent Close files N1-241-96- Manual of The Manual IS pubhshed to provide United States a Permanent 
annually or after 724a,b Patent Patent and Trademark Office patent examiners with a 1) Editions pnor to the sixth 

superseded, transfer to Examining reference copy on the practices and procedures relative edition (1994). Transfer one 

NARA 10 years after closure Procedure to the prosecution of patent appncations before the complete edition with all revrsions 

or when superseded United States Patent and Trademark Office. It contains directly to the National Archives 40 

instructions to examiners, as well as other matenal In years after the MPEP IS superseded 
the nature of information and interpretation, and outhnes by a new addition 

the current procedures which the examiners are 2) Sixth and later editions. 
required or authonzed to follow In appropriate cases In Transfer one complete pnnted 

the normal examination of a patent applrcation The edition with all revisions to the 

Manual does not have the force of law or the force of National Archives when a new 

the Patent Rules of Practice In Title 37, Code of Federal edition IS pubhshed 

Regulations b. Permanent Transfer one 

a Record copy (pubhshed paper copy) complete edition with all revrsions to 

b Microfilm records the National Archives In accordance 

with provisions In 36 CFR 1230 

when a new edition is pubhshed 

(See N 1-241-05-2·3) 
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SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation Title Current Description Current Disposition 

2 Patent Case 

Files, Granted 

2 Patent Case Files, Granted are the official agency case 

files of granted patents They are also known as the "file 

wrapper" or "patent file wrapper" and they contain the 

record of the patent grant This series also covers official 
related indices or finding aids These records are 

comprised of various actions associated with the 

ixarrunanon of a patent application as well as 
documentation added after grant durmq the active life of 
the file National Stage of International PCT Case Files 

are Included 
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SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation TItle Current Description Current Disposition 

2 Permanent Permanent Transfer to N1-241-01- Electronic a System software and updates a See GRS 24, 11b 
NARA 40 years after closure 41d1,d4a Filing System b Life Cycle Management Documentation b See GRS 24, 3b(1) 

c Input EFS Input IS originated electronically by the c Temporary Cut off when 
Inventor, law firm, or corporation submitting the application/submission IS accepted 
application Input may Include standardized USPTO by the USPTO Delete 5 years after 
forms, textual information and Images or drawmqs, cut-off 
d Output (paper or electronic) d. Output (paper or electronic) 

1) Patent Application As Filed (paper) 1) [N1-241-96-3:4] Permanent 
2) Electronic output to related PTO systems Print from Image file format File with 

Information electronically transmitted to the Revenue the related Item Patent Case Files 

Accounting System (RAM), the Patent Application and transfer paper to NARA when 

Location and Momtonnq System (PALM), the Patent 40 years old 

and Trademark ASSignment System (PTAS), and the 2) Temporary Delete after 
Automated Biotechnology Sequence Search System verification of successful data 

(ABSS). transfer to receiving system 

3) Pre-grant publication information, application 3) Temporary Destroy or delete 

acknowledgements receipts (paper or electroruc), and when no longer needed for 
other hard copy reports and logs verification or reference 

4) Subrmssion metadata created by EFS based on 4) Submission metadata created 

Input by EFS based on Input 
(a) Paper (a) [N1-241-96-3 4J 

(b) Electronic. Permanent Print and retain In hard 

e Master data. database files, electroruc log data, copy Patent Application Case File 

Image files (b) Temporary. Delete after 
f Backups record keeping copy IS produced and 

filed In the Patent Application Case 

File. 
e Temporary Delete after 
verification of successful transfer of 
data to other electroruc systems or 
to hard copy 
f. See GRS 24, 4a(1) 
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SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation TItle Current Descnption Current Disposition 

2 Permanent Permanent Transfer to N1-241-96- Abandoned Applications that do not result In the grant of a patent a. Permanent transfer to the 
NARA 40 years after closure 37a Applications Abandonment occurs when the applicant falls to pay Certified Records Center 10 years 

(Referred to In fees or submit documentation requested by the after abandonment Transfer to 
Granted examiner within the allowed time, when claims made for NARA 40 years after abandonment 
Patent) the invention are not patentable or were previously (Reference Patent Case Files) 

patented, or when another applicant has filed an b. 1) Destroy 20 years after closure 

application for the same invention and can demonstrate 2) Destroy 23 years after closure 

an earlier date for the conception of the Invention 

a Applications retained because they are referred to In 

an Issued patent 
b 

1) Abandoned Applications dated before June 8, 
1995 

2) Abandoned Applications dated on or after June 8, 
1995 
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SubBucket and Main Current Current Series 
Descnpuon Retention New Retention Penod Citation Title Current Description Current Disposition 

2 Permanent Permanent Transfer to N1-241-01- Patent a System software and updates a See GRS 24, 11b 
NARA 40 years after closure 51c,e1 Application b Life Cycle Management Documentation b See GRS 24, 3b(1) 

Capture and c Inputs (paper or electronic source) Submitted patent c. Permanent Transfer to the Office 
Review applications (paper) of Initial Patent Examination File 
System d Master Files (electronic) with related records Close patent 
(PACR) 1) Image File Format copy (electronic) case files at the end of each fiscal 

2) Data files (electronic) Bibliographic data year and transfer to Certified 
automatically extracted from the Image file format of the Records Center 10 years after 
paper applications The data IS maintained as closure Transfer to the National 
Extensible Markup language (XML) flies In a relational Archives 40 years after closure (N1-
database management system 241-96-3·4 ) 
e Outputs (paper or electronic) d. 1) Temporary Venfy according to 

1) Application "as perfected" pnntout (paper) established standards Delete 5 
2) Electroruc output to the Patent Application years after submission 

Location Morutcnnq (PALM) system 2) Temporary Delete 5 years 
f Backups after submission. 
g Electroruc Mall and Word Processing System Copies e Outputs (paper or electronic) 

1) Copies that have no further administrative value 1) Permanent Pnnt and transfer 
after the record keeping copy IS made Includes copies to the Office of Initial Patent 
maintained by mdividuals In personal files, personal Examination for PGPub 

electroruc mall directories, or other personal directones requirement File with related 

on hard disk or network dnves, and copies on shared records. Close patent case files at 
network dnves that are used only to produce the the end of each fiscal year and 

record keeping copy transfer to Certified Records Center 
2) Copies used for dissemination, revision, or 10 years after closure Transfer to 

updating that are maintained In addition to the the National Archives 40 years after 
record keeping copy closure (N 1-241-96-3 4) 

2) Delete when transfer to PALM 

IS venfied and IS no longer needed 
for active business use 
f See GRS 24, 4a(1) 
g. Electronic Mall and Word 

Processing System Copies 

1) See GRS 24,12 

2) See GRS 24, 12 
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SubBucket and Main Current Current Series 
Descnptlon Retention New Retention Penod Citation Title Current Description Current Disposition 

2 Permanent Permanent Transfer to N1-241-96- Patent Case Case files showing the prosecution of applications for, a Permanent Close patent case 
NARA 40 years after closure 34a,b Files and the granting of, a patent Files Include the onqmal files at the end of each fiscal year 

application, the patent drawing, and all matenals and transfer to Certified Records 
relating to the prosecution of the application and Center 10 years after closure 
subsequent actions by USPTO Includes patent files for Transfer to the National Archives 40 
reissues Arranged numencally by Patent Number years after closure (Supersedes 
(Supersedes NC1-241-76-1 59) (See N1-241-96-3 33 NC1-241-76-159a) 
for models and exhibits) b. Close patent case files at the end 

a Closed (granted) patent case files selected by the of each fiscal year and transfer to 
Commissioner of Patents and Trademarks and the the Certified Records Center 10 
Archivist of the United States years after closure Destroy 40 

b. All other closed (granted) patent case files years after closure 

(Supersedes NC1-241-76-1 59b) 
NOTE A rescheduling Initiative IS underway and a new 

schedule IS due In mid 2004 for records associated with 
Patent Processing and Granting 

2 Permanent Permanent Transfer to N1-241-96- Statutory Files showmq the Inventor provisionally abandoned the a. Permanent. Close completed SIR 
NARA 40 years after closure 3.6a Invention patent application while retaining Interference nghts case files at the end of each fiscal 

Registration SIR's are filed by senal number preceded by the letter year and transfer to the Certified 

H, defensive publications are preceded by the letter "T " Records Center 10 years after 
Used to search for pnor art. closure. Transfer to the National 
NOTE While technically not patents, these have a Archives 40 years after closure 
Similar legal status. b (See N1-241-05-1 8c) 
a Closed SIR case files selected by the Director and 
the Archivist of the United States 
b. All other closed SIR case files. 

2 Permanent Permanent Transfer to N1-241-96- Patent Term An applicant's petition to the Director of the USPTO for a Onqmal copy of decision to be 

NARA 40 years after closure 73a Extension the extension of patent term under the appropriate placed In case file with the request 
Petition Files statute and regulations Copies are kept of the request once a final decision has been 

and the decision made by the Director made Forward case file for further 
a Official copies (onqmal copy of request) processing 

b Public copies (duplicate file of the request and the b Destroy when no longer needed 

decision made by the Director) for reference 
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SubBucket and Main Curfent Current Series 
Descnptlon Retention New Retention Penod Citation TItle Current Description Current Dispositton 

2 Permanent Permanent Transfer to New Senes General Power Onqmal notices desiqnatmq separate power of attorney N/A 
NARA 40 years after closure of Attorney to an agent that been appointed to represent the 

Files (copy) applicant In relation to the said international application 
The files also contain correspondence from an 

applicant's agent concerning any updates or changes to 

be made to the case This onqmal copy IS retained In 

the case file 

2 Permanent Permanent Transfer to New Senes Disclosure Documents submitted by Inventors as evidence of the a. Maintain With patent application 
NARA 40 years after closure Document date of conception of an invention b Sent to Federal Records Center 

Files a Disclosure documents that become part of a patent after two years. Destroy when 5 
application filed Within two years of disclosure document years old 
filing date 

b Disclosure documents that do not have a 

corresponding patent application filed Within two years 

of disclosure document filing date 

2 Permanent Permanent Transfer to N1-241-96- Automated The ABSS system accommodates amino and nucleic a. See GRS 24, 11b 

NARA 40 years after closure 764b,d Biotechnology acid molecular sequence searching requirements of the b Permanent Transfer to NARA 

Sequence biotechnology and chemical examining groups ABSS when no longer needed for USPTO 
Search System activities Include searching of DNA/RNA sequences busmess, 
(Data Files) usmq commercial sequence searching software and c. Delete data 2 years after 

processing of molecular sequence listings In computer abandonment With related case file 
readable form (CRF) as part of biotechnology patents. d Permanent Transfer to NARA 

The system IS available 24 hours per day, seven days a With data files (SEE Software 

week, to support examination efforts Product Assurance Div CLC 
NOTE The full DNA Sequence Listing IS downloaded In Management Library b ) 
hard copy and placed In the application 

a System software 

b Data files for granted patents 

c Data files for pending and abandoned patents 

d Documentation 
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SubBucket and Main Current Current Series 
DeSCription Retention New Retention Period Citation Title Current Description Current DISposition 

2 Permanent Permanent Transfer to N1-241-96- Customer Correspondence from the applicants or their attorneys Cut off at end of fiscal year Destroy 
NARA 40 years after closure 385 Corresponden regarding the status of patent applications With a copy after 3 years 

ce of the response from the Office of Initial Patent 
Examination 

2 Permanent Permanent Transfer to N1-241-96- Patent Applications received by Group 2200 for security review a 1) Transfer to central files for 
NARA 40 years after closure 3·37a,b Application by defense agencies and the Department of Energy continued processing when secrecy 

Selected for (DOE). Group 2200 examiners also determine If the order IS rescinded 

Review for applications are allowable These applications fall Into 2) Transfer to USPTO repository 
Security one of the categories below when secrecy order IS rescinded 
Issues a Secrecy orders Issued b. Transfer to central files for routine 

1) Applications are allowable but patents cannot be processing 
Issued until secrecy orders are rescinded 

2) Applications abandoned by statute because 

subject matter of inventions are secret 
b Cleared Applications - Applications which are 
reviewed and cleared of security Issues 

2 Temporary Permanent Transfer to N1-241-96- National Stage National Stage Case Files are held In Central Files for a Forward for further processing as 
NARA 40 years after closure 347a,b Case Files processing Cases begin With the receipt of any paper a new national application 

relating to a PCT application In the National Stage In the b Transfer to the Certified Records 
U S Files Include the related paperwork associated With Center 3 years after abandonment, 
applications for which the U S IS desrqnated or elected destroy when 20 years old 

The cases are accessed for processing and reviewed 
by the legal staff to determine If they are In compliance 
With 37 CFR 1 494-1 499, 35 USC 371, and the 

Patent Cooperation Treaty 
a Case files that meet the requirements for entry Into 
the national stage 

b Abandoned applications 
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Sub8ucket and Main . Current: . Current Series 
Descnption Retention New Retention Period Citation Title Current Description Current Disposition 

2 Temporary Permanent Transfer to N1-241-96- Article 20 Article 20 papers are the "Communication to a Place In case file when created 
NARA 40 years after closure 344a Papers Desiqnated Offices" as set forth by the Patent b Destroy 35 months from Priority 

Cooperation Treaty The papers consist of the date. 
international application, the pnonty document, and the 

international search report used by the Office for 
reference purposes 

a When applicant enters national phase and case file IS 
created 

b When applicant does not enter national phase and 

case file IS not created 

~ 
2 Temporary Permanent Transfer to N1-241-96- PCT Notifications listing documents transmitted to the Destroy when 3 years old, or when 

NARA 40 years after closure 349 Notification applicant and the 18 Also Includes an annex to the no longer needed for reference 

Concerning notification IdentifYing each document transmitted by 

Documents the type of document, the corresponding international 
Transmitted application number, and, If necessary, other 

information The notification IS maintained In the case 

file 

2 Temporary Permanent Transfer to N1-241-96- PCT Petition Copies of decisions made by the legal staff regarding Destroy when 10 years old, or when 
NARA 40 years after closure 358 Decisions for various problems With an International application The no longer needed for reference 

International types of problems encountered consist of the 
Applications international filing date, drawmq problems (International 

Stage), change In desiqnanon, pnonty claim, defective 

translations of PCT Amendments and Annexes, 
PCTRule 18 (applicant's qualification as a U S resident 
or national), 37 CFR 1.183 Waiver of the Rules, 
refund/fee problems, amendment problems, 
conversions, express/certificate of mall problems, 37 

CFR 1 183 supervisory authonty, 111 filing, bypass, 
demand/chapter II The Office retains a copy for 
reference purposes, the Original decrsion IS placed In 

the case file 
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Sub8ucket and Main Current Current Series 
Description Retention New Retention Period Citation Tille Current Description Current Disposition 

3 Abandoned 

Patent 
Applications, 
Not 
Referenced in 

Granted Case 

File 

3 Abandoned patent applications that are not reference In a 

Granted Patent Case File 
• Abandonment occurs when the applicant, falls to pay 

fees or submit documentation requested by the examiner 
within the allowed time, when claims made for the 

invention are not patentable or were previously patented, 
or when another applicant has filed an application for the 

same invention and can demonstrate an earlier date for 
the conception of the invention 

• Applications retained because they are referred to In 

another application that was granted are disposed of with 
the patent case file In which It IS Cited 

Appraisal notes {MPEP 203 05 defines an abandoned 

application as, "Inter alia", one which IS removed from the 

Office docket of pending applications 
(A) through formal abandonment by the applicant 
(acquiesced In by the assignee If there IS one) or by the 

attorney or agent of record, 
(8) through failure of applicant to take appropriate action 
at some stage In the prosecution of a non provrsional 
application, 
(C) for failure to pay the Issue fee (MPEP • § 711 to § 
711 05), or 
(D) In the case of a provisional application, no later than 

12 months after the filing date of the provrsional 
application (see MPEP§t 711 03(c) and 35 USC 111 lb) 
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SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation Title Current Description Current Disposition 

3 Temporary Temporary Destroy or N1-241-96- Abandoned Applications that do not result In the grant of a patent a Permanent transfer to the 
delete after 50 years or after 37b2 Applications Abandonment occurs when the applicant falls to pay Certified Records Center 10 years 
final determination of non- fees or submit documentation requested by the after abandonment Transfer to 
reference whichever IS later examiner within the allowed time, when claims made for NARA 40 years after abandonment 

the invention are not patentable or were previously (Reference Patent Case Files) 
patented, or when another applicant has filed an b 1) Destroy 20 years after closure 
application for the same invention and can demonstrate 2) Destroy 23 years after closure 
an earlier date for the conception of the invention. 
a Applications retained because they are referred to In 

an Issued patent 
b 

1) Abandoned Applications dated before June 8, 
1995 

2) Abandoned Applications dated on or after June 8, 
1995 

3 Temporary Temporary Destroy or New Series Abandoned Abandoned patent applications that are not reference In N/A 
delete after 50 years or after Patent a Granted Patent Case File 
final determination of non- Application, 
reference whichever IS later not referenced • Abandonment occurs when the applicant, falls to pay 

In Granted fees or submit documentation requested by the 
Case File examiner within the allowed time, when claims made for 

the invention are not patentable or were previously 
patented, or when another applicant has filed an 

application for the same invention and can demonstrate 
an earlier date for the conception of the invention 
• Applications retained because they are referred to In 

another application that was granted are disposed of 
with the patent case file In which It IS Cited. 

3 Temporary Temporary Destroy or N1-241-96- Customer Correspondence from the applicants or their attorneys Cut off at end of fiscal year Destroy 

delete after 50 years or after 385 Corresponden regarding the status of patent applications with a copy after 3 years 

final determination of non- ce of the response from the Office of lmtial Patent 
reference whichever IS later Examination 
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3 

SubBucket and 
Description 

Main 
Retention 

Temporary 

New Retention Period 

Temporary Destroy or 
delete after 50 years or after 
final determination of non-
reference whichever IS later 

Current 
Citation 

N1-241-96-
388a 

Current Series 
TItle 

Disclosure 
Document 
Files 

Current Description 

Documents submitted by Inventors as evidence of the 
date of conception of an Invention 
a Disclosure documents that become part of a patent 
application filed Within two years of disclosure document 
filing date 

b Disclosure documents that do not have a 

Current Disposition 

a Maintain with patent application 
b Sent to Federal Records Center 
after two years Destroy when 5 
years old 

corresponding patent application filed Within two years 

of disclosure document filing date 

3 Temporary 

and 
Permanent 

Temporary Destroy or 
delete after 50 years or after 
final determination of non-

N1-241-96-
338a,b 

Patent 
Applications 

Submitted 

Sealed applications received With security classification 

from defense agencies or the DOE remain unprocessed 

a Transfer to Applications Branch 

for routine processing when secrecy 

order IS rescmded 
reference whichever IS later Under Secrecy 

Orders 

until secrecy orders are rescmded Maintained 

and processed for annual renewal of secrecy 

a Applications under secrecy order 

In vault 

orders 

b Transfer to USPTO repository 

Abandoned Applications when 

secrecy order IS rescinded 

as 

b Applications abandoned before examiner's 

determination of allowabihty 

3 Temporary Temporary Destroy or 
delete after 50 years or after 
final determination of non-
reference whichever IS later 

N1-241-96-
3:47a,b 

National Stage 

Case Files 

National Stage Case Files are held In Central Files for a Forward for further processing as 

processing. Cases begin With the receipt of any paper a new national application. 
relating to a PCT application In the National Stage In the b Transfer to the Certified Records 
U S Files Include the related paperwork associated With Center 3 years after abandonment, 
applications for which the U S IS desiqnated or elected destroy when 20 years old 

The cases are accessed for processing and reviewed 
by the legal staff to determine If they are In compliance 
With 37 CFR 1 494-1.499, 35 U S.C 371, and the 

Patent Cooperation Treaty 
a Case files that meet the requirements for entry Into 

the national stage 

b Abandoned applications 
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Sub8ucket and Mam Current Current Series 
Description Retention New Retention Period Citation Title Current Description CUrrent Disposition 

3 Temporary Temporary Destroy or N1-241-96- Article 20 Article 20 papers are the "Communication to a Place m case file when created 
delete after 50 years or after 344b Papers Designated Offices" as set forth by the Patent b Destroy 35 months from Priority 
final determmation of non- Cooperation Treaty The papers consist of the date 
reference whichever IS later mternanonal application, the Priority document, and the 

mternauonal search report used by the Office for 
reference purposes 

a When applicant enters national phase and case file IS 
created 

b When applicant does not enter national phase and 

case file IS not created 

~ Temporary Temporary Destroy or N1-241-96- PCT Notifications hstmq documents transmitted to the Destroy when 3 years old, or when 
delete after 50 years or after 349 Notification applicant and the 18 Also includes an annex to the no longer needed for reference 
fmal deterrmnation of non- Concerning notification Identlfymg each document transmitted by 
reference whichever IS later Documents the type of document, the correspondmg mternational 

Transmitted application number, and, If necessary, other 
information. The notification IS mamtamed m the case 

file 

3 Temporary Temporary Destroy or N1-241-96- PCT Petition Copies of decisions made by the legal staff regardmg Destroy when 10 years old, or when 
delete after 50 years or after 358 Decisrons for various problems with an international application The no longer needed for reference. 
fmal determmation of non- International types of problems encountered consist of the 
reference whichever IS later Applications international filing date, drawing problems (International 

Stage), change m designation, pnonty claim, defective 
translations of PCT Amendments and Annexes, 
PCTRule 18 (applicant's qualification as a U S resident 
or national), 37 CFR 1 183 Waiver of the Rules, 
refund/fee problems, amendment problems, 
conversions, express/certificate of mall problems, 37 

CFR 1 183 supervisory authonty, 111 filing, bypass, 
demand/chapter II The Office retains a copy for 
reference purposes, the ongmal decrsion IS placed m 

the case file 
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SubBucket and Mam Current C~rrent Series 
Description Retention New Retention Period Citation Title Current Description Current DispositIon 

4 Pre-Grant 
Patent 
Examination 

Files 

4 Includes all patent application-related records generated 
dunnq the pre-grant processing period Thrs Includes but 
IS not limited to Prior Art Information, Pre-Exarrunatron 
records, and prosecution actions which precede the 
Grantmg of a Patent 

4 1 Evidentiary 

Patent 
Applications 

4 1 Patent applications as received, and mamtamed m their 
native format Tlus mcludes electroruc forms where the 
prosecution activities require a change of the native 

format These are records held by the agency at ItS 
discretion, for evidence of onqmal fllmg document m the 
format received This also covers Provrsional Patent 
Applications 
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SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation Title Current Description Current Disposition 

4 1 Temporary Temporary Destroy or N1-241-01- Electronic a System software and updates a See GRS 24, 11b 
delete after 50 years after 4 1c,d2,d3,d Filing System b Life Cycle Management Documentation b See GRS 24, 3b(1) 
receipt, or when no longer 4b,e c Input EFS Input IS originated electronically by the c Temporary Cut off when 
needed for provrsional or Inventor, law firm, or corporation submitting the application/submission IS accepted 
evrdentiary acnvities, application Input may Include standardized USPTO by the USPTO. Delete 5 years after 
whichever IS sooner forms, textual information and Images or drawmqs cut-off 

d Output (paper or electronic) d Output (paper or electronic) 
1) Patent Application As Filed (paper). 1) [N 1-241-96-3 4]. Permanent 
2) Electronic output to related PTO systems. Print from Image file format File With 

Information electronically transmitted to the Revenue the related Item Patent Case Files 

Accounting System (RAM), the Patent Application and transfer paper to NARA when 

Location and MOnitOring System (PALM), the Patent 40 years old 

and Trademark ASSignment System (PTAS), and the 2) Temporary Delete after 
Automated Biotechnology Sequence Search System verification of successful data 
(ABSS) transfer to receivmq system 

3) Pre-grant publication information, application 3) Temporary Destroy or delete 

acknowledgements receipts (paper or electronic), and when no longer needed for 
other hard copy reports and logs verification or reference 

4) Submission metadata created by EFS based on 4) Submission metadata created 

Input by EFS based on Input 
(a) Paper (a) [N1-241-96-3 4] 
(b) Electronic. Permanent. Print and retain In hard 

e Master data database files, electronic log data, copy Patent Application Case File 

Image files (b) Temporary Delete after 
f. Backups. record keeping copy IS produced and 

filed In the Patent Application Case 

File 
e Temporary Delete after 
verification of successful transfer of 
data to other electronic systems or 
to hard copy. 
f. See GRS 24, 4a(1) 
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SubBucket and Marn Current Current Series 
Description Retention New Retention Period Citation Title Current Descripfion Current Disposition 

4 1 Temporary Temporary Destroy or N1-241-02- Provisional Provisional Patent Apphcanons are records regulated by a [pending authorized update to N1-
delete after 50 years after 2a,b Patent the General Agreement on Tariffs and Trade (GATT), 241-96-383, please reference 
receipt, or when no longer Apphcauon effective June 8, 1995 and the American Inventors "Patent Case Files," N1-241-96-
needed for provrsional or Protection Act of 1999 (AIPA) These records may be 3 4(a) and Abandoned 
evidentrary activmes, rehed upon, In an applicauon that Issues as a patent, to Apphcatlons," N 1-241-96-3 7] 
whichever IS sooner estabhsh a U S flhng date for an mvennon, among other Temporary Close Provisional Patent 

thrngs Each apphcation rncludes a cover sheet Applications at the end of each 
Identlfyrng It as a provisional application The fiscal year and marntarn rn a 
Provisional Patent Application may be used by separate file at the USPTO 
examrners to determrne the earliest effective filing date Repository Transfer to the Certified 
for a patent application Records Center 5 years after 
a Provisional applications referred to m a patent closure Marntarn for 40 years after 
application that Issued as a patent closure or longer If needed for 
b. All others agency busrness 

b. [pendrng authorized update to N1-
241-96-3 83(b)] Destroy after 5 

years old from filing date or when no 

longer needed for agency busrness 

(Supersedes N 1-241-96-3.83) 

4 1 Temporary Temporary Destroy or N1-241-96- Patent Apphcatlons received by Group 2200 for security review a. 1) Transfer to central files for 
delete after 50 years after 337a,b Application by defense agencies and the Department of Energy contrnued processrng when secrecy 
receipt, or when no longer Selected for (DOE) Group 2200 examrners also determine If the order is rescrnded. 
needed for provrsionat or Review for applications are allowable These applications fall Into 2) Transfer to USPTO repository 
evrdentiary activities, Security one of the categories below when secrecy order IS rescrnded 
whichever IS sooner Issues a Secrecy orders Issued b Transfer to central files for routrne 

1) Applications are allowable but patents cannot be processrng 

Issued until secrecy orders are rescrnded 

2) Applications abandoned by statute because 

subject matter of Inventions are secret 
b Cleared Apphcatlons - Applications which are 
reviewed and cleared of security Issues 
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SubBucket and Main Current Current Serres 
Descrrptlon Retention New Retention Perrod Citation TItle Current Descrtption Current Disposition 

42 Patent 
Examination 

Working Files 

Includes records of office actions and prosecution which 

consist of draft examiner work In progress, and working 

files that are the basis for and feeder to the final Offrcral 
Patent Case File Includes Items such as examiner notes, 
research results from vanous Internal and external 
sources, correspondence, and published patents 

Includes collaborative sessions Internal and external 
Involved In the examination process After patent 
abandonment or allowance, the working files are no 
longer needed for agency examination activities 
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SubBucket and Main Current Current Series 
Description Retention New Retention Period Citation TItle Current Description Current Disposition 

42 Temporary Temporary Destroy or N1-241-01- Electronic a System software and updates a See GRS 24, 11b 
delete 6 months after the 41c,d2,d3,d FIling System b Life Cycle Management Documentation b. See GRS 24, 3b(1) 
authorized SPE final action 4b,e c Input EFS Input IS originated electronically by the c Temporary Cut off when 
(grant or abandonment) IS Inventor, law firm, or corporation submitting the application/submission IS accepted 
made, or for maintenance application Input may Include standardized USPTO by the USPTO Delete 5 years after 
and reissues, after the forms, textual information and Images or drawings. cut-off. 
official record of action IS d Output (paper or electronic) d Output (paper or electronic) 
placed In the official patent 1) Patent Application As Filed (paper) 1) [N 1-241-96-3 4] Permanent 
case file 2) Electronic output to related PTO systems Print from Image file format File with 

Information electronically transmitted to the Revenue the related Item Patent Case Files 

Accounting System (RAM), the Patent Application and transfer paper to NARA when 

Location and MOnitoring System (PALM), the Patent 40 years old 

and Trademark Assignment System (PTAS), and the 2) Temporary Delete after 
Automated Biotechnology Sequence Search System verification of successful data 
(ABSS) transfer to receiving system 

3) Pre-grant publication information, application 3) Temporary Destroy or delete 

acknowledgements receipts (paper or electronic), and when no longer needed for 
other hard copy reports and logs verification or reference 

4) Subrnrsston metadata created by EFS based on 4) Subrrussion metadata created 

Input. by EFS based on Input 
(a) Paper (a) [N1-241-96-3 4] 
(b) Electronic Permanent Print and retain In hard 

e Master data. database files, electronic log data, copy Patent Application Case File. 
Image files (b) Temporary Delete after 
f Backups record keeping copy IS produced and 

flied In the Patent Application Case 
File 
e Temporary Delete after 
verification of successful transfer of 
data to other electronic systems or 
to hard copy 
f. See GRS 24, 4a(1) 
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42 Temporary Temporary Destroy or N1-241-96- Patent Statistical reports on patent application files such as, a See GRS 24, 11b 

delete 6 months after the 559b Application patent processing statistics, examiner production, b Update or delete as needed for 
authorized SPE final action and Location docket information, etc current agency business 

(grant or abandonment) IS Morutonnq Sys a. System software c See GRS 24, 3b(1) 
made, or for maintenance (PALM EXPO) b Data files 

and reissues, after the c Initial documentation and updates 

officral record of action IS 

placed In the offrcral patent 
case file 
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42 Temporary Temporary Destroy or N1-241-01- Patent a System software and updates a See GRS 24, 11b 
delete 6 months after the 051d,e2 Application b Life Cycle Management Documentation b See GRS 24, 3b(1) 
authorized SPE final action Capture and c Inputs (paper or electronic source) Submitted patent c Permanent Transfer to the Office 
(grant or abandonment) IS Review applications (paper) of Initial Patent Examination File 

made, or for maintenance System d Master Files (electroruc) with related records. Close patent 
and reissues, after the (PACR) 1) Image File Format copy (electronic). case files at the end of each fiscal 
official record of action IS 2) Data flies (electronic) Bibliographic data year and transfer to Certified 

placed In the official patent automatically extracted from the Image file format of the Records Center 10 years after 
case file paper applications The data IS maintained as closure Transfer to the National 

Extensible Markup language (XML) files In a relational Archives 40 years after closure (N1-
database management system 241-96-3.4 ) 
e Outputs (paper or electronic) d 1) Temporary Verify according to 

1) Application "as perfected" printout (paper) established standards Delete 5 

2) Electroruc output to the Patent Application years after submission 

Location MOnitoring (PALM) system 2) Temporary Delete 5 years 

f Backups after submission 

g Electroruc Mall and Word Processing System Copies e Outputs (paper or electronic) 
1) Copies that have no further administrative value 1) Permanent Print and transfer 

after the recordkeepmq copy IS made Includes copies to the Office of Initial Patent 
maintained by Individuals In personal files, personal Examination for PGPub 

electronic mall directories, or other personal directories requirement File with related 

on hard disk or network drives, and copies on shared records. Close patent case files at 
network drives that are used only to produce the the end of each fiscal year and 

record keeping copy transfer to Certified Records Center 
2) Copies used for dissemination, revrsion, or 10 years after closure Transfer to 

updating that are maintained In addition to the the National Archives 40 years after 
record keeping copy closure (N 1-241-96-3 4) 

2) Delete when transfer to PALM 
IS verified and IS no longer needed 

for active business use 
f See GRS 24, 4a(1) 
g. Electroruc Mall and Word 

Processing System Copies' 
1) See GRS 24,12 

2) See GRS 24,12 
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42 Temporary Temporary Destroy or N1-241-96- Official Copies of the Official Gazette, the official publication of a (See N 1-241-05-2 1a) 
delete 6 months after the 363b Gazette of the USPTO used to notify the public of newly Issued b Retain for as long as USPTO IS In 
authonzed SPE final action USPTO patents, expired patents, official USPTO notices, and business 
(grant or abandonment) IS Patents (Office other related information c Destroy when no longer needed 
made, or for maintenance Copy) a Record copy for reference 
and reissues, after the b Copy - USPTO 
official record of action IS c All other copies 

placed In the official patent 
case file 

42 Temporary Temporary Destroy or N1-241-96- Automated The ABSS system accommodates amino and nucleic a See GRS 24, 11b 

delete 6 months after the 7.64c Biotechnology acid molecular sequence searching requirements of the b Permanent Transfer to NARA 

authonzed SPE final action Sequence biotechnology and chemical examining groups ABSS when no longer needed for USPTO 

(grant or abandonment) IS Search System activities Include searching of DNA/RNA sequences business 

made, or for maintenance (ABSS) - Data usmq commercial sequence searching software and c Delete data 2 years after 
and reissues, after the Files processing of molecular sequence listings In computer abandonment with related case file 

officral record of action IS readable form (CRF) as part of biotechnology patents d Permanent. Transfer to NARA 

placed In the officral patent The system IS available 24 hours per day, seven days a with data files. (SEE Software 

case file week, to support examination efforts Product Assurance Div, CLC 

NOTE· The full DNA Sequence Listing IS downloaded In Management Library b ) 
hard copy and placed In the apphcanorr 
a System software 

b Data files for granted patents 
c Data files for pending and abandoned patents. 
d Documentation. 

I Temporary Temporary Destroy or N1-241-96- Biotechnology Onqinal mput containing raw DNA sequence listings a Maintain until abandoned or 
delete 6 months after the 7·63a,b,c Sequence submitted by applicants The sequence listing IS In Issued 

authonzed SPE final action Listings computer readable format (CRF) and the data IS b Destroy 5 years after Issue 

(grant or abandonment) IS downloaded Into the ABSS system c Destroy 2 years after 
made, or for maintenance abandonment 
and reissues, after the a Diskettes for Pending Applications 

officral record of action IS b Diskettes for Issued Patents 

placed In the officral patent c Input for Abandoned Patents. 
case file 
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42 Temporary Temporary Destroy or N1-241-96- US Patent Contains the titles of all classes and subclasses of the a (See N1-241-05-2 1a) 
delete 6 months after the 753c,d Classification U S Patent Classification (USPC) system Each record b Transfer directly to the National 
authorized SPE final action Manual IS a class and subclass with ItS title, and displayed as It Archives when superseded by a new 
(grant or abandonment) IS would appear In the printed U S Patent Classification edition of the manual 
made, or for maintenance Manual Used to produce the CD-ROM, microfiche, and NOTE' If complete editions of 
and reissues, after the published versions superseded manuals are maintained 
official record of action IS a Datafile In microform format, and can be 
placed In the official patent b Published manual (record set) transferred to the National Archives 
case file c. Microfiche copy In accordance with provrsions of 36 

d Duplicate copies CFR 1230, microfilm Will serve as an 

acceptable substitute for the paper 
, version 

c Destroy when no longer needed 
for current agency business If the 

printed manual has already been 

transferred to the National Archives 

as specitled In sub-Item "a" above 

NOTE. If the published version of 
the current or superseded manuals 

listed In sub-Item "b" above cannot 
be transferred to the National 
Archives, microfiche Will serve as an 
acceptable substitute If It IS 
transferred In accordance With 
provrsions of 36 CFR 1230. 
d Destroy when no longer needed 
for current agency business. 
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42 Temporary Temporary Destroy or N1-241-96- Disclosure Documents submitted by Inventors as evidence of the a Maintain with patent application 
delete 6 months after the 3.88b Document date of conception of an invention b Sent to Federal Records Center 
authorized SPE final action Files a Disclosure documents that become part of a patent after two years Destroy when 5 
(grant or abandonment) IS application filed within two years of disclosure document years old 
made, or for maintenance filing date 
and reissues, after the b Disclosure documents that do not have a 
officral record of action IS corresponding patent application filed within two years 
placed In the officral patent of disclosure document filing date 
case file 

42 Temporary Temporary Destroy or N1-241-96- Examiners Central flies compiled by examiners to check for Destroy when no longer needed 

delete 6 months after the 330 Interference Interferences Includes baSIC information on each 
authonzed SPE final action Files Interference The cover of the affected application IS 
(grant or abandonment) IS usually photocopied and Included With penciled 

made, or for maintenance notations May Include claims or drawmqs Filed by 

and reissues, after the class and subclass. 
officral record of action IS 
placed In the offrcial patent 
case file 

42 Temporary Destroy or New Series Pnonty Thrs series consists of patent application related N/A 
delete 6 months after the Document records received via direct electroruc Priority document 
authonzed SPE final action Exchange exchange (POX) With participating foreign Intellectual 
(grant or abandonment) IS property entities per 37 CFR 1 14(h) and 1 55(d) These 

made, or for maintenance Priority documents are associated With the USPTO 
and reissues, after the patent examination procedures for direct electronic PDX 

officral record of action IS With participating foreign Intellectual property offices of 
placed In the offrcral patent first filing (EPO, JPO, KPO, WIPO) The USPTO 

case file electronically retrieves pnonty documents from the 
World Intellectual Property Organization (WIPO) and 
participating foreign offices of first filing through the 

Digital Access Service (DAS) for Priority documents 

Similarly, the WIPO Will also gains the ability to 

electronically retrieve U S. pnonty documents from the 

USPTO through the Digital Access System (DAS) 
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43 Patent 
Examiner 
Reference 

Files 

'43 Versions of content the patent examiner finds used for 
examination purposes The sources Include any content 
including scanned documents or downloads from the 

Internet Could also Include paper or other reference 

matenals These reference files are linked to a user and 

not a specific application Content can be linked to pre-
grant content but IS used as a Patent Examiners individual 
reference file 
(Appraisal note New senes - these had previously been 

In scheduled In part as copies of the Examiner Search 

Files, In part) 
43 Temporary Temporary Destroy when no N1-241-96- Examiners Copies of printed patents Foreign and domestic patents Destroy when no longer needed for 

longer needed 387 Search Files are arranged first by group and then by subgroup. current agency business 

Domestic patents are filed usmq the standard patent (Supersedes NC1-241-76-1 132) 
classification system Foreign patents are filed usmq the 

International Patent Classification (IPC). The foreign 
patent files may also contain non-patent literature 
consisting of repnnts and extracts from publications 
Used for research by examiners In processing 

applications 

44 Patent 
Examination 

Feeder 
Records 
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44 Records, content or artifacts used In the patent 
examination process to create, update, or modify other 
records when those records are covered by a NARA-
approved schedule Includes system data that IS 

extracted and loaded or Included Into another system or 
file 

44 Temporary Temporary Destroy when no N1-241-96- Models, Models, exhibits, or specimens of the invention that a Return to the applicant upon 

longer needed 3.33a,b,c Exhibits, and accompany a patent application at the request of the demand and at his expense, unless 

Specimens patent examiner to determine If a patent should be It be deemed necessary that they be 

granted and those submitted by applicant of his own preserved In the Office 

volition to substantiate his claim Also Included are b Physical exhibits In contested 

exhibits submitted In contested cases cases may be returned to the parties 

a Requested by the patent examiner at their expense If not claimed 

b. Exhibits in contested cases within a reasonable time, they may 

c. Submitted by applicant to substantiate claims be disposed of at the discretion of 
the Director. 
c Offer to the Patent Museum 

(608 03(a) 37 CFR 1.95 Return of 
models, exhibits or specimens, 
715 07(d) Disposmon of Exhibits) 

~ Temporary Temporary Destroy when no N1-241-96- Certified Log of requests for certified copies of applications under Destroy form/pages when secrecy 

longer needed 340 Copies Log Group 2200 360revlew Includes name of requester, orders are rescinded 

reason for request, application senal number, and date 

of request Used to track access to classified or 
confidential matenal 
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44 Temporary Temporary Destroy when no New Series Peer-To- Preliminary draft program records created In the two- N/A 
longer needed Patent year Peer-To-Patent Program pilot set out In June 2007 

Program to determine the extent to which the organized 
Submissions submission of documents together with comments by 

the public can provide useful Input for patent examiners 

44 Temporary Temporary Destroy when no N1-241-96- Patent Sealed applications received with security classification a Transfer to Applications Branch 
longer needed 3#38a Applications from defense agencies or the DOE remain unprocessed for routine processing when secrecy 

Submitted until secrecy orders are rescinded Maintained In vault order IS rescinded 
Under Secrecy and processed for annual renewal of secrecy orders 

Orders a Applications under secrecy order 

44 Temporary Temporary Destroy when no N1-241-96- Examiners Copies of printed patents Foreign and domestic patents Destroy when no longer needed for 
longer needed 387 Search Files are arranged first by group and then by subgroup current agency business 

Domestic patents are flied usmq the standard patent (Supersedes NC1-241-76-1132) 
classification system Foreign patents are filed usmq the 
International Patent Classification (IPC) The foreign 

patent files may also contain non-patent literature 

consisting of reprints and extracts from publications 
Used for research by examiners In processing 

applications 

45 Patent Post-
Examination 

Feeder 
Records 
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45 Records which are added to a patent case file after the 
examination has concluded Includes, but IS not limited to, 
records of Statutory Invention Registrations, Re-Issues, 
Patent Term Extension Petition Files and petitions such 

as petitions to the Director of the USPTO for the extension 
or adjustment of patent term under the appropriate statute 

and regulations May Includes public copies of petitions 
and follow-on correspondence and decisions 

NOTE Official copies (Images of Original requests, follow-
on correspondence, and decrsrons) are placed In the 

Patent Case File 

~ Temporary Temporary Destroy after N1-241-96- Statutory Files showmq the Inventor provisionally abandoned the a. Permanent Close completed SIR 
confirmation that file has 36b Invention patent application while retaining Interference nghts. case files at the end of each fiscal 
been added to the Granted Registration SIR's are filed by senal number preceded by the letter year and transfer to the Certified 
Patent Case File H, defensive publications are preceded by the letter "T " Records Center 10 years after 

Used to search for pnor art closure Transfer to the National 
NOTE While technically not patents, these have a Archives 40 years after closure 

Similar legal status b (See N1-241-05-1.8c) 
a Closed SIR case files selected by the Director and 
the Archivrst of the United States 

b All other closed SIR case files 

45 Temporary Temporary Destroy after N1-241-96- Patent Term An applicant's petition to the Director of the USPTO for a. Onqmal copy of decision to be 

confirmation that file has 7.3b Extension the extension of patent term under the appropriate placed In case file With the request 
been added to the Granted Petition Files statute and regulations Copies are kept of the request once a final decrsion has been 

Patent Case File and the decision made by the Director made Forward case file for further 
a. Official copies (onqmal copy of request). processing 

b Public copies (duplicate file of the request and the b. Destroy when no longer needed 

decrsion made by the Director) for reference 
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5 International 
Patent Files 

5	 Records generated and received by the USPTO as part of 
the World Intellectual Property Orqarnzation (WIPO) 
;>rocess of foreign patent application granting Includes 
Patent prosecution-related international files that are not 
specific to the PCT, administrative files and files for 
international patent liaison activmes (note U S National 
Stage of International PCT Case Files, as well as any 

related Index or finding aids for the case files used for 
examination of applications filed under 35 USC 371 
Officral records showmq the prosecution of the PCT 

applications for, and the granting of, a Patent Documents 

Include records of PCT Intake, exchange documentation, 
examination, prosecution, assignment, registration and 

post-examination activity that constitute the record of a 
case file These are covered by Items 2 and 3 In this 
schedule) 

51	 Patent 
Cooperation 
Treaty (PCT) 
Applications 
and 
Miscellaneous 
Records 
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51 PCT international applications received from applicants or 
from foreign receiving offices and related records 

generated from filing, search, publication, and preliminary 
examination prior to an international application entering a 
formal national phase PCT prosecution These records 
Include the Home Copy, Search Copy and Examination 

Copy Also Includes International Exchange Agreement 
Files 
(Note regarding records covered by Items 2 and 3 In this 

schedule U S National Stage of International PCT Case 

Files, as well as any related Index or finding aids for the 

-:ase files used for examination of applications filed under 
35 USC 371 Officral records showmq the prosecution 
of the PCT applications for, and the granting of, a Patent 
Documents including records of PCT Intake, exchange 

documentation, examination prosecution, assignment, 
registration and post-examination activity that constitute 
the record of a case file) 

51 Temporary Temporary Destroy when N1-241-96- International The "Home Copy" file consists of USPTO's offlcial copy Transfer to Certified Records Center 
20 years old 3-45 Applications of international applications and related papers when 3 years old, destroy when 20 

(Home Copy) maintained by USPTO to ensure that a complete copy years old 

File of the file IS always available The files contain the 
following elements an indication that the application IS 
Intended as an international application, the desiqnation 
of at least one contracting state, the name of the 
applicant, descnpnon, and clairnts) The record copy of 
all international applications IS maintained by the 

International Bureau 

I 
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51 Temporary Temporary Destroy when N1-241-96- International The "Search Copy" file consists of a copy of the Transfer to Certified Records Center 
20 years old 346 Applications International application used by the USPTO staff to when 3 years old, destroy when 20 

(Search Copy) search for possible pnor art In ItS capacity as the years old 
File international searching authonty Includes the 

International Search Report that contains citations of 
documents considered to be relevant and the 

International Preliminary Examination Report Also 

Includes the International Bureau Search Copy This file 
Includes a copy of the International Application, the 

International Search Report, and the International 
Preliminary Examination Report The "IB Search Copy" 
is retained when an applicant designates the United 

States Patent and Trademark Office to be the 
international searching authonty (ISA) for the 

application It IS the task of the ISA to establish 
documentary search reports on pnor art With respect to 

Inventions which are the subject of applications The 

International Bureau also maintains the record copy and 
the search copy for the International applications of non-
U S designation 

51 Temporary Temporary Destroy when N1-241-96- International Correspondence With exchange partners regarding Destroy 20 years after the latest 
20 years old 735 Exchange reciprocal exchange of patent related products Includes agreement expires, or when no 

Agreement requests for information on USPTO practices and longer needed for current reference 

File policies Used to document correspondence NOTE these files may not be 
transferred to the Certified Records 
Center under thrs authonty 
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SubBucket and 
Description 

Main 
Retention 

Temporary 

New Retention Period 

Temporary Destroy when 

20 years old 

Current 
Citation 

N1-241-96-
352 

Current Series 

Title 

Notification of 
Defects In 
International 
Application 

Current Description 

Form PCT/IB/313 IS received from the International 
Bureau and Identifies the defects of the said 
international application Annex A to Form PCT/IB/313 

lists the specific defects for the application concerning 

the signature, applicant, language, and title The form IS 

maintained In the case file 

Current Disposition 

Destroy when 3 years old, or when 
no longer needed for reference 

52 Non-PeT 

International 
=lle5 

52 Patent prosecution-related 

specific to the PCT 

International files that are not 

52 Temporary Temporary Destroy when 

no longer needed for 
reference 

N1-241-96-
784 

International 
Liaison Staff 
Committee 
Working 

Papers 

Correspondence for the Standing Committee on 

Information Technologies (SCIT) and the Patent 
Cooperation Treaty Committee for Technical 
Cooperation (PCT/CTC) committees Includes working 

papers and notes Used for reference purposes on 
future projects 

Destroy when no longer needed 
current agency business 
(Supersedes NC1-241-76-1"68a) 

for 

~L Temporary Temporary Destroy when 
no longer needed for 
reference 

N1-241-96-
736 

International 
Liaison 
Training Files 

Includes copies of lecture materials including 

audiovisuals Used to train USPTO staff and 

contractors, etc, on Significant changes in International 
agreements, as needed 

Destroy when superseded 

obsolete 

or 
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6 Patent Quality 

Review Files 

6	 Files generated to Improve the efficrency of the 

management mandated quality reviews Mandated quality 
reviews Include General Schedule 12 reviews, new 

examiner reviews, technical support staff reviews as well 
as Patent Cooperation Treaty (PCT) reviews along with 

allowed and In-Process Review (IPR) reviews already 
done for every examiner (See MPEP) The system IS 

accessed by the Office of the Commissioner, Technical 
Centers (TCs), and the Office of Patent Quality Assurance 

(OPQA) Various offices generate reports on reviews that 
are completed and on-going 

61	 Quality 

Review 

System (QRS) 
Files 

6 1	 The QRS Files are used to perform management 
mandated quality reviews, including General Schedule 12 

revrews, new examiner reviews, technical support staff 
reviews, PCT reviews, and In-process reviews of patent 
examiners The OPQA accesses the system to generate 

reports on reviews that are completed and on-going 
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6 1 

SubBucket and 
Descnpnon 

Main 
Retention 

Temporary 

New Retention Penod 

Temporary Destroy when 
years old 

7 

Current 
Citation 

NewSenes 

Current Series 

TItle 

Quality Review 
System (QRS) 
Files 

Current Descnpuon 

The QRS Files are used to perform management 
mandated quality reviews, including recertification 

reviews, GS-12 reviews. new examiner reviews, 
technical support staff reviews, PCT reviews, and In-
process reviews of patent examiners The OPQA 

accesses the system to generate reports on reviews 
that are completed and on-going 

Current Disposition 

N/A (currently stored In an Oracle 

Data base+H24) 

62 Quality 

Review 

Subject Files 

62 Subject files containing record copy of correspondence, 
reports, meetings, conferences and informational matenal 
used as a resource for the office 

62 Temporary Temporary Destroy 

longer needed 

when no N1-241-96-
1-16 

Quality Review 

Subject Files 

Subject files containing record copy of correspondence, 
reports, meetings, conferences and informational 
matenal used as a resource for the office 

Break closed files by fiscal year, and 
transfer to Certified Records Center 
Destroy when 10 years old 

62 Temporary Temporary Destroy 
longer needed 

when no N1-241-96-
360 

Quality Review 
Feedback 

Sheets 

The legal staff conducts a sampling of Chapter 1 and 2 

applications that were processed by the examining 

corps The sampling Includes a quality check for 
compliance With current rules and regulations of the 

PCT for the International Preliminary Examination 

Reports and the International Search Reports that are 

completed by the examiners The feedback sheet lists 

the application number, the assiqned group, chapter 
number, whether the case was approved, corrected, or 
returned, type of problem, and comments 

Destroy when no longer needed 
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7 Patent Legal 
Records 

7 These are records of attorneys, Legal Advisors and their 
staff, concerning Office practice and procedures 
associated with patent law, rules and policy 
Implementation Includes legal advice and records of 
Petitions not covered elsewhere In the schedule 

7 1 Petitions to 

Expunge 

Assignment 
Documentatio 

n 

7 1 These are petitions associated with Patent assignment 
records Assignment records serve as a library of 
references used to establish ownership rights In an 
application or patent These petition decisrons are not part 
of the assignment files, but are retained by the Office of 
Petitions They are retained the life of the associated 
application or patent 

71 Temporary Temporary Destroy when New Series Petitions to These records are associated with assignment records, N/A 
40 years old Expunge not application records Assignment records serve as a 

Assignment library of references used to establish ownership rights 
Documentation In an application or patent These petition decisions are 

not scanned Into the electronic records of assignment 
documents but are physically retained In the Office of 
Petitions 
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72 P-Licenses 

72 Petitions to the Director for license to file applications for 
patents In foreign countries Petitions from Inventors who 

have filed a national patent application are filed with their 
application Those without national applications are filed 

by P-number Includes Index or electronic database to P-
Licenses Records Include group number, filing date, 
serial number (P-number), applicant, mvennon, date of 
license If granted, examiner, old, 
and government agencies contacted Filed by date Used 

to find P-number necessary to recall files from storage 

72 Temporary Temporary Destroy when N1-241-96- P-Llcenses Petitions to the Director for license to file applications Break files by calendar year 
25 years old 341 for patents In foreign countries Petitions from Inventors Transfer to the Certified Records 

who have filed a national patent application are filed Center when 3 years old. Destroy 25 

with their application Those without national years after date of Issue 

applications are filed by P-number 

72 Temporary Temporary Destroy when N1-241-96- P-licenses Card Index or electronic database to P-Llcenses Destroy when related P-license files 

25 years old 386 Card Index Records Include group number, filing date, serial are destroyed, or when 25 years old, 
number (P-number), applicant, mvention. date of license whichever IS sooner (Supersedes 

If granted, examiner, and government agencies NC1-241-76-144). 
contacted. Filed by date Used to find P-number 
necessary to recall files from storage at the Certified 

Records Center 
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73 

SubBucket and 
Description 

Attorney Work 

Product, 
Internal 
Management 
Files 

Main 
Retention New Retention Period 

Current 
Citation 

Current SeQes 
Title Current Description Current Oisposilion 

73 Files created and maintained by mdivrdual attorneys In the 

course of their dally work or to complete assignments 

Includes reference materials, correspondence, 
documentation of review of polrcies, procedures and 
activitres of Patent offices Includes attorney working files 
and legal advice files 

73 Temporary Temporary Destroy 

longer needed 

when no New Series Attorney Work 

Product, 
Internal 
Management 
Files 

Files created and maintained by mdividual attorneys in 

the course of their dally work or to complete 

assignments Includes reference materials, 
correspondence, documentation of review of poncies, 
procedures and activities of Patent offices Includes 

attorney working files and legal advice files 

N/A 

74 Patent Legal 
Corresponden 

ce 

-=-, Miscellaneous correspondences, which IS administrative 
In nature and not associated with attorney advice or work 

product, or IS routed to other offices for action 

74 Temporary Temporary 

months old 

Destroy when 3 New Series Patent Legal 
Corresponden 

ce 

Miscellaneous correspondences, which IS administrative 

In nature and not associated with attorney advice or 
work product, or IS routed to other offices for action. 

N/A 
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75 Selected 

Application 

Production 

and Docket 
Reports 

75 These are similar to, and are Intended to rrurruc, the 
production and docket reports used In the patent 
examining corps The docket report lists the work that an 

employee must complete and the production report lists 

the work that an employee did complete In the preceding 

or-week The production report IS used In measuring the 

employee's producuvny, which IS used as a basis for the 

employee's performance appraisal and any related 

awards or disciplinary measures These should be 

retained for the same length of time as production and 
docket report In the examining corps 

75 Temporary Temporary Destroy when 4 New Series Selected These are Similar to, and are Intended to rmrmc. the N/A 

years old Application production and docket reports used In the patent 
Production and examining corps The docket report lists the work that 
Docket an employee must complete and the production report 
Reports lists the work that an employee did complete In the 

preceding bi-week The production report IS used In 

measuring the employee's productivity, which IS used 

as a basis for the employee's performance appraisal 
and any related awards or disciplinary measures 

These should be retained for the same length of time as 

production and docket report In the examining corps. 
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SubBucket and 
Description 

Patent 

Main 
Retention New Retention Period 

Current 
Citation 

Current Sepes 

Title Current Description Current o.sposition 

8 

Training, 
Examination, 
and 

Certification 

Records 

Patent Training, Examination, and Certification Records 

Examination and Certification Records associated with 

Patent employee examinations that allow for certification 

Records Include test materials, announcements, results, 
registration and other program materials 

8, Examinations 

and Grading 

Overlays 

(Patent 
Corps) 

8 1 Examination and grading overlays used In Patent 
employee examinations that allow for certification 

81 Temporary Temporary Destroy 
years, 3 months old 

when 7 N1-241-06-
1a 

Internal Patent 
Examination 
and 
Certification 
Records 

(Examination 
and Grading 
Overlays) 

Records associated with Patent employee examinations 
that allow for certification Records Include test 
materials, announcements, results, registration and 
other related program materials 

a Examination and grading overlays 

Temporary Retain 7 years, 3 
months after examination IS 

administered 

82 Patent 
Examiner 
Personal Test 
Records 

82 Test answers, sign-up rosters, used examination books, 
sign In sheets, confidentiality agreements, results 

notifications 
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82 

SubBucket and 

Descnptron 
Main 

Retention 

Temporary 

New Retention Penod 

Temporary Destroy 1 year 
after Examination 
Administered 

Current 
Cltaiidn 

N1-241-06-
1b 

Current Series 
Title 

Internal Patent 
Examination 

and 
Certmcanon 

Records 

Current Description 

Records associated with Patent employee exarnmatrons 
that allow for certification Records Include test 
matenals, announcements, results, registration and 

other related program rnatenals 

Current Disposition 

Temporary Retain for 1 year after 
exammanon IS administered 

83 

rs3 

Patent 
Examiner 
Certification 

Records 

Includes both examiner Initial certification and biannual 
examiner proficiency recertification records 

83 Temporary Temporary Destroy 8 
months after confirmation of 
transfer to Examiner OPF 

New Senes Biannual 
Recertification 

Records 

Includes test answers, sign-up rosters, used 
examination books, sign-In sheets, confidentrality 

agreements and results notifications 

N/A 

84 Patent, 
Training, 
Presentation 

and 

Administrativ 

e Files 

84 Presentations used In the Patent Academy and other 
follow-up training of new and existmq Patent Examiners 

and Senior Patent Examiners (SPEs) Includes all Internal 
active web-based computer-based training (CBT) modules 

relevant to Patent Examiner training 
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84 Temporary Temporary Destroy when N1-241-96- Allowed Cases A preliminary report received dally from PALM listing the Destroy when 3 months old or when 
no longer needed 1 14 Batch Report new cases allowed for quality sampling Report lists no longer needed, whichever IS 

(PALM Report serial number, examiner name, location and dates, sooner 
2A20PR1) class and subclass 

84 Temporary Temporary Destroy when N1-241-96- PCTTralning Training material produced by the staff for Internal and a. Retain one record copy of the 
no longer needed 359a,b Files external training Internal training IS for Individuals training material after the changes 

Involved In the PCT application process such as are made Transfer superseded or 
examiners, legal staff, and PCT Operations staff PCT obsolete material to Certified 

training IS also given to external customers such as law Records Center when 5 years old, 
firms and companies that deal With PCT applications destroy when 10 years old 

The files also Include training material and Information b Destroy when superseded or 
packets distributed at various conferences such as the obsolete 

"Secretaries and Administrators Conference" and the 

"American Intellectual Property Law ASSOCiation 

Conference." The training material IS updated as PCT 
rules and procedures change 

a Record copy 
b. All other copies 
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84 Temporary Temporary Destroy when N1-241-96- Manual of The Manual IS published to provide United States a Permanent 
no longer needed 724d Patent Patent and Trademark Office patent examiners With a 1) Editions prior to the Sixth 

Examining reference copy on the practices and procedures relative edition (1994) Transfer one 
Procedure to the prosecution of patent applications before the complete edition With all revisions 

United States Patent and Trademark Office It contains directly to the National Archives 40 

Instructions to examiners, as well as other material In years after the MPEP IS superseded 

the nature of information and interpretation, and outlines by a new addition 

the current procedures which the examiners are 2) Sixth and later editions 

required or authonzed to follow In appropriate cases In Transfer one complete printed 

the normal examination of a patent application The edition With all revisions to the 

Manual does not have the force of law or the force of National Archives when a new 

the Patent Rules of Practice In TItle 37, Code of Federal edition IS published 

Regulations b Permanent Transfer one 

ao Record copy (published paper copy) complete edition With all revisions to 

b Microfilm records the National Archives In accordance 

c Electroruc files With provisions In 36 CFR 1230 

d All other copies when a new edition IS published 

(See N1-241-05-203) 
c Update or delete when 

superseded or no longer needed for 
current agency busmess (See N1-
241-05-23) 
d Destroy when no longer needed 

for reference 

84 Temporary Temporary Destroy when New Series Patent Presentations used In the Patent Academy and other N/A 

no longer needed Examiner and follow-up training of new and existmq Patent Examiners 

Training and Senior Patent Examiners (SPEs) Includes all 
Presentations Internal active web-based computer-based (CST) 
and modules relevant to Patent Examiner training 

Administrative 

Files 
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84 Temporary Temporary Destroy when N1-241-96- Patent Copies of current Patent Applications used by the Destroy when superseded or 
no longer needed 728 Applications Academy for training students These files are updated obsolete 

Flies Used For as needed to reflect the changing rules and procedures 
Training of the Patent and Trademark Office 

9 Patent Office 

General 
Administrativ 

e Records 

9 Subject files, correspondence, penodic reports, 
certifications memoranda: and reports that document 
general office administrative management of various 
Patent programs and projects, and are used primarily for 
short-term reference, and not contained elsewhere In thrs 
schedule Includes controlled correspondence of the 

Patent Cornrrussioner, delegations of authorities 

9 Temporary Temporary Destroy 4 years N1-241-96- General Office Correspondence, penodic reports, memorandums, and Temporary Close inactive files at 
after closure date 32 Subject Files Similar records that are created, received or maintained the end of each fiscal year and 

(Direct Reports In the offices of agency direct reports to the destroy when 5 years old 
General Undersecretary of the USPTO, that pertain to general 
Admin) office administrative management of programs and 

projects, and are used primarily for short-term 

reference. These records Include, but are not limited to, 
penodic reports, quality review, safety and security, 
records from professional organizations and 

associations, education and training programs, human 

resources, reports, delegations of authority, and the 

like These records do not document Significant Office 

oversiqht, direction, policy, procedures, decisions, or 
programs 
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9 Temporary Temporary Destroy 4 years N1-241- Complaints a System software and updates a See GRS 24, 11 b 
after closure date 01 7c,d Received by b Life Cycle Management Documentation b See GRS 24, 3b(1) 

the USPTO c. Inputs Complaint forms received by mall (paper) c Temporary Delete 3 years after 
d. Outputs (electronic) online publication 

1) Complaint logs, registers, Indexes (paper) d Outputs (electronic) 
2) Online complaint (electronic) converted from paper 1) Temporary Delete 3 years 

form received In Item 3 after online publication 
e Backups 2) Temporary Delete 3 years 

after online publication 

e See GRS 24, 4a(1) 

9 Temporary Temporary Destroy 4 years N1-241-96- Rule Making Files kept by staff members relating to special projects a Break files by fiscal year. Transfer 
after closure date 72a,b Project Files assigned to them Projects Include the formulation of to the Certified Records Center 

new rules, gUidelines, and amendments to regulations when 3 years old Destroy when 25 

that are necessary based on comments received by the years old 

office In response to the request for public comment on b Break files by fiscal year Transfer 
the proposed rule or amendment The new changes are to the Certified Records Center 
forwarded, reviewed, and signed by the Director of the when 3 years old Destroy when 25 
USPTO or a designee and published In the Official years old 
Gazette and the Federal Register 
a. Onqmal NPR, FR signed by the Director or a 
designee 

b Copies of onqmal NPR, comments and responses 
thereto, FR and approved supplementary matenals (e g 
executive summary, flyer, training slides) 

9 Temporary Temporary Destroy 4 years N1-241-96- Special Tasks Record copies of incoming and copies of outgoing Destroy when 5 years old, or when 

after closure date 3·57 and Projects correspondence, handouts, and informational matenal no longer needed 

relating to special tasks or projects, such as proposed 

rule changes or amendments, special training meetings, 
etc. 
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Temporary Temporary Destroy 4 years N1-241-96- Delegations of Delegations of authonty Issued when duties and Temporary Destroy 5 years after 
after closure date 79 Authonty responsibilities have to be temporanly reassigned termination of delegation 

9 Temporary Temporary 

after closure 

Destroy 4 years 

date 
N1-241-96-
379 

Certificates of 
Correction 

Office Copy 
Files (copies) 

Copies of certificate Issued to state the fact and nature 

of a mistake In a patent Filed by Issue date and patent 
number Used to replace lost copies 

NOTE Onqmal is attached to pnnted patent and filed In 

Patent Case File 

Destroy when 3 years old 

9 Temporary Temporary 

after closure 
Destroy 4 years 
date 

N1-241-96-
377 

Published 

Issues 

Inspection 

Report 

A statistical selection of contractor's data entry errors 

Used as a quality control for data In the patent text 
database and the photocomp dnver tape Also used as 
a cnterion to determine payment to the contractor 

Destroy when 3 years old 

9 Temporary Temporary 

after closure 

Destroy 4 years 

date 
N1-241-96-
368 

Status of 
Inventors' 
Copies Report 

Volume of patents by type and processing stages. Used 

to track patent applications before mailing the pnnted 

patent to the Inventor. 

Destroy 2 years after Issue. 

9 Temporary Temporary 
after closure 

Destroy 4 years 
date 

N1-241-96-
722 

Examiners' 
Education 
Travel 

Reports and related working papers containing costs 
projections for examiners receiving training Issued by 
OPPC for distnbunon to examining groups Used to 
estimate travel costs for forecasting and budgeting 

purposes 

Break files by fiscal year 
when 5 years old 

Destroy 

9 Temporary Temporary 

after closure 
Destroy 4 years 
date 

N1-241-96-
741 

Production 

Backup 

Information 

Files 

and Contains information used to produce the production 

numbers reported to the Office of Patent Program 

Control for classifters and ctassiflcanon projects. Serves 

as the source for some data uploaded to the MIS and 

contains reports generated by this system. 

Destroy when 4 years old 
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10 

SubBucket and 
Descnptlon 

Patent Office 

Short-Term 

Discretionary 

Records 

Main 
Retention New Retention Penod 

Current 
Citation 

Current Series 
Title Current Description Current DIsposition 

10 Patent general program specific short-term records 

Includes patent examiner search, patent classification, 
and general patent administrative records used as Input 
feeds to other Patent area records types 

~ Patent 
Classification 

Files 

10	 Records generated In the course of developing schedules 
and definitions for the technology classes and subclasses 

that Patent examiners search Records generated from 
efforts to Identify class subject matter and relevant 
subclasses, including emerging technologies that are 

expenencmq tremendous growth Examiners rely heavily 

on proper, up-to-date classification schedules, thus, the 

continual advancement of the current classification 

system as well as the development of new classification 

schedules IS pivotal to quality and pendency goals 

Includes records generated that relate to international 
outreach and outsourcing assistance In the area of patent 
classification Classification Data System (CDS) IS the 

system currently containing Classification Data 
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10 Temporary Temporary Destroy when no N1-241-96- Subject Files - Subject files of administrative and program tOPICS Close inactive files at the end of 
longer needed for reference 733 Office of Includes Internal policy memos, copies of administrative each fiscal year and destroy 5 years 
or USPTO business, Patent manuals, briefings, records on conferences, tOPICS after closure 
whichever IS sooner Classification related to classes, search flies, search tools, and 

international patent classification Also contains 

historical records related to the search files and 

classification groups from 1946 Used for background 

research on recurnng tOPICSand to document Internal 
policies and procedures 

'10 Temporary Temporary Destroy when no N1-241-96- Classification Contains descriptions and scope of each class and a Transfer to Boyers, PA for long 
longer needed for reference 751b,c Definitions subclass including notes on exclusions and search term storage as agency Vital record 

or USPTO business, references for related Items Duplicated semiannually after inspection and verification 

whichever IS sooner on microfiche. Used to document the boundaries b Update or delete as needed for 
between classes/subclasses current agency business. 
a Original microfiche c Destroy when no longer needed 

b Data files for current agency business 

c Microfiche copies 

10 Temporary Temporary Destroy when no N1-241-96- Classification Change orders produced by reclassification projects a Transfer to Boyers, PA for long 

longer needed for reference 7.52b,c Orders Includes classification changes, listing of the principal term storage as agency Vital record 

or USPTO business, source of established and the disposition of abolished after Inspection and verification 

whichever IS sooner subclasses, changes to the U S - International Patent b Destroy draft copies when final 
Classification Concordance, and definition changes copy IS Issued. Destroy final copy 

Used as source data to revise the Classification when superseded or no longer 
Definitions, and the U.S - IPC Concordance· needed for current business 

a Original microfiche c. Destroy when no longer needed 

b Paper copies for current business 

c Microfiche copies. 
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10 Temporary Temporary Destroy when no N1-241-96- Index to the Easy reference Index desiqned to help users find a Update as needed for USPTO 
longer needed for reference 749a,b US Patent correct classifications Used by the USPTO staff and business 
or USPTO business, Classification the public as an Index to patent classifications b Delete when superseded or 
whichever IS sooner System a Record copy obsolete 

b All other copies 

10 Temporary Temporary Destroy when no N1-241-96- International Documentation manuals on classification systems from Destroy when no longer needed 
longer needed for reference 743 Classification other patent orqamzations or countries, such as the 
or USPTO business. Systems European Patent Office Classification (ECLA), Japan, 
whichever IS sooner etc Used for comparison and clarification 

10 Temporary Temporary Destroy when no N1-241-96- Patent Master Archival snapshot produced semiannually on microfiche a Destroy when no longer needed 
longer needed for reference 755a,b Classification listing patent number class, and subclass assignment of for USPTO business 
or USPTO business, File each patent Produced In two sets, one In patent b Destroy when no longer needed 
whichever IS sooner number order and one In classification order Used as 

historical documentation of each patent's classification 
history 

a. Microfiche master 
b All other copies 

10 Temporary Temporary Destroy when no N1-241-96- International Record copy sets of all IPC editions In English and a. Destroy when superseded by 2 
longer needed for reference 742a,b Patent French, published by WIPO The IPC is a Single editions 
or USPTO business, Classificanon classification system developed by WIPO member b Destroy when no longer needed 

whichever IS sooner (IPC) Manuals countries to classity international patents. New editions for USPTO busmess 

are published every five years In paper and on CD-
ROM Ttus Office contributes Input to this publication 

through work performed In IPC projects Used to 

document the development of IPC classes, and as the 

offtcial source copy for USPTO 

a CD-ROM editions 

b Printed editions 
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10 

SubBucket and 
Description 

Main 
Retention 

Temporary 

0 

New Retention Period 

Temporary Destroy when no 

longer needed for reference 
or USPTO business, 
whichever IS sooner 

Current 
Citation 

N1-241-96-
744 

Current Series 
Titte 

International 
Patent 
Classification 
(IPC) Project 
Files 

Current Description 

On-going projects related to IPC updates which this 

Office negotiates on behalf of the U S In the chemical, 
electncal, and mechanical arts Includes 
documentation, comments, and updates to documents 
and pubhcanons Issued by WIPO Used for work-In-
progress and preparation for negotiating meetings 

Destroy 

Current Disposition 

when no longer needed 

10 Temporary Temporary Destroy when no 

longer needed for reference 

or USPTO business, 
whichever IS sooner 

N1-241-96-
732 

Chron Files Office copies of administrative and program 

correspondence Records screened for short-term 

administrative records and rented In Subject Files. Used 

to document Office of Patent Classification activities. 

Transfer memos setting pohcy or 
outhrunq procedures to Subject Files 

annually. Destroy remainder when 3 

years old. 

10 Temporary Temporary Destroy when no 
longer needed for reference 

or USPTO business, 
whichever IS sooner 

N1-241-96-
738 

447 Shps 
(Apphcanon 

Transfer 
Request) 

Form USPTO 447A received from examiners for 
classification dispute resolution Includes date, serial 
number, reason for examiner's classification dispute, 
and information from the classifier on reclassification, or 
rejection and return to the onqmal art Unit Filed by 

originating art Unit Used to document patent examiner's 
reasons for rejecting current classmcation 

Destroy 

needed 

or delete when no longer 

10 1 Temporary Temporary Destroy when no 

longer needed for reference 
or USPTO business, 
whichever IS sooner 

N1-241-96-
739 

Survey 447 

Reports 

Annual survey of dispute resolution 
classifiers Used to make decisions 
disputes and for projections 

activity by 
on handhng class 

Destroy when no longer 
projections. 

needed for 

10 Temporary Temporary Destroy when no 

longer needed for reference 

or USPTO business, 
whichever IS sooner 

N1-241-96-
7.54a,b 

Reclassiftcano Listing of patent numbers with old and new locations 

n Source and the classification system as the product of a 

Disposmon List reclassification project 
a Record copy 

b All other copies 

In a 

b 

Destroy 

Destroy 

when 

when 

no longer 
no longer 

needed 

needed 
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10 Temporary Temporary Destroy when no New Series International The European Patent Office (EPa) maintains the N/A 
longer needed for reference Patent authority file of IPC classifications for the world's 
or USPTO business, Classification documents classified In IPC Classification Data 
whichever IS sooner (IPC) Master System (CDS) maintains a copy of the authority file, 

Classification Including corrections as part of ItS permanent datafile, 
Data (MCD) only for US patent documents classified In IPC 

10 Temporary Temporary Destroy when no New Series Published The Office of Patent Classification (OPC) periodically N/A 
longer needed for reference Classification revises the rules, practices, and procedures related to 
or USPTO business, Bulletins the classification and reclassiflcanon of patent 
whichever IS sooner documents In USPC. These changes are disseminated 

via published notices called Classification Bulletrns 

Until such time as the subject matter In these bulletins 

IS Incorporated Into subsequent revisions of the United 

States Patent Classification Practices and Procedures 

(USPCLASP) The bulletms remain available to the 

Examining Corps via Public Folders In MS Exchange 

10 Temporary Temporary Destroy when no New Series Patent and The Office of Patent Classification (OPC) maintains the N/A 
longer needed for reference PGPub authority file for withdrawn grants and published 
or USPTO business, Withdrawal applications OPC enters a document Into the 
whichever IS sooner Requests withdrawn database after receivmq and matching up 

requests for the withdrawal from both Petitions Branch 
and Publications Branch. The document withdrawal 
data, per se, IS part of the permanent data record of 
OPC The requests for withdrawal have been kept In 

paper format going back approximately 25 years, but 
are now being digitized for CORaM archival purposes 

Although we have received a ruling from OPLA that we 

only need to keep the requests for two years (either the 

paper or the Images), OPC feels It IS Important to keep 

these records at least for the enforcement period of the 

documents 
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10 Temporary Temporary Destroy when no N1-241-96- U S /lnternano Record copy sets of all editions of concordances of Destroy with related IPC Manuals 

longer needed for reference 7:46 nal Patent equivalent classes for the U Sand IPC classification when no longer needed for USPTO 

or USPTO business, Classification systems published by USPTO every 5 years Updated business 

whichever IS sooner Concordances by this Office as search tools for examiners Used as 

the source copy for USPTO 

10 Sclennfrc 

Technical 
Information 

Center (STIC) 
Administrativ 

e Files 

10 Administrative records generated by STIC In the course of 
assisting examiners With non-patent literature searching 

Includes records related to administering search 

instruction courses, patents search strategy assistance, 
foreign patents searching, translations, commercial 
database training, and automated information system 

(AIS) instruction and support for patents applications 
including eDAN, OACS, and PFW 

10 Temporary Temporary Destroy when 2 N1-241-96- Online Includes log-In date, requestor, art Unit, serial number, Destroy or delete when no longer 
years old or when no longer 759 Database type of search, total processing time, search costs, and needed 

needed for reference or Search Log other information The Log IS used to track requests 

USPTO business. whichever (Combined) and to generate statistics 

IS sooner 

10 Temporary Temporary Destroy when 2 N1-241-96- Computer Original erred CRF diskette and copy of the ABSS Error Destroy when corrected diskette IS 

years old or when no longer 765 Readable Error Report Lists problems experienced when processing submitted and data IS entered Into 

needed for reference or Format File the diskette, such as the detection of a virus or the ABSS and verified 

USPTO business, whichever Sequence Listing not converted to ASCII (DOS) text. 
IS sooner Original error report IS filed With application Used to 

document errors. 
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10 Temporary Temporary Destroy when 2 N1-241-96- Interlibrary Report listing interlibrary loaned nonpatent literature Destroy or delete when no longer 
years old or when no longer 761 Loan Report obtained at the request of examiners Available In hard needed 

needed for reference or copy upon request Used for tracking purposes 
USPTO business, whichever 
IS sooner 

10 Temporary Temporary Destroy when 2 N1-241-96- Log Books Individual ledgers (Form USPTO 85-19) for each Destroy when no longer needed for 
years old or when no longer 785 (Receipt of country where document title, related information, and current agency business 

needed for reference or Foreign USPTO receiving date are entered Log Books were (Supersedes NC 1-241-76-1 127) 
USPTO business, whichever Documents) replaced In 1992 with the Receipts Records System 

IS sooner Used as the source record establishing the date 

(necessary to determine pnonty) when foreign patent 
documents were received by USPTO for years prior to 

1992. 

10 Temporary Temporary Destroy when 2 N1-241-96- TRACK Database designed to serve as an index to translations a See GRS 24, 11b 

years old or when no longer 768b,c Database and to contain translation production and control data, b Delete when no longer needed to 

needed for reference or including expenditures of funds and budget data Index locate translations 

USPTO business, whichever data Includes title, location, media, and related c Delete when no longer needed for 
IS sooner information Used to search for translations on file In the statistical reporting 

Branch Production and control data Includes 
information on In-house oral and written translations, 
contractor translations with delivery Information, 
contractor fee rates, and fund obligations and balances 
Files are closed out monthly and archived by fiscal year 
Used for long range forecasting and statistical reporting 

and to produce administrative reports 

a System software 
b. Index data files 
c. Data files. 

10 Temporary Temporary Destroy when 2 N1-241-96- Accession Handwritten register of dally accessions lists date Destroy or delete when no longer 
years old or when no longer 757 Register received, accession number, and Initials of mdividual needed 

needed for reference or handling the accession Replaced by Online Catalog 

USPTO business, whichever System Used to track incoming publications. 
IS sooner 
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10 

SubBucket and 
Descnpnon 

Patent 
Administrativ 

e Feeder 
Records 

Main 
Retention New Retention Penod 

Cu~t 
Citation 

Current Series 
Title emertt Description Current Disposition 

10 General Patent administrative and automated information 

system records that provide Input for other longer-term 
USPTO records 

10 Temporary Temporary Destroy when 
no longer needed for 
reference 

N1-241-96-
3.61 

Data 
Preparation 

Manual 

Instructions to contractors detailing the procedures for 
prepanng the Bmm tapes of optically scanned Images, 
the data tapes of claims and classifications, and 
bibliographic Information from the PALM system Used 
to pnnt Issued patents and the Official Gazette 

Destroy when superseded 
longer needed 

or no 

10 Temporary Temporary Destroy when 

no longer needed for 
reference 

N1-241-96-
375 

Failed Issues Pnntout of data entry errors for Issues that fall the 

minimum allowable error rate. Used to count errors 
Destroy when Issues are resolved 

10 Temporary Temporary Destroy when 
no longer needed for 
reference 

N1-241-96-
3.64b,c 

Index of 
Patents Issued 
From the 
USPTO (Extra 
Copies) 

Bound volumes and CD Rom (beginning 
Index) published annually listing patents 
Issued by the USPTO· 
a Record copy. 
b Office copy. 
c All other copies 

With the 2002 
that have been 

a (See N1-241-05-21a) 
b Retain for as long as USPTO IS In 
business 
c. Destroy when no longer needed 
for reference 
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10 Temporary Temporary Destroy when N1-241-96- Offreial Copies of the Official Gazette, the official publication of a (See N1-241-05-2 1a) 
no longer needed for 363b,c Gazette of the USPTO used to notify the public of newly Issued b Retain for as long as USPTO IS In 
reference USPTO patents, expired patents, official USPTO notices, and business 

Patents (Extra other related information c Destroy when no longer needed 
Copies) a Record copy for reference 

b. Copy - USPTO 

c All other copies NOTE No longer In pnnt 

""1 Temporary Temporary Destroy when N1-241-96- Quality Bulletin and supporting documentation used to modify a Destroy when no longer needed 
no longer needed for 3.62a,b Assurance task orders for contractors preparing data tapes for the for USPTO business 
reference Information Official Gazette and Issued patents Also used as text b Destroy when no longer needed 

Bulletin for the Data Preparation Manual 
a Record copy 

b All other copies 

10 Temporary Temporary Destroy when N1-241-96- Quality Instructions prepared by program managers on how Destroy when superseded or no 
no longer needed for 378 Assurance contractors are to prepare their work Used by longer needed. 
reference Information proofreaders as an authority to determine the 

Bulletin correctness of contractor's work 
(Instructions) 

10 Temporary Temporary Destroy when N1-241-96- Quality Review Monthly report on allowed cases for quality review a. Destroy 1 month after statistical 
no longer needed for 1·15a,b of Samples of a. Working papers used to prepare monthly statistical report IS Issued 
reference Allowed Patent report b Destroy 1 month after statistical 

Applications 1) Paper report IS Issued 

2) Electromc - Includes databases for allowed cases, 
abandoned cases, and reissues 

b Monthly Statistical Report 
1) Paper 
2) Electronic 

10 Temporary Temporary Destroy when N1-241-96- Evaluation Correspondence Includes Improvements suggested by Destroy when no longer needed to 

no longer needed for 7·79 Division users, responses to reports, and hard copies of e-mail evaluate the APS system 

reference Corresponden Used to evaluate APS 

ce 
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10 Temporary Temporary Destroy when N1-241-96- PALM Reports PALM reports Include but are not limited to the Destroy when no longer needed 
no longer needed for 716 followmq Applications Received By Type of 
reference Technology, Exam New Case Action Profile, Class New 

Case Action Profile, Potential Abandonment and 
Examiner's Pull Listing, Examiner Combined Quarterly 

Review, Listing Pending Patent Application Files, and 

Patent Pendency Reports Used as a source of data for 
models and for other research 

1" Permanent Temporary Destroy when N1-241-96- Patent Term An applicant's petition to the Director of the USPTO for a Original copy of decision to be 
no longer needed for 73b Extension the extension of patent term under the appropriate placed In case file With the request 
reference Petition Files statute and regulations Copies are kept of the request once a final decision has been 

and the decision made by the Director made Forward case file for further 
a. Official copies (original copy of request) processing 

b Public copies (duplicate file of the request and the b Destroy when no longer needed 

decision made by the Director) for reference 

10 Temporary Temporary Destroy when N1-241-96- Patent Reports produced by the PALM system or other Internal Destroy when superseded or no 
no longer needed for 3'34 Pendency systems from data Input at each pomt of processing longer needed for current agency 
reference Reports Used by managers to track overall production, pinpoint business 

locations of delay, for workload scheduling, and as a 
source for reports. Examples. Computer Readable 
Format (CFR) processing reports, Potential 
Abandonment Listing; PCT Aging Report EXCLUDES 
employee speoflc reports used for evaluation Purposes 
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10 Temporary Temporary Destroy when N1-241-96- Special Patent Reports generated at the request of the Commissioner Destroy when 3 years old, or when 

no longer needed for 336 Application or other high level USPTO executives Includes the no longer needed, whichever IS 

reference Reports tracking of applications and patents of a special nature later 
and/or With wide public Interest Examples reports on 
transgenic animal patent applications produced by 

Group 1800, reports on superconductivity patents 

produced by Group 1100 Used by USPTO executives 

to keep abreast of, and respond to, public relations 
Issues 

10 Temporary Temporary Destroy when N1-241-96- Statistical PALM statistical reports to management concerning the Destroy when no longer needed 

no longer needed for 335 Reports/Patent number of patents sent to the printer and the amount of 
reference s to Printer backlog 

10 Temporary Temporary Destroy when N1-241-96- Supervisor Spreadsheet totals columns and calculates pomts and a. Delete when superseded or no 

no longer needed for 332b Patent percentages used for award amounts. Source data from longer needed 

reference Examiner PALM reports Produces the Production & Workflow b Destroy when updated report IS 

(SPE) Report, a weekly report on each examiner listing the received 

Manager previous 14 pay periods With hours worked, production, 
and the amount over or under the expected production 
Used by Supervisory Patent Examiners (SPEs) to track, 
manage, and report on examiners work production 

a System 
b Reports 

10 Temporary Temporary Destroy when New Series Signatory Notations made by Signatory Review Panel members N/A 

no longer needed for Review Panel prior to the granting of signatory authonty, Final 
reference Notes signatory review authonty determination IS noted In the 

Signatory Authonty Review log/data base and also IS 

recorded as part of the employee performance files 
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10 Temporary Temporary Destroy when N1-241-96- Director's All correspondence signed or Issued by the group Close inactive files at the end of 
no longer needed for 328 Corresponden director and made available to the staff for reference each fiscal year and destroy 3 years 
reference ce after closure 

103 Temporary Temporary Destroy when 
no longer needed for 
reference 

N1-241-96-
350 

European 
Patent Office 

Corresponden 

ce Files 

Response Letter from the European Patent Office 

concermng requests by USPTO on International 
Search Reports and references For these cases the 

EPO IS the acting International Search Authority The 

letter also lists documents missing from cases 

requested, to be forwarded at a later date when located 

Destroy when 

reference 

no longer needed for 

10.4 peT Program 

Admmlstratlo 
n 

104 Includes 

General PCT 
Short-Term 
Administrative 
Records 

104 Temporary Destroy when 3 years old or 
In accordance with 
international treaty 

N1-241-96-
734 

International 
Claims Files 

Correspondence from countries making patent claims 

for patent related products based on USPTO bilateral 
agreement obligations Used to document claims and 
USPTO responses 

Destroy 2 years after resolution 

claim. 
of 
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104 Temporary Destroy when 3 years old or N1-241-96- Article 20 Article 20 papers are the "Communication to a Place In case file when created. 
In accordance with 344b Papers Desrqnated Offices" as set forth by the Patent b Destroy 35 months from Priority 
international treaty Cooperation Treaty The papers consist of the date 

international application, the Priority document, and the 
international search report used by the Office for 
reference purposes 

a When applicant enters national phase and case file IS 

created 
b When applicant does not enter national phase and 

case file IS not created 

~'- Temporary Destroy when 3 years old or N1-241-96- Request for Request form created In POWER for all incoming Destroy when 3 years old, or when 

In accordance With 343 Certified Copy international applications listing the PCT number, no longer needed for reference 

international treaty of Earlier docket number, applicant, and title. The form also lists 

National the serial number, filing date, applicant name, and title 

Application of the national application to be copied and certified 

This information IS used to create the "Priority 
Document" (retained In case file) It IS the obligation of 
the international applicant to submit to the International 
Bureau or the Receivmq Office a certified copy of earlier 
national applications (the Pnonty Document). 

104 Temporary Destroy when 3 years old or New Series PCT -related Short-term administrative working files of the PCT N/A 
In accordance With Working and 
international treaty Action Papers 
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