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LEAVE BLANK (NARA use only) .'REQUEST FOR RECORDS DISPOSITION AUTHORITY 
JOB	 NUMBER

(See Instructions on reverse) -n1- 'I ~t:. - t1.s--.3 
TO:	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED
 

WASHINGTON, DC 20408 /tJ -::l~r-::Joo~.
 
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 
DEPARTMENT OF COMMERCE 

In accordance with the provisions of 44 
2. MAJOR SUBDIVISION	 U.S.C. 3303a the disposition request, 
BUREAU	 OF INDUSTRY AND SECURITY including amendments, is approved except 

for items that may be marked "disposition not3. MINOR SUBDIVISION
 
OFFICE OF ADMINISTRATION
 approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE A HIVISTOFTHE ~TED STATES 

ELAINE FARROW	 202482-2165 ~-l.-O~ ~~-uJr;a~J "-1 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to th disposition of its records 
and that the records proposed for disposal on the attached 5 page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods specified; and that written concurrence from the 
General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

o is not r~	 Cf/iS attached; or D has been requested. 

7. 
ITEM 8.DESCRIPTION OF rfM l'ND PROPOSED DISPOSITION 
NO. 

The Office of Administration Is re.~e for the development and conduct of 
administrative management and resource policies and practices for BIS. The Office of 
Administration carries out the responsibilities mandated by the Clinger·Cohen Act, the 
Chief Financial Officer's Act and the Government Performance and Results Act. The 
Office manages administrative functions In support of headquarters, domestic, and 
overseas operations; maintains liaison for administrative services provided by the 
Chief Financial Officer and Assistant Secretary for Administration; coordinates the 
administrative aspects of BIS programs Involving other departments and agencies; 
provides supervision and guidance for the Implementation of BIS's administrative 
management and resource policy functions; functions as the BIS's security office; and 
monitors and evaluates reimbursable agreements and shared programs and advises 
annually on continuance or modification of those agreements; supports the Under 
Secretary and Deputy Under Secretary In developing BIS programs related to the 
Department and govemment·wlde Initiatives In the areas of diversity, quality 
management, foreign technical assistance and reinvention; and provides 
administrative services and support of BIS's program offices. The Office of the 
Comptroller and the Office of Planning, Evaluation and Management fall under the 
Office of Administration,	 1 

rl.A.'4 

/ / 

115-109	 NSN 7540-00-634-4064 

PREVIOUS EDITION NOT USABLE 

9. GRSOR 10. ACTION 
SUPERSEDED TAKEN (NARA 
JOB CITATION USE ONLy) 

N1-476-93-1 

STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 

36 CFR 1228 
AOMINISTRATIONlIPSG ELECTRONIC FORM 



••• •.' 
• 

Attachment to Job No. Nl-476-0S-3 

OFFICE OF ADMINISTRATION 

DIRECTOR OF ADMINISTRATION 

1. CHRONOLOGICAL FILES - These are extra copies of incoming and 
outgoing correspondence and are maintained for convenience of 
reference. These files have a longer-term reference value to the 
Director than is normally associated with a chronological file. 
They serve as a useful index to other files the office creates. 

Disposition: TEMPORARY - Cut off files at the end of the calendar 
year. Destroy 4 years after cut off. 

2. SUBJECT FILES - These are incoming and outgoing
correspondence, reports, memoranda, and related papers arranged
alphabetically by subject. They describe the activities of the 
office in carrying out the Bureau's responsibilities. 

Disposition: TEM~ORARY - Cut off files at the end of the calendar 
year. Destroy 3 years after cut off. 

~ __~~~~~~~~~~~~~~~~~~-LA~UD~I~T - These files 
reports, correspondence,
papers. 

Disposition: TEMPORARY - Cut the fiscal 4 

year. Destroy 2 years after cut CO'l£I.ID 0'/ 
G.Al " PERFORMANCE PLANS - An electronic copy of Senior Executive dt.~r(.) 

and Ge Workforce employees currently employed with the 
Bureau of Indus nd Security. These files are used for 
reference 

Disposition: TEMPORARY-
calendar year. Destroy 4 years after Co"E/{Ef) at 
PLANNING, AND Q,R.S I, ;f~ 'fEVALUATION MANAGEMENT 

LIAISON COORDINATION AND 
studies conducted by the GAO of 
programs and activities. 

Disposition: TEMPORARY- the end of the 
calendar year. Retire to years
studies. Destroy 6 years after cut off. C6V£({E(> fJt 

G~S ~I 
if&K'I I (~) 

http:CO'l�I.ID
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E DESIGN WORK PRIORITY REPORT- A weekly status report

reflects to be done according to priority.
 

Disposition: TEMPORARY - Information is' onically and Co~r~£'E1 
updated weekly. Reports are superseded by newest update. ~R~ ~ 

i f1Kl1lPXz.)UARTERLY SPACE UTILIZATION 
of documents relating to BIS's 
to include BIS's input to the 

~~_n __ ~budget documents. 

.Disposition: TEMPORARY - for Co"Cl.fD gt
1 year and then destroy. ~R~ /I,

itl.m ~(.) 
8. DATA VALIDATION AND PROGRAM EVALUATION REPORTS AND WORKING 
PAPERS - These are copies of publications produced by the 
publication staff and the Government Printing Office. They
include the Annual Report and Report on Foreign Policy Export
Controls to Congress and other promotional and instruction 
material offered to the U.S. exporting community. 

Disposition: TEMPORARY - Cut off files at the end of the 
calendar year. Retire to WNRC 3 years after cut off. Destroy 3 
years later. 

Disposition: TEMPORARY - Destro copy when uploaded to the 
server. Infor.mation on the system can be destr en 5 years Co~gt
old. Maintain system for the life of the program. c,/tS /t.{ 

if£m 37'FREEDOM OF INFORMATION ACT (FOIA) - Files are created in
 
respo to requests for information under FOIA, consisting of
 
the origi request, a copy of the reply thereto, and all
 
related suppor' files which may include the official file copy

requested record or thereof.
 

Disposition: TEMPORARY 

a. Original request - Cut
 
year. Destroy 6 years after cut off.
 

b. Appeals - Cut off files at the end of the calendar
 
Destroy 6 years after completion of appeals process.
 

11. COURT CASES - Files created in response to Court-ordered
 
cases.
 

http:Co"Cl.fD
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Disposition: TEMPORARY - Cut off files at the end of the 
calendar year. Destroy 3 years after cut off. 

12. STUDIES - Management studies conducted within BIS. 

Disposition: TEMPORARY - Cut off files at the end of the 
calendar year. Destroy 5 years after cut off • 

. CONTINUITY OF OPERATIONS (COOP) 

ans - Plans for the continuation of BIS's mission
 
tial functions (MEF) throughout a spectrum of
 

cies denying the effective use of the Herbert C.
 
·lding.
 

Disposition: ~~~·~Y - Document is kept electronically and 
periodically 

b. Briefin	 and Trainin aterials - Materials (i.e., slide
 
show presentations, pamp ets, work books) that are used to
 
provide information to BIS mployees on what to do in the
 
event of an emergency.
 

Disposition: TEMPORARY - The electronic copy is pe . dically updated and therefore 
supersedes itself. Hard copy materials can be destroyed one uperseded. 

c.	 Test Exercises - Exercises that are used to test the Bureau's CO This may include
 
correspondence within the Bureau, within the Office of the Secretary, d with other
 
Departments (i.e., Defense, Energy, State). Also included are after action
 

COVEp£~Bt
Disposition: TEMPORARY - Maintain for 10 years and then destroy. C;RS/~

i t~ltIl ~(",2.11Q,J
14. SAFETY PROGRAM '2.'& 

eetin Minutes - These are records that provide plans, CO"EP.!.P~f: 
ideas, and responses for the implementation of the Bureau s sa e . (?i{S Z(" 

d Su ort Material- Materials (i.e., slide show presentations, pamphlets, I r"" I..) 
newsletters, etc.) that are use .. .on to BIS employees on what to do in C:> P-5 I, 
response to safety and/or health issues or concerns. ik,., l!t (q)Cz. 

'to Repefts--De tal and Bureau reports on injuries and illnesses reported for 
compensation payment. G.R~ L&.-~:~~. ' ttM ~z.~~lJJ.e.cJj;Jjil.§.st!Ja1!!n!fdUti~e~ed~b~a~c~k.!:m~a~te~n~·a~l~u~se~d:t~o~p~r~o~m~o~te~B~ur~e~au~sa~ti~e~ty~an~d~h:e:a~lt:h_
awareness. G>~S 11) 

In," 9 
RY - Documents are kept electronically and periodically updated.
 

Hard copy materials can be destroyed once superse e •
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COMPTROLLER 

OUNTING REPORTS - These are monthly financial statements that show obligations, 
expenditures, recelp , nd variances of the budget execution for each office in BIS. 

Disposition: TEMPORARY - Cut off files at the end of the fisca 
after cut off. 

UESTS FOR AUTHORIZATION OF TRAVEL AND MOVING EXPENSES FORM 
CD 150) - .s required to be completed and approved for payment of travel and 
relocation expenses ofBI p It must be submitted with the Travel Order (CD-29) when 
relocating or moving to a first duty station. 

Disposition: TEMPORARY - Destroy when the transaction has been CUIlIISI&!le 

canceled. 

':::!IoI;;;~~::::......::=-=~~::...=.:::::..¥.UE=~S~T~F~O~RM:=..=-,=C~D~2=-1.:...:0~- These records are required in 
accordance' artment Administrative Order 203-9. Each form contains: (a) the name and 
address of the donor, (b) n title of employee to whom offer is made, (c) description of 
property and/or services in kind, and for which gift or bequest is offered. Approval 
is granted by the BIS Director of Administration. 

Disposition: TEMPORARY - Cut off file at the end of the calendar year. Des 
after cut off. 

UEST FOR AUTHORIZATION BY PRIMARY OPERATING UNIT FOR OFFICIAL 
ENTER ENT - Expenditure of funds for luncheons, dinners, receptions, etc. must be 
applied for by comp . of this form and approval by the Office of the Secretary and/or the 
Director of Administration. f less than $1,000.00 are approved by the Director of 
Administration. Costs greater than $1, e uire approval by the Director of Administration 
and Assistant Secretary for Administration and the inancial Officer in the Office of the 
Secretary. 

earsDisposition: TEMPORARY - Cut off file at the end of the calendar year. Des 
after cut off. 

CORD OF EXPORT SEMINAR RECEIPTS - Admission to Export Seminars conducted 
by the Of Ice ort Licensing is given after payment of an admission fee by individuals or by 
the sponsoring organizatlO. . record is the report of receipts of admission fees and is 
submitted monthly to the Export Semm in the Office of Export Licensing. A duplicate 
copy is maintained in the Office of the Comptroller. 

Disposition: TEMPORARY - Cut off file at the end of the calendar year. 
after cut off. 

Cf:JvEA.coBy 
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~~~A:N~K~_:In:c~om~in~g:an;d~o~u:tg~o:in;g~C~o~rr~e;sp~o;n~d;en~c~e~W~hi:';Ch~in:C~IU:d:e~a:p:PI:ic~a~ti:o:n:s.;:::::i:::i::;ORARY _Cutoffmeattheendofthecae e,troy3years Ct>ll/.J.J Bt 

~after cut off. ({S I, 
i tflV\ I21. ELECTRONIC RECORDS (E-MAIL AND WORD PROCESSING) - Records created 

within these offices using electronic mail and word processing applications. 

Disposition: TEMPORARY - Destroy/delete within 180 days after the recordkeeplng copy 
has been produced. 


