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ADMINISTRATIVE HISTORY OF THE PRICE
STATISTICS PROGRAMS WITH EMPHASIS ON THE PRODUCER PRICES
INDEXES (WHOLESALE PRICE INDEX) AND THE INTERNATIONAL
(U.S. EXPORT-IMPORT) PRICE INDEXES

Early History - Wholesale Price Index (WPI)

Even before the predecessor organization to the Bureau of
Labor Statistics became a Bureau in the Department of Commerce
and Labor in 1903, work was underway in publishing statistics on
wholesale prices, retail prices, and the cost of living. The
Wholesale Price Index, however, was the oldest continuous statis-
tical series published by the Bureau, and one of the oldest in
the Federal Government.

The origins of the Wholesale Price Index are associated with
a resolution of the U.S. Senate in 1891 (the Aldrich Report),
which authorized the Senate Committee on Finance to investigate
the effects of the tariff laws "upon imports and exports, the
growth, development, production, and prices of agricultural and
manufactured articles at home and abroad.”

Wholesale price figures were first compiled and published by
the Bureau in 1900, covering the period 1890-1899. Beginning in
1902 wholesale price data were compiled and published annually in
the Bureau's Bulletin series and as articles in the Monthly Labor

Review.

In 1922, special wholesale monthly price statements were
prepared and published about the 15th of the month following that
to which the data related. Monthly press releases were also
issued. The wholesale price data in the early annual Bulletins,
issued in March of each year, provided money quotations and index
numbers for the commodities covered from 1890 to the year preced-
ing the year of publication.

The first Wholesale Price Index published on the base period
1890-1899 covered about 250 commodities. The present successor
Producer Prices Index (PPI), being phased out at the time of this
writing, using its traditional commodity-oriented methodology,
generated price indexes covering some 3000 commodities arranged
under a unique BLS numerical commodity coding system.

As of 1922, there was a Wholesale Prices Section in the
Bureau's Division of Statistics that was responsible for the
issuance of the wholesale price statistics. Separate Sections
for Retail Prices and for Cost of Living Statistics were also in
the Division of Statistics in 1922.
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Spot Market Price Index

As early as January 1934, at the request of the Department
of the Treasury, BLS began the computation of a daily wholesale
commodity price index (the Spot Market Price Index) using quota-
tions for some 28 sensitive commodities at specified markets.
This Index was first released to the general public as of January
1940, with August 1939 as base.

In 1952, the Index was revised to reflect a sample of 22
commodities at specified markets. In 1969, computation of the
Index was shifted from daily to weekly each Tuesday, and as of
1982 the Index was discontinued.

Barly Organizational Changes Involving Prices Statistics

As of 1935, the Wholesale Prices Section of the Statistics
Division of the Bureau had been elevated to Division status - the
Wholesale Prices Division - reporting to the Commissioner of the
BLS. Separate Divisions were also established for Retail Prices
and for Cost of Living statistics.

In the 1940 organization chart for BLS, Branches were higher
in the organizational structure than Divisions. That chart indi-
cated that the entire prices statistics program of the BLS had
been consolidated within a Branch of Prices and Cost of Living.
Separate Divisions were established for Wholesale Prices, Retail
Prices, and for Cost of Living statistics. As of 1942, in addi-
tion to these three Divisions, a Price Analysis Division and a
Historical Studies of Wartime Problems Division had been included
under the Branch.

As of 1946, the Prices and Cost of Living Branch consisted
of an Industrial Prices Division responsible for the WPI and Spot
Market Indexes as well as for collection of U.S. export and im-
port prices statistics; a Consumers Prices Division; a Cost of
Living Division; a General Price Research and Indexes Divisions;
and a Branch Operations Division.

As of 1948, the nomenclature of the BLS organizational
structure was reversed. Divisions became the higher level in the
structure and branches the subordinate level within divisions.
The same organization as in 1946 was responsible for prices
statistics except that it was now known as the Division of Prices
and Cost of Living with the same five subordinate branches. The
Division Chief at the time was Edward D. Hollander, and due to
budgetary restrictions, the collection of U.S export and import
price statistics was discontinued.
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Mr. Hollander remained as Chief of the Prices and Cost of
Living Division until 1953, when Ms. Dorothy Brady became Chief.
From 1956 to 1959 H.E. Riley served as Division Chief, from 1959
- 1960 Sidney A. Jaffe served as Chief, and in 1960 Arnold E.
Chase became Division Chief.

In 1962, a transitional year, Mr. Chase was listed in the
Department Telephone Book as Director for Prices and Living
Conditions. Under him were Divisions of Industrial Prices and
Price Indexes, Consumer Prices and Price Indexes, Living
Conditions Studies, and Price Operations.

In 1963, the Telephone Book indicates that Division
Directors had been designated as Assistant Bureau Commissioners.
Mr. Chase was listed as Assistant Commissioner for Prices and
Living Conditions. In addition to the four Divisions included in
1962, an additional Division for Prices and Index Number Research
had been established.

Industry (Producer) Price Indexes

The Wholesale Price Index (WPI) and the Spot Market Price
Index were based on reports of various commodity prices, and the
WPI was structured in accordance with a unique BLS numerical
commodity coding scheme. 1In 1961, the National Bureau of
Economic Research recommended to the Bureau of the Budget that
BLS should issue industry price indexes structured in accordance
with the Standard Industrial Classification system (SIC) used in
many of the Federal Government's economic analysis efforts.

While BLS in the 1950's had prepared some industry price
statistics in connection with special projects, it initiated in
1962 the preparation and publication of industry price time
series for various industries arranged in accordance with indus-
tries at the 4-digit SIC classification level. Within each 4-
digit SIC industry covered by the program, product price indexes
associated with an industry were grouped, typically at the 5 to
9-digit SIC levels, under each industry of origin. Until 1978,
such "Industry Sector Price Indexes" were derived from data
reported for the commodity-based Wholesale Price Index, and then
converted to the 4-digit SIC industry classifications with
further SIC subdivision of products thereunder.

By 1978, the Producer Price Index Revision Program (PPIR)
had begun publication of industry price indexes based on reported
data from samples of 4-digit SIC industries and their products.
Also in 1978 the Wholesale Price Index (WPI) name was changed to
the Producer Price Index (PPI). By 1986, it is planned to phase
out all price reporting for the commodity-based Producer Price
Index in mining and manufacturing industries and to publish,
based on the 4-digit SIC industry sample price reports, producer



price indexes (PPIR) covering some 488 4-digit SIC mining and
manufacturing industries and their associated products.
Commodity price indexes will still be published, but by 1986 it
is planned that they will be derived from reported price data
obtained from 4-digit SIC industry samples and then converted to
the unique BLS numerical commodity classification scheme.

Recent Organizational Changes Affecting
the Prices Statistics Program

By 1968, responsibility for the operations involved in pro-
cessing the price index statistics was transferred from the
Division of Operations of the Office of Prices and Living
Conditions to a newly established Office of Data Collection and
Survey Operations under Assistant Commissioner Robert Pearl. 1In
1972, the name of this Support Office was changed to Office of
Statistical Operations and Processing under Deputy Commissioner
Thomas W. Garrett.

By 1979, this Office was known as the Office of Statistical
Operations under Assistant Commissioner William E. Eisenberg. At
that time, there were two Divisions in the Office responsible for
price statistics operations - a Division of Industrial Prices and
Industrial Relations, and a Division of Consumer Prices and
Consumption Studies. Except for a change of the Office title to
Office of Survey Processing in 1983, the nomenclature for the two
Divisions for prices statistics remains the same at the time of
this writing.

In the Office of Prices and Living Conditions, except for
the transfer of the Division of Operations, the same four
Divisions as in 1963 were in evidence in 1968, namely - Division
of Industrial Prices and Price Indexes, Division of Consumer
Prices and Price Indexes, Division of Living Conditions Studies,
and Division of Prices and Index Number Research.

By 1970, Mr. Joel Popkin had become Assistant Commissioner
for Prices and Living Conditions (OPLC) replacing Mr. Chase with
the same subordinate divisions. By 1974 Mr. W. John Layng had
become Assistant Commissioner. A new division had been added,
the Division of International Price Indexes, responsible for
issuing the recently inaugurated International Price Indexes.

International Price Indexes

The International Price Program (IPP) grew out of a long
standing need for accurate measures of price changes for U.S.
exports and imports. In the period immediately after World
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War II, BLS had begun collecting data on U.S. export and import
prices, but the program was terminated in 1948 because of budget-
ary restrictions.

In 1961, in a report of the National Bureau of Economic
Research, it was recommended that responsibility for compilation
of U.S. export and import price indexes be assigned to a Federal
agency. BLS began research in 1967 on the feasibility of rein-
troducing export and import price indexes, and in FY 1970 funds
were allocated for the program.

Export price indexes were first published in 1971 and import
price indexes in 1973. Data were collected annually for June of
each year until 1974, when collection began on a quarterly basis.
By 1984, published indexes provided complete coverage of the U.S.
exports and imports.

Current Organizational Structure for Prices Statistics

By 1983, Mr. Kenneth Dalton, who had replaced Mr. Layng as
Assistant Commissioner for Prices and Living Conditions, was
named Associate Commissioner for Prices and Living Conditions.
In addition to the five Divisions in the Office under Mr. Layng,
a sixth Division had been added, the Division of Price Statis-
tical Methods. 1In addition, Mr. Thomas Tibbets, who headed the
Division of Industrial Prices and Price Indexes, had been named
Assistant Commissioner, and Mr. John Early had been named
Assistant Commissioner heading the Division of Consumer Prices
and Price Indexes.

Other Offices directly involved in the Prices Index programs
include the Office of Survey Processing with its Divisions of
Industrial Prices and Industrial Relations and of Consumer Prices
and Consumption Studies, as well as the Office of Field
Operations National with its Division of Field Collection
Activities.

Binder of Schedule

This Schedule is presented in a format reflecting the organ-
ization of the Bureau of Labor Statistics Offices covered as of
the time of this writing in 1985. 1Its disposition authorizations
will remain in effect regardless of any future organizational
changes in the BLS Offices covered as long as the files described
in its contents continue to accumulate and serve the same
purpose.
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EXPLANATORY STATEMENTS

A. Documentation of Survey Methodology.

In connection with the International and Producer Prices
Indexes, BLS systematically documents the methodological ap-
proaches adopted in developing and issuing its survey data in the
following manner:

l.

Publishing Explanatory Methodological Statements. A BLS
Handbook of Methods is published and updated period-
ically to explain the statistical methodology used in
the various statistical programs of the Bureau, includ-
ing detailed explanations for the Producer and Inter-
national Price Indexes programs. In addition, Technical
Notes are included in the monthly "Producer Prices and
Price Indexes" Bulletins providing methodological
explanations of Producer Price Indexes. The record
copies of such publications are listed as permanent on
the Schedule to ensure their appropriate preservation.

Maintenance of International Statistical and Procedural

Manuals and Technical Memoranda. Particularly in the
Price Indexes program, because of their size and com-
plexity, and the decentralization of responsibility for
various parts of the program between program and support
Headquarters offices and Headquarters and Regional
Offices, great emphasis is placed on the issuance of
internal statistical and procedural manuals explaining
methodology adopted. Such manual coverage is extensive
in both the International and Producer Prices Programs,
and they provide excellent documentation of detailed
procedures used in generating these Indexes.

The manuals are currently maintained and updated by
special organizational units responsible for such tasks.
They document the uniform procedures carried out by the
many different offices involved in issuing the published
indexes for these programs.

In addition to the manualization of these statistical
operations, special procedural Technical Memoranda are
issued for the periodic or special surveys of these
price programs, again providing further documentation of
methodology employed. The record copies of these
Manuals and Technical Memoranda are listed as permanent
on the Schedule to ensure their appropriate pre-
servation.
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B.

Also, the Office responsible for the LABSTAT system
containing many of the permanent machine readable time
series results of the BLS surveys issues such manuals as
a User Guide and a Series Directory to assist users of
LABSTAT machine-readable records.

Documentation of ADP Operations. The support office for

the International and Producer Prices Indexes Programs,
the Division of Industrial Prices and Industrial
Relations of the Office of Survey Processing provides
detailed documentation of the computerized operations
involved.

Such detailed uniform ADP Systems documentation is
achieved through the issuance of computer-prepared data
dictionaries and related documentation for each of the
many computerized data bases or systems concerned with
the International or Producer Prices Indexes programs.

There are two types of these data dictionaries - the
logical or analysis of requirements dictionary listings,
and the physical or detailed design dictionary listings.
The logical or analyses dictionaries describe the pro-
cesses in the system under consideration and explain
what a proposed system will entail. Together with the
logical dictionary listing, a systems analysis package
can include such other documentation as diagram state-
ments such as data flow, data structure or data pro-
duction diagrams, record layouts, and the like.

The physical or design package provides detailed speci-
fics as to the various steps involved in a proposed
system. In addition to the physical data dictionary
listing, such a package could include various supple-
mental statements such as system flow charts at the
program level, data base design charts, machine test
diagrams, and the 1like.

These documentary ADP system packages are listed as
permanent on the Schedule to ensure their appropriate
preservation.

Long Term Tape Maintenance.

BLS will provide required maintenance procedures to machine-
readable records transferred to WNRC for a period of more than
five years storage. A notification system will be established to
identify those stored BLS tapes needing maintenance procedures in
order to comply with the requirements of 41 CFR 36-1207 covering
maintenance of machine-readable records.
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C. Record Copy of BLS Publications.

The term "record copy" for publications is used in this
Schedule to designate the most complete set of a BLS publication
in the best physical condition which will be a permanent record
for eventual transfer to the Archives of the United States.

D. Micrographic Publication Standards.

When micrographic publications are to be accessioned to the
Archives of the United States in lieu of printed copies, the
microfiche are to be prepared in accordance with 36 CFR 1230.14.
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BUREAU OF LABOR STATISTICS
PROPOSED SCHEDULE

Listing of Permanent Records Proposed for Transfer to
Archives of the United States

BLS, OFFICE OF PRICES AND LIVING CONDITIONS

Office of the Associate Commissioner, BLS

Item 1. OPLC Associate Commissioner Program Direction Files.

Arranged Alphabetically 1960 - date
by Name or Subject.

Volume: 55 cubic feet Accretion: Three cubic feet
per year

Item 2. OPLC Deputy Associate Commissioner Program Files.
(Inactive)

Arranged Alphabetically 1969 - 1980
by Subject.

Volume: 1 cubic foot Accretion: None



Item

Item

Item

Item

13.

16.

20.

29.

OFFICE OF PRICES AND LIVING CONDITIONS
DIVISION OF INTERNATIONAL PRICES

IPP Technical Memoranda.
Arranged by date 1974 - date

Volume: One folder Accretion: Negligible

U.S. Export and Import Price Indexes Press Release
Record Copy.

Arranged by date 1971 - date (with gaps)

Volume: One cubic foot Accretion: Negligible

Export and Import Price Indexes LABSTAT Files.

Arranged by date 1964 - date

Volume: One tape Accretion: Negligible

LABSTAT Segment on Comparisons of U.S. German and
Japanese Export Price Indexes.

Arranged by product and 1970 - date
date thereunder

Volume: One tape Accretion: None



Item 30.

Item 31.

U.S., Germany, and Japan Comparative Export Index
Documentation Book.

Arranged by procedure 1974 - date
Volume: One binder Accretion: Negligible

International Price Bulletin and Research Publication
Record Copy File.

Arranged by title and 1980 - date
date
Volume: Less than one Accretion: Negligible

cubic foot



OFFICE OF SURVEY PROCESSING OFFICES
CONCERNED WITH THE INTERNATIONAL PRICE PROGRAM (IPP)

IPP Procedures Section, OSP

Item 39. International Price Program Manuals Record Copy File.

Arranged by title and 1980 - date
date
Volume: Two cubic feet Accretion: Negligible

IPP Systems Support Section (SSS)

Item 48. 1IPP Data Dictionary File.

Arranged by title of 1981 - date
system involved

Volume: One cubic foot Accretion: Negligible



BLS, DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES

Office of the Assistant Commissioner, Division of

Item 94,

Item 95.

Item 96.

Item 102.

Industrial Prices and Price Indexes

Weighting and Related Methodology Historical Files.
Arranged by Subject 1938 - 1974

Volume: Three cubic feet Accretion: None
Producer Price Index Revision (PPIR Development Files).
Arranged by Subject 1976 - date

Volume: Two cubic feet Accretion: Negligible
PPIR Development Committee Files.

Arranged by Subject 1974 - date

Volume: Two cubic feet Accretion: Negligible
"Quality Quarterly" Newsletter Record Copy.

Arranged by date 1982 - date

Volume: Negligible Accretion: Negligible

Branches of Durable and Non-Durable Goods Industry Prices

Item 132.

Item 136.

Annual Motor Vehicle Quality Adjustment Press Release
File.

Arranged by date 1974 - date
Volume: One binder Accretion: Negligible
Durable Goods Special Price Index Issuances.

Arranged by index and 1970 - date
date thereunder

Volume: Six cubic feet Accretion: Negligible



Item 141.

Item 154.

Item 155.

Item 157.

Item 193.

Special Issuances on Producer Prices for Bituminous
Coal and Refined Petroleum Products.
Arranged by date 1975 - 1985
Volume: Two binders Accretion: None

Branch of Industrial Analysis and Control
Record Copy of Monthly Press Release "Producer Prices
Indexes"; and "Monthly Bulletin and Annual Supplement,
Producer Prices and Price Indexes."
Arranged by date 1944 - date
Volume: 17 cubic feet Accretion: One cubic foot
Tuesday Spot Market Index Publication Record Copy File.
Arranged by date 1946 - 1981
Volume: Less than one Accretion: None

cubic foot

LABSTAT Machine Readable Historical Producer Prices
Indexes.
Arranged by commodity 1947 - date

code or 4-digit

SIC numbers
Volume: Two tapes Accretion: Two tapes per

year
Branch of Service Industry Prices

Postal Price Indexes History Tables Printouts.

Arranged by date 1972 - date

Volume: About ten pages Accretion: Negligible



o ®

OFFICE OF SURVEY PROCESSING
DIVISION OF INDUSTRIAL PRICES AND INDUSTRIAL RELATIONS

Planning and Procedures Branch

Item 208. Record Copy of PPIR Directives - Manuals.
Arranged: (1) Manuals 1978 - date
alphabetically by title
and (2) Others by date
Volume: Four cubic feet Accretion: Negligible
Item 209. Record Copy of 4-Digit SIC Industry Product - Trans-
action Checklists - Industry Synopses and Related
Collection Forms.
Arranged by SIC Industry 1978 - date
Volume: Two cubic feet Accretion: Two one-inch
binders per
year
Item 210. Record Copy of PPIR Newsletters.
Arranged by date 1978 - date

Volume: Two binders Accretion: Negligible

Producer Price Index Revision System Service Staffs

Item 226. Data Dictionaries and Other System Documentation Files.
Arranged by system 1978 - date

Volume: seven cubic feet Accretion: Negligible



BLS, OFFICE OF FIELD OPERATIONS - NATIONAL

DIVISION OF FIELD COLLECTION ACTIVITIES

Branch of Industrial Price Programs and Process CPI Price Audit

Item 303. Record Copy of PPIR Operating Instructions.

Arranged primarily by 1978 - date
date
Volume: Two binders Accretion: Negligible

Item 307. Record Copy of International Price Program Operations

Memor andums.
Arranged by date 1977 - date
Volume: One binder Accretion: Negligible
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BUREAU OF LABOR STATISTICS
PROPOSED SCHEDULE

Cross Reference to the Disposition Authorities of
this Proposed Schedule to Existing October 1, 1971
Schedule NN170-100

OFFICE OF PRICES AND LIVING CONDITIONS

Office of the Associate Commissioner

The proposed Schedule covers these records under Items 1
through 6.

Only Item 1 of the 0ld Schedule NN170-100 appears appro-
priate. It relates to Items 1 and 2 of the proposed Schedule,
but is not completely obsoleted.

The remainder of Items 1 through 6 of the proposed Schedule
are not directly covered by NNI70-100.



OFFICE OF PRICES AND LIVING CONDITIONS
DIVISION OF INTERNATIONAL PRICES

The proposed Schedule covers this Division's records under
Items 7-39. 1Item 1 of the NN170-100 Schedule seems to be
somewhat applicable to Item 7 of the proposed Schedule, but
applies to other offices as well.

Sub-Item 45 of N170-100 appears to be obsoleted by Item 21
of the proposed Schedule. It does not appear that other items of
the proposed Schedule for the Division of International Prices
are directly covered by Schedule NN170-100.



OFFICE OF SURVEY PROCESSING (OSP)
ORGANIZATIONS CONCERNED WITH THE INTERNATIONAL
PRICES PROGRAM (IPP)

- IPP Procedures Section, OSP;
- IPP Systems Support Section (SSS); and
- IPP Data Services Section (DSS).

The proposed Schedule covers the records of these sections
under Items 39-73. Only the following Items appear to be
obsoleted by the proposed Schedule.

Schedule NN170-100 Proposed Schedule
Items 45a 54
Items 45b 59
Items 45f 63

No other items covering the records of these Sections appear
to be directly related to Items of Schedule NN170-100.



OFFICE OF PRICES AND LIVING CONDITIONS
STATISTICAL METHODS DIVISION

IPP Branch

The proposed Schedule covers the records of this Branch
under Items 74-86.

None of the Items of the proposed Schedule for this Branch
are directly covered in the Schedule NN170-100.



OFFICE OF PRICES AND LIVING CONDITIONS

Division of Industrial Prices and Price Indexes

The proposed Schedule covers the records of this Division
under Items 87-198. They are listed under the following
organizations:

- Office of the Assistant Commissioner (87-100).

- Quality Assurance Staff (101-108).

- Branch of Durable Goods Industry Prices and Branch of
Non-Durable Goods Industry Prices (109-147).

- Branch of Index Analysis and Control (148-169).

- Branch of Service Industry Prices (170-198).

Since the Schedule NN170-100 was developed in 1970-71, the
then Wholesale Price Index Program has been replaced by the
Producer Price Index Program and now by the Producer Price Index
Revision Program. In that period, major system changes have
occurred. During 1984, extensive computerization system changes
were completed and the few remaining aspects of the 0ld system
will be phased out in 1986. The o0ld Records Schedule,
primarily, reflects records pertaining to an obsolete system, and
very few records on hand were covered by that Schedule.
Possibly, some Wholesale Prices Program records under the
Schedule NN170-100 may be stored at the Washington National
Records Center.

Only the following Items appear to be somewhat related; but
are not obsoleted by this proposed Schedule.

Schedule NN170-100 Items Proposed Schedule
(These apply to other Offices as well)
1 87, 93
2b 94, 95, 96
9 97

The remainder of Items 87-198 of the proposed Schedule are
not covered by NN170-100.



OFFICE OF SURVEY PROCESSING
DIVISION OF INDUSTRIAL PRICES AND INDUSTRIAL RELATIONS

The records of this Division pertaining to its internal
management and its support of the Producer Prices Program are
covered in Items 199-267 of the proposed Schedule. They are
listed under the following organizations:

- Office of the Project Manager (199-204).

- Planning and Procedures Branch (205-220).

- System Service Staffs (221-244).

- Producer Price Indexes Program Data Support Staff
(245-264).

- Records Common to all IPIR Offices (265-267).

As a result of the extensive computer system developments
involving the Producer Prices Program, Schedule NN170-100 which
was issued in 1971 covers few of the records of this Division.

Item 1 of old Schedule NN170-100 appears to relate to Items
199, 200, and 202 of the proposed Schedule, but is not obsoleted
by them. In addition, Item 58a of the 0ld Schedule is obsoleted
by Item 252 of the proposed Schedule.

The remainder of the Items in the proposed Schedule for this
Division are not covered by the old Schedule NN170-100.



OFFICE OF PRICES AND LIVING CONDITIONS
DIVISION OF STATISTICAL METHODS

PPIR Branch

The proposed Schedule covers the records of this Branch
under Items 268-291.

None of the records of this Branch appear to be directly
covered by Schedule NN170-100.



OFFICE OF FIELD OPERATIONS - NATIONAL

DIVISION OF FIELD COLLECTION ACTIVITIES

BRANCH OF INDUSTRIAL PRICES PROGRAMS AND CPI
PROCESS AUDITS

The records of this Branch are covered under Items 292-319
of the proposed Schedule.

None of the records of this Branch are directly covered
under o0ld Schedule NN170-100.
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OFFICE OF PRICES AND LIVING CONDITIONS

a. Mission. To plan, direct, and manage a program of
price change measurement and consumer expenditure estimation for
the United States economy.

b. Functions.

(1) Administers the Bureau's program of studies and
reports on prices and living conditions, including: consumer
incomes, spending, savings and liquidity, housing conditions, and
cost of living; consumer, industrial, and foreign trade price
trends, price structures, pricing practices, and price
developments; and measures of inflation in the economy.

(2) Directs the preparation of material for
publication in the Consumer Prices and Price Indexes, Producer
Prices and Price Indexes, International Price Indexes, and
Consumer Expenditure Estimates, as press releases and other
sources; plans and prepares special reports and publications on
general price situations.

(3) Advises other Federal agencies, State and local
agencies, foreign governmental agencies, and private groups in
the United States on the measurement of consumer expenditure and
price change.

(4) Advises and consults with key Department of Labor
officials in planning and implementing the statistical and
economic aspects of their programs.

(5) Participates with the Commissioner in the
formulation of Bureau policy; serves on the Executive Committee.



OFFICE OF THE ASSOCIATE COMMISSIONER
OFFICE OF PRICES AND LIVING CONDITIONS

1. OPLC Associate Commissioner Program Direction Files.
General correspondence and related records maintained by the
Associate Commissioner for Prices and Living Conditions,
(formerly Assistant Commissioner) reflecting the executive
direction of the important prices and living conditions
statistics programs of the Bureau. The file consists of an
active segment reflecting the records created or accumulated by
the present incumbent, Kenneth Dalton, or brought forward from
the files of previous Assistant Commissioners such as John Layng
or Joel Popkin.

The file provides an overall reflection of the
administration of the various programs and projects carried out
by the Office of Prices and Living Conditions (OPLC). The file
contains the record copy of controlled policy correspondence
relating to OPLC programs, records pertaining to Office
participation in various committees or conferences or meetings,
such as the Business Research Advisory Committee or the Labor
Research Advisory Committee, and copies of various speeches or
articles of the Associate Commissioner or his predecessors.

There is also an inactive segment of the file
reflecting the two files accumulated or created by former
Assistant Commissioners of OPLC John Layng and Joel Popkin.

The file segments, whether active or inactive, cover
mainly program matters although some records are included
reflecting the Associate Commissioner's interest in budgetary or
other administrative or management matters.

The files are basically arranged alphabetically by
names or subject, and include an A-Z general correspondence
collection which contain the following: collections relating to
such major current or inactive programs as the Consumer Price
Index, the 1968-1976 Consumer Price Index revision program, the
Producer Price and former Wholesale Price Index Program, the
Continuing Consumer Expenditure Survey, Living Conditions
Studies, Family Budget Surveys, International Price Surveys,
Research into Price Indexes and Statistics, and the like;
collections reflecting speeches or articles of the Associate or
former Assistant Commissioners as well as their review of or
comments on various articles or speeches of other economists or
statisticians or their participation in various meetings and
conferences; and also collections covering the appearance of the
Associate Commissioner before various Congressional committees or
their submission of data for Congressional committees.



Retention Period. Permanent. Break file every five years
and bring forward active materials as required. Offer for
transfer to the Archives of the United States in blocks of
ten years when the most recent record is twenty years old.

2. OPLC Deputy Associate Commissioner Program Files.
General correspondence and related records maintained by the
former Deputy Assistant Commissioner, William Barron and by the
present Deputy Associate Commissioner, Robert Gillingham. At the
time of this writing, the Gillingham file is quite small and had
recently been established. It consists of white copies of
correspondence within OPLC for which Mr. Gillingham is included
in the distribution list as well as copies of recent articles
filed alphabetically by author.

The Barron files are in two segments and are inactive.
One segment reflects the responsibilities of Mr. Barron in the
overall office management or administrative area and covers from
1976-1981 in an A-Z break. It contains such topics as Personnel
Actions, annual leave, GAO audit of the CPI, Personnel Ceilings,
Merit Pay, Freedom of Information Act Index, Report of Family
Budget Committee, and OPLC History.

The second inactive segment reflects Mr. Barron's
responsibilities regarding the management of the Continuing
Consumer Expenditure Survey (CCES) and the Current Point of
Purchase Survey (CPOPS). It includes certain earlier files on
CCES of Assistant Commissioners Popkin and Layng dating from 1969
concerning the pretest and covers a span of years until 1980.
Folder headings include Sampling Specifications, Evaluation
Papers, Diary Research Topics, Organizational Memoranda, CCES
questionnaires, and a 1978-1980 folder on CPOPS. The file is
roughly alphabetical by headings, and consists of about one cubic
foot.

Retention Period.

a. Current File of Deputy Associate Commissioner. Destroy
when no longer needed for current business.

b. Management Segment of Barron File. Destroy when ten
years o0ld or when no longer needed for current
business, whichever is sooner.

c. CCES-CPOPS Segment of Barron File. Permanent. Combine
with Associate Commissioner Program Direction File for
accessioning to the Archives of the United States.

(See previous item.)




3. Budget Files. While certain of the general files of
the Associate Commissioner or Deputy Associate (Assistant)
Commissioner contain some materials on budgetary submissions and
execution, separate files on OPLC budgetary matters were also
maintained. Assistant Commissioner Joel Popkins maintained
binders and folders covering budgetary submissions for early
years, while a separate current budget file is also maintained
for the Office of the Associate Commissioner. This current file,
while covering the years from 1969 to the present concerns OPLC
budget submissions to the Bureau, Bureau Submissions, and also
contains headings for Congressional Budget and OMB Budget. File
is basically chronologically arranged, and consists of yearly
3-ring binders as well as standard folders of materials.

Retention Period. Destroy when ten years old, or when no
longer needed for current business, whichever is later.

4, Office Chronological File. Consists of a copy of
letters or memoranda signed by the Associate Commissioner or
prepared in the Office of the Associate Commissioner and
maintained in binders by date.

Retention Period. Destroy when five years old.

5. National Bureau of Economic Research Report Files.
Consists of a series of reproduced reports, many marked
"Preliminary and Confidential", issued by the National Bureau of
Economic Research reflecting the reports of various committees or
task forces or conferences sponsored by the NBER. Most reports
are from the period 1955-1956 and cover a wide range of economic
subjects. This collection was accumulated in the Office of the
Assistant Commissioner and is arranged alphabetically by name of
the principal author of the report.

Retention Period. Destroy when no longer needed for current
business.

6. Administrative Assistant Administrative File. This
file maintained by the Administrative Assistant concerns
primarily personnel matters of OPLC. The bulk of the file
comprises three segments of alphabetically arranged Notification
of Personnel Action forms and related records broken into the
three chronological batches.

Also included are training reimbursement form files for
OPLC personnel, copies of requests for personnel action, records
pertaining to time and attendance, materials on employee travel,
office copies of Earning and Leave Statement forms, requests for
overtime, noncontract air travel justification forms, SES



Appraisal records, Flexitime records, and records on other
internal administrative matters as assigned.

The Bureau record copy of these files is primarily
maintained by the Central Bureau Administrative offices.
Personnel name files appear to be covered by the Privacy Act.

Retention Period. Destroy when five years old, except that
Personnel name files shall be destroyed one year after
separation or transfer of employee.




DIVISION OF INTERNATIONAL PRICES

a. Mission. To direct studies of price competitiveness
and to develop and expand coverage of export and import price
indexes.

b. Functions.

(1) Conducts analysis and research in the conceptual
and statistical methodology used in the measurement,
interpretation, analysis, and reporting of export and import
prices and price indexes.

(2) Develops and expands the coverage of export and
import indexes and assesses the competitiveness of U.S. goods in
world markets. Certifies the compilation of such data and
validates it for release.

BRANCH OF EXPORT AND IMPORT PRICE INDEXES

Functions

(1) Develops and evaluates techniques of compiling
export and import price indexes and special indexes as needed.

(2) Develops weighting structures for export and
import price indexes.

(3) Advises other groups on the construction, use, and
limitations of export and import price indexes.

(4) Develops data system needs for export and import
price indexes and special calculations.

(5) Analyzes and interprets export and import price
indexes: prepares reports, releases, and special publications.

BRANCH OF INTERNATIONAL PRODUCTS AND SERVICES

Functions

(1) Conducts studies of market organizations, price
structures and trends, price practices and variances.



(2) Prepares reports on prices and price trends for
significant products and services.

(3) Selects items to be priced to represent signifi-
cant price trends and to meet the needs of users of price data.

(4) Develops technical specifications to be used in
obtaining price data. Classifies price data in accordance with
appropriate classification systems.

(5) Analyzes price data for representativeness and
significance.

(6) Provides technical guidance and assistance to
regional offices initiating export and import price reporters.

BRANCH OF INTERNATIONAL PRICE COMPETITIVENESS

Functions

(1) Prepares measures of the change in U.S. inter-
national price competitiveness for significant products and
services.

(2) Conducts studies and prepares reports analyzing
the measures of change in U.S. price competitiveness.

(3) Analyzes available foreign and domestic data and
selects items to be priced to assure compatability with foreign
products and services.

(4) Develops technical procedures and plans to be used
in preparing measures of price competitiveness.

(5) Advises other groups on the construction,
interpretation, and limitations of the measures of price
competitiveness.



International Price Progqram

Background

The International Price Program (IPP) provides indexes of
prices for U.S. exports and imports. The program grew out of a
longstanding need for accurate measures of price changes in the
foreign trade sector of the U.S. economy. The present program
began in 1967 when BLS began research on the feasibility of
export and import price indexes. This research resulted in funds
being allocated for the program in FY 1970.

Published U.S. Export-Import Price Indexes

U.S. export and import price indexes cover transactions in
nonmilitary goods between the United States and the rest of the
world. The export price indexes provide measures of price change
for U.S. products sold to other countries, and the import price
indexes provide measures of price change for goods purchased from
other countries by U.S. residents.

Export price indexes were first published in 1971 and import
price indexes in 1973. Data were collected annually for June of
each year until 1974 when collection and publication began on a
quarterly basis. Gradually, the program has been expanded. For
example, published coverage as of September 1975 accounted for
twenty-seven percent of the 1974 value of exports and six percent
of the 1974 value of imports. By 1984, published indexes
provided complete coverage of the value of U.S. exports and
imports. Data are collected from over 6,000 companies for more
than 14,000 products.

In addition to general indexes of prices for U.S. exports
and imports, indexes are also published for detailed product
categories of exports and imports. These categories are defined
by the 4-digit level of detail of the Standard International
Trade Classification System (SITC). The calculation of U.S.
export and import price indexes by SITC category facilitates the
compar ison of U.S. price trends and sector production with the
export and import price trends of other countries. 1Indexes are
not prepared for SITC categories with small values of trade.

The product universe of the export price indexes consists of
all products sold by U.S. residents to foreign buyers.
("Residents" refers to the national income account definition; it
includes corporations, businesses, and individuals but does not
require either U.S. ownership or U.S. citizenship.) The product
universe of the import price indexes covers all products



purchased from abroad by U.S. residents. The universe in the
case of each of these indexes includes raw materials,
agricultural products, semifinished manufactures, and finished
manufactures, including both capital goods (electrical machinery,
agricultural equipment, textile equipment, etc.) and consumer
goods (appliances, electronic equipment, clothing, etc.)

Price data are collected quarterly by mail questionnaire and
reporting is voluntary and confidential. 1In nearly all cases,
price data are collected directly from the exporter or importer,
although in a few cases, prices are obtained from brokers. Price
reporting by firms is initiated by a visit from a Bureau Regional
Office representative, at which time the reporting requirements
are explained verbally and in writing, and the selection of
products for which the firm will report price information is
made. No index is published in such a way as to reveal the name,
price, or price behavior of any respondent.

Information initially provided by a firm usually contains
data for the current and previous quarter. Subsequent current
prices are collected quarterly by mail. Telephone contact is
maintained, as necessary, each quarter with the person at the
firm who is responsible for providing the price information. 1In
addition, respondents are revisited periodically in order to
review reporting practices and requirements and to reselect
products for which prices are reported. Frequently during these
revisits, some products are dropped from further reporting and
new items are added.

Secondary data sources are used for certain products for
which other Government agencies collect export or import price
data from industry sources. For example, secondary source data
for crude petroleum imports are obtained from the Department of
Energy and for grain exports from the Department of Agriculture.

The U.S. export and import price indexes are published in
quarterly press releases. The releases contain tables with index
figures and a brief synopsis of price movements in broad product
categories during the current quarter. Beginning in 1982, more
comprehensive analytical articles have also been published semi-
annually in the Monthly Labor Review. 1In addition, the index
tables are available to the public in LABSTAT - described in the
below-listed records series.

In production of the indexes, the Division of International
Prices of the Office of Prices and Living Conditions serves as
the central program and controlling office, supported by the
Statistical Methods Division of the Office of Prices and Living
Conditions, the Office of Survey Processing, the Office of Field
Operations, and the BLS Regional Offices.



Periodic Unpublished International Prices Indexes

The Division of International Prices on a regular, periodic
basis provides unpublished export and import price indexes. They
are usually transmitted by letter, quarterly, to such addressees
as the Department of Commerce's Bureau of Economic Analysis
(BEA) , the Department of the Treasury, and the Special Trade
Representative. They may be available to others, on request.

These indexes are normally compiled by computer runs using
data in the IPP data base. Examples are: (1) the BEA index of
U.S. exports and imports with products categorized and sequenced
in accordance with a BEA product classification scheme; (2) the
Index of Prices of U.S. Exports to OPEC countries; and (3) Index
of Prices of U.S. Exports to Japan.

Records involved vary, including copies of letters and the
index tables being included in the files of the Associate
Commissioner in the cases of U.S. exports to OPEC and U.S.
exports to Japan, and inclusion of time series index tables in
LABSTAT in the case of the BEA index.

U.S., German, Japanese Export Prices
Compar ison Index and Special Research Projects

Time series indexes, annually from 1973 and quarterly from
March 1974 to date, are maintained in a confidential data base
and are made available to the public in machine-readable format
through LABSTAT, and in printed format by Bulletin 2046, and
periodic updates to this Bulletin. These indexes provide
international price change comparisons for comparable categories
of products exported from the U.S. and Germany, and the U.S. and
Japan.

For each of the some seventy-one products covered at the
time of this writing, the following U.S.-Germany, or U.S.-Japan
comparative export price index data are shown: (1) U.S. export
price index in dollars, (2) Germany or Japan export price index
in national currencies, (3) Germany or Japan export price index
in dollars, (4) Ratio of export price indexes in national
currencies, and (5) Ratio of export price indexes in dollars.

The index is updated at irregular time periods by the
Division, and typically is revised at 4 or 5 year intervals to
reflect the periodic German or Japanese revisions to their export
indexes.
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On occasion, the Division also undertakes special research
projects covering various aspects of international trade and
export and import prices.

7. Division Chief Program and Administrative Files. Files
consist of documents reflecting the Division Chief's direction of
the program operations and internal administration of the
Division.

Program operations papers have folder titles such as
Analytical Group for Trade Negotiations; American Statistical
Association (1978, 79, 80, 81); ARC Conference 7/79; Federal
Reserve Import List; Disaggregation Field Test; ICP/PPP
Compar ison Project; Deflator of U.S. Imports-Exports by BEA; TVA-
Summaries, Correspondence and Notes - Tax on Value added; and
UNCTAD Notes (UN Project, 1978). Some reference copies of
project and committee papers are included.

The administrative files pertain to such matters as
budget, computer costs, confidentiality of material, personnel
administration, property accountability, records holding reports,
printing, travel, utilization of staff time, and the like. Under
both program and administrative subjects are filed a mixture of
correspondence, reports, and reference materials. The file is
arranged alphabetically by subject title, generally, in one
continuous sequence.

Retention Period. Break file at least every five years and
bring active material forward. Destroy when five years old
or when no longer needed for current business, whichever is
later.

8. Division Correspondence Files. Consists of two sets of
copies of correspondence and other documents prepared in the
Division to be signed by the Division Chief, Associate
Commissioner or Commissioner.

Arranged by date. Official copies of communications
signed at higher echelons are filed at those levels. Some copies
of Division level communications are duplicated in the two sets,
and copies of some are also filed in the Division Program and
Administrative Subject Files.

Retention Period. Destroy when five years old.

*9, Personnel Name Files. File consists of Division copies
of personnel name files of current and former employees of the
Division, containing such documents as copies of SF 52's,

SF 50's, performance evaluations (appraisals), performance
standards, training requests and authorizations, requests to
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correct leave records, promotion recommendations, and the like.
Official file is maintained at a higher echelon. Such records
appear to be covered by the Privacy Act.

Retention Period. Destroy two years after transfer or
separation of employee.

*10. Time and Attendance Files. Consists of Division copies
of time and attendance, leave and earnings, and related flexitime
records pertaining to employees of the Division of International
Prices. Official records are maintained in the central BLS
Office of Administration. Such records appear to be covered by
the Privacy Act. Destroy when three years old.

Retention Period. Destroy when three years old.

11. Statistical Methodology Reference File. Consists of
reference copies of articles from publications discussing various
statistical concepts and methodologies. Arranged by name of
author, some of whom are members of the Bureau's staff.

Retention Period. Destroy when no longer needed for current
business.

12. 1International Trade Statistical Publications Reference
File. This file consists of copies of periodical statistical
publications by statistical offices of various foreign
governments concerning international trade. Printed in the
issuing country's language, the collection includes publications
from such nations as France, Japan, England, West Germany,
Sweden, Italy, Belgium, and the Netherlands and publications of
statistical offices of international organizations like the
United Nations, the Organization for Economic Cooperation and
Development, and the International Monetary Fund. Publications
of some U.S. Government agencies are also included (e.g.,
Department of Commerce and Department of Agriculture).

The publications are used by the Division staff for
research purposes.

Retention Period. Destroy when no longer needed for current
business.

13. 1IPP Technical Memoranda. To obtain uniformity of
survey operations involving three major headquarters offices and
BLS Regional Offices, detailed survey policies and procedural
instructions and specifications covering such technical matters
as scope of surveys, contacts with prospective and participating

12



quality controls and the like, are developed by the Division of
International Prices (DIP). The instructions are published as
Technical Memoranda and supplements, issued to BLS Regional
Offices by the Office of Field Operations after referral thereto
of the drafts developed and coordinated by the DIP. Typically,
DIP updates instructions as needed, including twice per year
issuances - one to revise instructions for the survey of export
prices and one for the survey of import prices. Related
materials are also in other procedural manuals developed by the
International Price Program Procedures Section within the
Division of Industrial Prices and Industrial Relations of the
Office of Survey Processing (see Item 39).

Retention Period.

a. Record copy. Permanent. Offer to the Archives of the
United States in blocks of five years when the most
recent publication is twenty years old.

b. Other copies. Destroy when no longer needed for
current business.

14. Word Processing Media File. Diskettes used in
preparation of documents such as correspondence and also textual
or tabular material for reports, or other presentations such as
papers for meetings, seminars, etc.

Retention Period. Scratch after all essential information
has been analyzed, tabulated, or presented in document form.

15. Branch Chief Program Direction and Reference Files.
The Division of International Prices is divided into three
functional branches. The small program direction and reference
files maintained by each Branch Chief varies, depending on the
individual's management techniques and program requirements.

These small files are oriented primarily to house-
keeping matters (e.g., correspondence reading files, individual
travel, internal procedures, budget materials, personnel matters,
and the like) and to program reference items. They include such
materials as extra copies of correspondence, printout listings,
field trip reports, copies of statistical tables prepared by
other U.S. Government agencies, newsletters, newsclippings,
internal procedures memos, and longhand notes.

Retention Period. Break file at least every five years and
bring active material forward. Destroy when five years old
or when no longer needed for current business, as
appropriate.
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l6. U.S. Export and Import Price Indexes Press Release
Record Copy. This file consists of record copies of press
releases of the results of the International Price Program
Surveys of U.S. Export and Import Prices. 1In addition to the
index tables, the press releases contain summary analytical notes
related to significant price index changes. While some issues
are missing, this file represents the most complete set of
published results of the surveys. The releases date from June
1971 to date.

Retention Period. Permanent. Offer to the Archives of
the United States in blocks of fifteen years when the
most recent publication is fifteen years old.

17. Other Press Release Copies Files. Extra copies of the
quarterly press releases, that announce the results of the
International Price Program surveys, are maintained for Division
staff reference purposes and for distribution, on request, to the
public and other Government offices.

Retention Period. Destroy when no longer needed for
current business.

18. Division Copies of Monthly Labor Review Articles.
Articles relating to the indexes of prices of United States
imports and exports are normally published twice yearly in the
Monthly Labor Review. This practice began in 1982. This file,
maintained by an assigned economist who prepares the articles,
consists of the Division's record copy of reprints of the
articles (two copies per issue). While copies of the complete
Monthly Labor Review issues are sent to the National Archives by
the Government Printing Office, this file contains a compilation
of such articles devoted solely to analyses of the U.S. import
and export price indexes. A separate file is maintained of the
quarterly press releases, but those issues contain less
comprehensive explanation of the indexes and trends (see Item
16).

Retention Period. Destroy when no longer needed for
current business.

19. Monthly Labor Review Articles Background Files. This
file consists of copies of press releases, news clippings,
industry analysts' notes, publications from other Government
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agencies (such as the Department of Commerce, Department of
Agriculture, and the International Trade Commission), data from
international organizations (e.g., the International Monetary
Fund and the Organization for Economic Cooperation and
Development), data from BLS staff and the like. Such materials
serve as reference and source material for preparing the twice
yearly Monthly Labor Review articles.

Retention Period. Destroy when two years old or whenever
all essential information has been compiled and issued, as
appropriate.

20. Export and Import Price Indexes LABSTAT Files. An
International Prices Program data base is maintained at the BLS
central computer facilities (see Item 44). On a quarterly basis,
this data base is accessed directly by the BLS Office of
Technology and Operations to update the LABSTAT Export and Import
Price Indexes files, which are comprised of upwards of 400 time
series.

Export and import price indexes are available on a
quarterly basis, beginning in June 1974 to date. For earlier
years through 1973, index series for June of each year beginning
in 1964 for exports and 1967 for imports are also available for
varying numbers of products. The data are classified by the
Standard International Trade Classification (SITC) (1974 -
Revision 2) and within the SITC divisions contain: export price
indexes, percentage changes in export price indexes, import price
indexes, and percentage changes in import price indexes.

Additional data sets include the Bureau of Economic
Analysis (BEA) price indexes of U.S. exports and imports which
are sequenced by the BEA end-use product classification scheme.
These files provide a research source for economists in deflating
the Gross National Product. BEA indexes are compiled quarterly
and date from 1977 to date; but not all product categories are
covered in the early years.

System documentation consists of the LABSTAT Users'
Guide, the LABSTAT Series Directory, and other related program
guides as required.

Retention Period. Permanent. Offer for transfer to the
National Archives of the United States when thirty years
old, or upon termination of the program and cessation of
active references, or at mutually agreed-upon time periods,
as appropriate.
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*21. Export and Import Prices Company Files. Consist of
case folders on upwards of 6,000 companies who report import and
export data to BLS. Folders are included for companies who
formerly reported data as well as companies which were contacted
for possible inclusion in the reporting cycle sample but which
were excluded and never became reporting sources.

Contents relate to the company's participation and
include such documents as: correspondence; interview or contact
form reports by BLS regional representatives; company information
such as its annual or quarterly reports and products brochures;
work sheets and longhand notes by Division staff; and the like.

In addition to the active folders, the file contains
inactive (as regards reporting) company folders which are
referenced in the process of developing changes to the survey
sample.

Retention Period. Destroy five years after the company goes
out-of-business.

*22, DIPALL Machine Listing of Companies. Consists of
machine printout listing data pertaining to all establishments
(companies) which are reporting import or export price data to
the Division, or have in the past, as well as establishments
which have been visited for possible addition to the survey
sample but were not added.

The list contains such data as the name and address of
the companies, categories of products, and the status of the
companies' participation in the survey. Arranged alphabetically
by company name, it serves as quick cross-reference to the Export
and Import Prices Company Files (Item 21) and is updated as
needed, approximately quarterly.

Since the list identifies survey respondents, it is
handled with confidentiality and access thereto is restricted.

Retention Period. Destroy when replaced by an updated
listing, or when no longer needed for current business, as
appropriate.

*23. Exporter and Importer Samples Printout Listings. The
Division of International Prices is involved in maintenance of
the sample of companies who participate in the quarterly survey
by reporting export and import price data.

Annually but separately, the sample of export prices
reporters and the sample of import prices reporters are revised,
as some reporting companies are removed from the sample and
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others added and some changes made in the products reported on.
To perform its sample maintenance functions, the Division
receives such machine printouts as listings of companies to be
considered for possible contact, lists of companies to be
contacted by BLS Regional Offices for probable inclusion in the
samples, and after the sample is developed, listings of companies
included in the samples until the samples are revised.

Retention Period. Destroy when replaced or no longer needed
for current business, as appropriate.

24. Quarterly Industry Analytical Notes Files. This file
consists of copies of analyses prepared by Division industry
analysts pertaining to price index changes in assigned industries
by SITC groups/products. The analyses include data as to the
price change (per cent, plus or minus) and analytical statements
discussing the factors related to the changes. These analytical
notes are referred to the Branch of Export and Import Price
Indexes for use in preparing the quarterly press release of
international price indexes. They also serve as background
material for the annual Monthly Labor Review article.

Retention Period. Destroy when two years old or when no
longer needed for current business, whichever occurs sooner.

25. U.S. Export and Import Price Indexes History Tables
Printouts. This file consists of a copy (computer printout) of
U.S. Export and Import Price Indexes tables arranged by year and
Standard International Trade Classification (SITC) product
structure from single-digit to four-digit levels. Index tables
are provided from the year 1964 to date for exports and from 1967
to date for imports, although during the initial years only
relatively few products were covered.

From year-to-year, products were added and full
coverage of both imports and exports was achieved in 1984. The
same data have been published by periods in Monthly Labor Review
Articles (see Item 18) and, for the years 1975 to date, are
published in the Annual BLS Handbook of Labor Statistics in the
BLS Bulletin series. The same data are also maintained in the
International Price Program data base (see Item 44). The tables
are updated quarterly on a cumulative basis and the previous
quarter's copies are destroyed.

Retention Period. Destroy when replaced by a subsequent
updated printout listing.

*26. Survey Control, Processing and Reference Machine
Printouts. For the quarterly survey cycle, the Division receives
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machine printout listings that serve as internal control and
report development aids for members of the Division staff. These
include such listings as: reporting companies for which no
quarterly data have been received; nonreporting companies to
which follow-up mailgrams have been sent; missing prices;
reporting errors; office processing status reports; a reporter's
comments log of cumulative data on past contacts with individual
companies; error listings; concordance tables cross-referencing
the product codes for the Standard International Trade
Classification System as related to the Tariff Schedule of the
United States Annotated for imports and the Bureau of the Census
Schedule B for exports; and the like.

These documents are used for management control of the
survey progress and for industry analyst/economist review and
reference purposes in handling problems, contacting
reporting/nonreporting companies, and developing measures of
price changes. The listings are disposed of either after
replacement by updated versions, by return to the Office of
Survey Processing with instructions for data entry for
processing, or after the quarterly cycle is complete.

Retention Period. Destroy when replaced by updated printout
or when no longer needed for current business, whichever
occurs sooner.

*27. Quarterly Survey Data Final Printout Listings. The
Division of International Prices receives machine printout
listings that are used for managing the collection of data from
reporting companies, for processing of that data, and for
calculation of the price indexes for the IPP.

Most of these printouts are for survey control and
processing (see Item 26). Some, however, are final tables
reflecting the end results of quarterly data collection with
respect to such matters as specific products, sources of data,
and final index calculations. Examples are listings containing
data reported by respondents (Product Information Listings),
final index calculations (Final Production Index Calculations and
Aggregates), cumulative records of reporting company comments
when contacted (Reporter Comments Listing), and Reporter Address
Listings. Hard copy listings are normally retained only for
reference purposes during the following quarterly survey cycle
and then destroyed. Microfiche copies are also retained for
reference purposes for longer periods (see Item 28). The
listings are treated with confidentiality as many either identify
reporters or contain data that could lead to identification.

Retention Period. Destroy when replaced by updated listings
or when no longer needed for current business, as
appropriate.
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*28. Microfiche Files of International Prices Machine
Printouts. Used primarily for reference purposes by the Division
staff, these files consist of COM produced microfiche copies of
machine printout listings which relate to the activities of the
quarterly export and import price indexes cycles. The microfiche
contain such materials as data reported by respondents, the final
index run calculations, cumulative records of comments by
reporter companies when contacted, reporter companies' addresses,
product detail information, Bureau of Economic Analysis product
classified export and import indexes, OPEC export indexes, and
the like.

These data are also maintained in the International
Price Program data base (Item 44), and the end results of the
cycle -- the quarterly export and import price indexes -- are
published in quarterly press releases and are available in
LABSTAT. Most of these microfiche are considered as confidential
as the identity of respondents can be determined.

Retention Period. Destroy when all essential information
has been analyzed, tabulated, or published.

29. LABSTAT Segment on Comparisons of U.S., German, and
Japanese Export Price Indexes. Time series indexes, annually
from 1970-73, and quarterly from March 1974 to date, are
maintained in LABSTAT providing international price comparisons
for comparable categories of products exported from Germany,
Japan, and the United States.

These indexes are based on (1) the official export
price indexes for Germany and Japan, (2) specially constructed
U.S. export price indexes of U.S. export products that are
comparable to those of Germany and Japan, and (3) dollar per
Deutsche mark and dollar per yen exchange rates.

The data, while on a quarterly basis, are updated at
irregular intervals. Separate comparisons are made for U.S. and
German products, and U.S. and Japanese products. At the time of
this writing, comparisons were presented covering some
seventy-one manufactured products.

These machine readable data, in effect, duplicate the
coverage of the printed updates of the BLS Bulletin 2046, (1980)
"Compar isons of United States, German, and Japanese Export Price
Indexes."

At about four or five year intervals, the German and
Japanese export price indexes are revised to reflect a more
current base year, and other revisions are also made by those
countries, which require revisions to these LABSTAT series
compar isons.
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Retention Period. Permanent. Offer for transfer to the
Archives of the United States when thirty years old, or upon
termination of the program and cessation of active
reference, or at mutually agreed-upon time periods, as
appropriate.

30. U.S., Germany, and Japan Comparative Export Index
Documentation Book. The file consists of a three-ring binder
containing the various computer programs, format and coding
instructions, and other explanatory documentation materials
covering the processing of the data required to produce these
comparative German, Japanese, and U.S. export price indexes for
specified manufactured products. (See previous LABSTAT Item 29.)

Retention Period. Permanent. Offer for transfer to the
Archives of the United States when thirty years old, or upon
termination of the program and cessation of active
reference, or at mutually agreed-upon time periods, as
appropriate.

31. International Price Bulletin and Research Publication
Record Copy File. The file consists of the record copy of such
publications of the International Price Program as Bulletin 2046,
"Comparison of United States, German, and Japanese Export Price
Indexes", (1980); Bulletin updates and revisions; and any
published results of research products on international prices
not included in the Monthly Labor Review.

Retention Period.

a. Record Copy. Permanent. Offer for transfer to the
Archives of the United States in blocks of fifteen
years when the most recent record is fifteen years old.

b. All other published copies. Destroy when no longer
needed for current business.

*32. German-Japanese-U.S. Export Price Comparison Index Data
Base File. This disk file maintained at the Central Bureau
Computer Facility is maintained under the TOTAL Data-Base
Management System and other programs. The file covers the period
1970-date, and contains such data as: the German and Japanese
export price index data for various products inputted quarterly
from the official source publications issued by those countries;
specially constructed U.S. export price indexes of U.S. export
products comparable to those of Germany and Japan that are
developed by inputting data from the Division's export price
index data base and converting the data to be comparable to
German and Japanese export price indexes; and the following five
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index and percent change data for each export product covered --
(1) U.S. export price index in dollars, (2) German or Japanese
export price index in national currencies, (3) German or Japanese
price index in dollars, (4) Ratio of export price indexes in
national currencies, and (5) Ratio of export price indexes in
dollars. Also included are the various programs required to
process the index data.

The data base is considered confidential, as the U.S.
export product index data extracted from the Division's data base
can contain information involving three or less U.S. companies.
Prior to transmitting any index update data to LABSTAT, such
confidential data are eliminated.

While the German and Japanese official export index
data are entered quarterly, the updating of the entire index data
is only accomplished at irregular intervals, and revisions are on
a four-to-five year basis.

Once a month, a dump to one tape is made of the data
base to provide back-up as needed. From 1970-1973 data are on an
annual basis and from March 1974 to date data are on a quarterly
basis.

Retention Period.

a. Data base disk. Destroy when all essential data have
been analyzed, tabulated, or published, as appropriate.

b. Back-up tapes. Scratch after successful quarterly
input of data has been accomplished.

*33. Processing Files Relating to German-Japanese-U.S.
Export Product Comparison Index. The files consist of various
data sets on disk or tape at the Central Bureau computer center
and printouts maintained at Division offices and other records
reflecting such index processing operations as inputting data
into the system, review and edit of processing operations,
converting U.S. export index data to be comparable to German and
Japanese indexes, calculating various ratios and comparisons used
in the index, transmitting data to LABSTAT, distributing copies
of published index results to recipients, and the 1like.

Retention Period. Destroy when revised or made obsolete, or
when essential information has been analyzed, tabulated, or
published, as appropriate.

34. German-Japanese-U.S. - Export Comparison Index Source
and Related Reference Files. The file consists of monthly issues
of the official German and Japanese Export Price Index
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Publications as well as various articles, copies of documents,
tables, publications on exports of various countries on
international prices or trade or on statistical methodology. The
source. documents and many of the publications or articles in the
reference files are in Japanese or German. Included in the
background reference files is a subjective reference file of
former employee, John Suomela, as well as background materials on
system development and operation.

Retention Period. Destroy when revised or made obsolete, or
when no longer needed for curreat business, as appropriate.

35. Special Project - Research Files on International
Prices, Exports, Imports. On an irregular basis, various
research or special projects are undertaken covering particular
aspects of international trade, prices, exports, or imports.
Included are background records such as clippings, articles,
notes, drafts, publications, tabulations, and the like pertaining
to o0il prices and shipment of products to oil producing
countries; background materials such as translations of Japanese
newspaper articles and related records pertaining to an analysis
of the relationship of the government of Japan to Japanese
industry and Japanese trade practices; copies of data and
background materials relating to furnishing information for the
UN-OECD - World Bank Purchasing Power Parity Project; manual or
machine listings of special tabulations prepared in response to
requests; and other on-demand special analyses or tabulations as
required.

Retention Period. Destroy when essential information has
peen ana}yzed or.tabulated, except those projects that
involve information covered by other items of this Schedule.

Records Common to All Division Offices

*36. IPP Intermediate Printouts, Job Runs, Worksheets. 1In
carrying out the IPP, economists or other program personnel
obtain various intermediate printouts, Jjob runs, or worksheets as
part of the computer processing of the international price
indexes issued by the Division.' These machine-produced listings
can involve such initiation or repricing operations in the index
production cycle as developing and maintaining the sample
registers of reporting companies and the related information on
export or import products to be priced; collecting, analyzing,
and tabulating the pricing data on a quarterly basis; calculating
oreliminary or final indexes; and issuing the final index data in
press release or other formats. Also involved are listings
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concerning answering of requests for information, special runs,
runs involving developing the various computer systems involved
or in improving the processing methodology, and the like. Such
listings in this item are not covered by any other items of the
IPP of the Schedule listed above.

Retention Period. Destroy when essential information has
been analyzed, tabulated, or published, or when superseded
or made obsolete, as appropriate.

37. 1IPP Technical Reference Working Files. These are extra
copies, printed materials, working papers, copies of
instructional manuals, and the like, which are maintained by the
economists or other program personnel of the Division concerned
with the IPP program covering their assigned areas of work as
well as computerized operations and statistical procedures and
methodology.

Retention Period. Destroy when superseded, no longer needed
for current business, or when made obsolete, as appropriate.

38. 1IPP Intermediate Machine Processing Files. Consists of
processing tape or disk files of the IPP program as defined by
General Records Schedule 20, such as work files, test files,
input source files, intermediate input/output files, valid
transaction files, and the like covering machine readable records
not specifically listed under the Schedule items above for the
International Price Division. (See page 179 of this Schedule.)

Retention Period. Apply the retention periods of GRS 20--
Part II, Items 1 through 14, as applicable.
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OFFICE OF SURVEY PROCESSING OFFICES
CONCERNED WITH THE INTERNATIONAL PRICE PROGRAM (IPP)

IPP PROCEDURES SECTION, OSP

The IPP procedures staff works with other IPP offices to
formulate and document standardized procedures for all activities
relating to the IPP. Although the Section does not write all the
procedural documents used in the IPP, it reviews all procedures
to ensure that they are consistent and error-free.

User guides and written documentation of system methodology
are essential because of the diffusion of the tasks involved in
generating the import and export price indexes among such offices
as: the Program Office (Division of International Prices (DIP));
the Data Services Section of OSP (DSS) which is responsible for
activities relating to the processing of the indexes and the
introduction of newly initiated products into the data base; the
Systems Support Section of OSP (SSS) which is responsible for
systems design and programming and data base management; the
Statistical Methods Division of OPLC which is responsible for
sampling and methodology; the Office of Field Operations which is
responsible for scheduling Regional office activities,
headquarters-regional relationships, and issuing all instruct-
ional issuances and supplies to Regional Offices; and the
Regional Offices and the Regional Representatives which are
responsible for finalizing samples and the initial pricing of
products.

The manuals and written procedures of this Section provide
the necessary uniform approaches to generating the IPP indexes as
well as the written explanatory documentation of the systems and
methodology involved. Through review of Regional Office suggest-
ions for procedural revisions (Form SO-608), and through contacts
with the various headquarters offices involved, the Section keeps
abreast of necessary procedural changes in order to update
manuals and procedures as required.

The Section also designs or participates in the design of
forms for data collection, data entry, and data correction. 1In
addition, if a form is designed for use outside the Bureau, the
Section prepares the required clearance requests for approval by
OMB. It also acts as liaison between DSS and the Office of Field
Operations in maintaining a sufficient supply of forms.

39, International Price Program Procedure Manuals Record
Copy File. The generation of the export and import price indexes
involves both program and support offices in the National Office
as well as Regional Offices. Various procedure manuals are
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prepared to provide uniformity in the steps of the processing
cycle for this diffused operation. The International Price
Program Procedures Section within the Division of Industrial
Prices and Industrial Relations, OSP, currently is responsible
for preparation of the required procedures manuals for the IPP as
well as for maintaining the record copy of the manuals.

The record copy of such procedure manuals is comprised
of three segments: (1) the original manual as drafted,
(2) various updates and revisions as required, and (3) the
current version of a revised Manual. 1In addition to formal
Manuals, on occasion, separate procedural memoranda are issued by
the Section covering such matters as printing of schedules,
quality assurance, and the like.

At the time of this writing, such manuals as the
following were issued or were nearing completion: the IPP
Collection Manual, the IPP Coding Manual, the "C" Form Manual
involving instructional communications between OSP and DIP, the
Sample Tracking System Manual, the Key Punch Manual, the
Automated Regional Tracking System Manual, and others as
required.

Manuals are arranged by title, with chronological
updates. 1980-to date.

Retention Period.

a. Record copy. Permanent. Offer for transfer to the
Archives of the United States in five-year blocks when
the latest issue is twenty years old.

b. All other copies. Destroy when no longer needed for
current business.

40. IPP Procedure Manuals Development Files. Consist of
accumulated reference and background materials pertinent to the
subject matter of a Manual being developed, chapter drafts,
planning records, reviewers' comments and suggestions, revisions
to original drafts, records pertaining to printing and
distribution of a Manual, proposals for future revisions and
suggestions, and periodic progress reports on the status of
manual development such as PAC II Progress reports, and the like.

Retention Period. Destroy when superseded, or upon
publication of a manual, as appropriate.
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41. 1IPP Procedure Manuals Word Processing Media File.
Consists of word processing disks involving the production of the
various IPP Procedure Manuals and updates or revisions thereto.

Retention Period. Destroy when no longer needed for current
business, or when revised or updated, as appropriate.

26



IPP SYSTEMS SUPPORT SECTION (SSS)

The IPP Systems Support Section of OSP designs and maintains
computer systems, subsystems, and programs which are necessary to
process the data from which IPP indexes are produced. SSS
maintains the IPP data bases, and provides DIP, DSS, and the
Statistical Methodology Division (SMD) of the Office with data
processing support. Such support involves the writing of
computer programs to meet specific needs, advising on the use of
computer systems in various applications, designing computer
systems or subsystems meeting IPP requirements, training
personnel in the use of CRT and other data processing equipment,
and other consulting or programming services.

SSS develops the Job Control Language (JCL) required to
process IPP computer programs on available data processing
equipment, and also ensures the security of the IPP data bases by
providing for disk-to-tape back-up at periodic intervals.

SSS works closely with the DIP program office and the Data
Services Section (DSS) in establishing requirements for new
programs or changes to existing programs for the IPP. Major
developmental design projects are usually undertaken by task
forces consisting of representatives of all offices concerned.
The major role of the SSS representative is to assist in
identifying requirements, to present alternative data processing
approaches, and to create a requirements document describing the
proposed system. SSS personnel also provide detailed explanatory
"walk-throughs" of proposed systems to the various users as well
as written systems descriptive documentation.

42. Branch Chief Administrative-Program Subject File. This
file of the Branch Chief for Survey Systems Support for the
International Price Program consists of correspondence, published
materials, machine listings, form records, extra copies of
administrative instructions and materials, project records, and
the like, pertaining to the internal housekeeping activities of
the Survey Systems Branch, such as personnel, travel, time and
attendance, and progress reporting. In addition, the file
contains records on International Price Program system
development and system revision projects undertaken by the
Branch. These files can include such records as various machine
listings, system requirements statements, flow charts, data
dictionaries, program listings, job control language for running
the programs, and the like.

Certain projects may result in development of new
computerized subsystems for the International Price Program or
revisions to existing systems, while other projects may be
dropped or closed out without significant changes being made.
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The file includes such folder headings as Personnel,
Travel, Computer Costs, Progress Reports, Repricing Study, OCR
Study, Quality Control, Data Base Requirements, and Schedule
Redesign. The Bureau record copy on administrative matters is
maintained by the Central Bureau Administrative Offices.

Retention Period.

a. Administrative File Segment. Break file every three
years, and bring forward active materials to the new
file. Destroy when three years old.

b. Project File Segment. Separate into active and
inactive project files. (1) If the completed project
has resulted in system initiation or revision, destroy
completed projects after the system involved is no
longer being used. (2) If the project is dropped or
results in no significant system changes, destroy the
inactive project files three years after cessation of
work.

*43, IPP-Sample Tracking System Data Base File. The Sample
Tracking System data base consists at present of some 350 tracks
on the same disk as the IPP production data base at the central
Bureau computer facility. The purpose of the newly installed
Sample Tracking System is to assure the quality of the various
product samples involved in generating the import and export
price indexes by measuring the response rates per products or
reporting establishments. This sample monitoring system informs
the Statistical Methods Division when the sample for certain
product groups has degenerated far enough to affect statistical
quality and will require the drawing of a new sample.

The data base contains all the sample information on
groupings of products and establishments for building of samples
sent to the Regions, and it keeps track of the response rate per
product group or reporting establishments to determine such
matters as the statistical quality resulting, or when
establishments drop out or products are discontinued, and the
like.

A daily dump of the entire disk contents to tape is
made for security or back-up purposes. Since individual
establishment data are involved, the file is considered
confidential. The data base is maintained under the RAMIS data
base management system.
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Retention Period.

a. Disk data base file. Scratch when essential information
has been superseded, or when such information has been
tabulated or analyzed, as appropriate.

b. Tape back-up files. Scratch when two weeks old.

*44,., Export-Import Price Indexes Production Data Base
Files. The export-import price indexes production data base
files contain the various data sets required to generate the
quarterly U.S. import and export price indexes and related
special international price indexes. The data base files
comprise some 4200 tracks of a private disk pack at the central
Bureau computer facility, and is maintained under the TOTAL data
base management system. For security or back-up purposes, the
contents of the data base are dumped daily onto a tape or
periodically into mass storage.

This disk data base consists at present of three master
files and twelve variable files. Master files contain the keys
or constants which are used to access data stored in the
associated variable files. The master files also contain the
physical location on the disk of the first and last record
containing the master file key on each variable file. Variable
files contain quarterly price data, price adjustment data (duty,
units of sale, discounts, etc.), and product description data.

There are four variable files, such as the final net
price file or the specifications file, associated with the "old"
master file; six variable files, such as the export or import
price files and the export or import price adjustment files,
associated with the product or "new" master file; and two
variable files, such as the currency file and the alias file,
associated with the Schedule "C" master file.

In effect, this data base contains the information on
export and import product prices necessary to calculate the
various indexes and data produced by the International Price
Program. These include the quarterly Press Release, "U.S. Export
and Import Price Indexes" and the special import and export price
indexes published at irregular intervals or transmitted by letter
to various governmental agencies, as well as the various import
and export price indexes included in LABSTAT (see item 20).

The data base is considered confidential as it contains
data that could identify individual reporting establishments.
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Retention Period.

a. Disk data base files. Scratch when all essential
information has been tabulated or analyzed, or when
superseded.

b. Tape back-up files. Scratch when two weeks old.

c. Mass storage back-up files. Scratch as superseded.

*45. Other IPP Data Bases Involved in Improving the Import
and Export Price Indexes Program. The managers of the
International Price Program are constantly seeking new approaches
to improve the Program. Typically, these concern development of
various monitoring or other computerized systems involved in the
IPP, such as the Sample Tracking System (see previous Item 43).
One such computerized monitoring system, the Automated Regional
Tracking System (ARTS), involving the maintenance of a data base,
is being developed at the time of this writing.

This developmental data base presently occupies some
800 tracks on a disk at the Bureau central computer facility, and
is maintained under the MANTIS data base management system.

The ARTS system is primarily a Regional Office workload
measurement system, and its data base will contain the reported
data from Regional Representatives on their activities in
developing samples and in collecting export and import product
pricing data from sampled establishments. When completed, the
system will provide for on-line progress reporting on the status
of the IPP activities of Regional Office personnel as well as
serve as a tool for improved scheduling of such activities.

As with other data bases, the ARTS system involves
periodic disk data-base back-up to tape for security purposes.

As required, other IPP improvement projects of this
type could be undertaken in the future, and could involve the
maintenance of a disk data base and periodic disk-to-tape or to
mass storage back-up.

Retention Period. Scratch when no longer needed for current
business.

*46. Microfiche Files of International Prices Machine
Printouts File. File consists of a set of COM-produced
microfiche copies of various of the machine printout listings
which relate to the processing cycles for generating export and
import price indexes. The microfiche covers such matters as
current final index calculations, product information by groups
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of products, product detail, reporter comments, sample data, and
the 1like.

The file is basically a reference file in convenient-
to-use format. (See Item 28.) The file is considered
confidential, as data can identify individual reporting
establishments.

Retention Period. Destroy when all essential information
has been analyzed, tabulated, or published.

47. 1IPP Computer Program Disk Files and Printout Library
Files. The file consists of a segment of the private disk at the
central Bureau Computer Facility containing the many source or
other programs involved in generating the quarterly import and
export price indexes and the other special import and export
price indexes. Daily disk-to-tape back-ups of the disk are
carried out for security purposes.

Also included at the headquarters office are hanging
binders containing machine printouts serving as a program library
documenting the machine-readable program disk files.

Retention Period. Destroy when superseded, or when no
longer needed for current business, as appropriate.

48. 1IPP Data Dictionary File. Data dictionaries serve as
the principal end product for documenting the IPP system design
work of the Branch. There are two types of these computer-
prepared listings, logical and physical data dictionaries. The
logical data dictionaries provide in a summary fashion and in
layman's language an explanation of the steps involved in a
proposed system. They are primarily used to explain to DIP
personnel and other requesters what a proposed system will
entail. The physical data dictionaries provide detailed
specifics as to the various steps involved in a proposed system
and are more of an internal development tool used by the
designers to understand the system and to identify the various
computer programs to be developed to implement a proposed system.

This record copy file consists presently of listing
sheet binders on shelving, arranged by title of the systems
covered. Certain binders can include flow charts or precedent
design statements reflecting the scheduling of the work involved
in the system design efforts undertaken by the IPP systems
support staff.

Retention Period. Permanent. Offer for transfer to the
Archives of the United States in blocks of ten years when
the most recent record is twenty years old.
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49. IPP System Problem-Solution Files. When users of IPP
systems, such as DIP program office personnel or DSS personnel,
are faced with problems during production runs, they request
assistance using problem statement forms which are sent to the
IPP systems support staff. These requests are logged in and a
Form 588 is prepared by the assigned staff member describing the
work involved in developing a solution to the system problem.
The file is maintained in three-ring binders.

Retention Period. Destroy when five years old.

*50. IPP System Data Management Files. The IPP systems
support staff receives periodically computer listing sheets from
the central Bureau Computer Facility on the amount of computer
storage space the various data sets of the staff occupy as well
as on the status of the data sets. These listing sheets are
maintained in binders and include such listings as those of the
IPP data sets maintained in the mass storage facility, the data
sets maintained on the disk, the data sets migrated to tape
storage, the data sets scratched, and the 1like.

The regulations of the central computer facility
require the migration of data sets from the disk to storage 45
days after no referrals are made to such data sets. Typically,
data sets migrated to tape storage are scratched about 18 months
after no referrals are made to them, while longer storage without
referrals is permitted for data sets stored on the mass storage
equipment.

In addition to such inventory listings on the status of
IPP data sets, the data management files include binders of
listing sheets documenting the TOTAL data base management system
applied to the IPP Production Data Base Files as well as listing
sheets reflecting the placement of data on the disk. The latter
files are used in attempting to have the most effective possible
use of available disk tracks in managing the data bases.

Retention Period.

a. Periodic data set status files. Destroy when two years
old.

b. Total Data Base Management Documentation. Destroy when
superseded, or when system is no longer used.

c. Periodic listings of disk space utilization. Destroy
when two years old.
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IPP DATA SERVICES SECTION (DSS)

The Data Services Section (DSS) is responsible for
activities relating to the processing of the quarterly IPP
indexes and the introduction of new companies, new reporters, or
new products into the IPP production data base.

Prior to the beginning of each quarter, DSS prepares a
detailed schedule of processing activities for the quarter, and
circulates it among the other offices concerned for review and
possible revisions. 1In conjunction with the Program Office (DIP)
during the quarter, DSS assists in establishing specific
deadlines and assuring adherence to the approved schedule. It
also works with the Planning and Procedures staff in ensuring
that the supplies of processing forms are adequate.

DSS prepares and mails out repricing schedules and maintains
logs covering the mailout and reporter response, as well as
maintaining other processing logs as required. The Section also
performs a clerical review of all repricing and initiation
schedules and codes data which must be keypunched or entered into
the data base. It corrects errors entered into the data base and
makes changes in the data base initiated by the Program Office.

DSS also plays an important role in introducing new
companies, new reporters, or new products into the production
data base by recording the initiation form data into appropriate
logs; entering and coding the initiation forms; entering the
product descriptions, address data and price data into the
production data base; and entering into the Sample Tracking
System data base the reports of establishment contacts by
regional representatives.

DSS also works closely with SSS and the Program Office in
identifying and resolving problems which arise during the
quarterly processing of indexes, and in assuring that the data
bases are maintained in a correct and current state.

DSS is divided into four organizational subunits. These
include: (1) a new company and special projects unit which
processes the initiation of new companies and new products into
the production data base (mapping), as well as entering the
establishment contact reports into the Sample Tracking System
data base; (2) and (3) an import and an export unit which mail
out and process their respective repricing schedules and code and
enter such schedule data into the production data base; and (4) a
computer technicians staff which controls the final entry of data
into the production data base, edits and reviews inputted data,
distributes machine printouts, and maintains liaison with SSS in
resolving processing problems.
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51. IPP-DSS Section Head Administrative File. The file
consists of the Section copy of such personnel records as forms
and related records concerned with employment status, employee
training, and employee evaluation as well as the Section copy of
employee time cards, flexitime logs, and related records.

Retention Period.

a. Personnel Records. Destroy one year after separation
or transfer of employee.

b. Flexitime and Time and Attendance Records. Destroy
when three years old.

52. IPP Current Quarter Selected Printout Listing Sheets.
The Section Head maintains copies of selected current quarter
machine run listing sheets on certain aspects of the IPP
quarterly production cycle in which she has an interest such as
key punch log listings, listings of missing prices, final index
run listings, and the like. Also included are listing sheets
from various runs in which problems occurred.

Retention Period.

a. Selected current quarterly listings. Destroy when
superseded by next quarter's listing.

b. Problem run listings. Destroy upon satisfactory
solution of the problem involved.

*53. New Company Price Initiation File. File consists of
"D" forms and product initiation schedules reported by new
companies, and, as required, product specification sheets or
copies of company address sheets. The file comprises primarily
source input documents from which DSS inputs the reported
information into the production data base, via terminals, or on
segments of initiation schedules, via keypunching. Arranged by
company number.

Retention Period. Destroy when two years old.

*54, Establishment Contact Report Files. The file consists
of reports of contacts by Regional Representatives, filed by the
particular quarterly sample symbols and by schedule number
thereunder, involved in visiting new establishments in a
sample. These reports are involved in monitoring activities of
the Regions in sample development work, and are presently entered
by the unit into the Sample Tracking System Data Base.

34



Retention Period. Destroy when two years old.

*55. IPP Data Base Change Source Document Files. The file
consists of various forms, such as "G" forms or "H" forms and the
like received from DIP requesting address change, or name or
number or other changes in the data base, to be entered by the
unit.

Retention Period. Destroy when two years old.

*56. IPP Initiation Printout-Listing Sheet Files. These
printouts, maintained by the various personnel of the Unit or by
the Unit head, reflect the various computer runs undertaken by
the Unit in initiating new companies. These operational
printouts reflect inputting data into the data base and include
such listing sheets as: quarterly mapping printouts, listings of
initiation runs, listings of Establishment Contact Reports,
quarterly address listing of all companies in the data base,
daily listing of new products or establishments mapped into data
base, listings of additions or changes to the data base, daily
listing of initiation "D" forms entered into the data base, and
the like.

Retention Period.

a. Listings of Initiation "D" forms and of Quarterly
Mapping Printouts. Destroy five weeks after close of
applicable quarter.

b. Other Listings. Destroy when superseded or when no
longer needed for current business, as applicable.

*57. IPP Initiation Change-Control Binders. These binders
contain computer-produced forms for summarizing or controlling
various activities of the Unit involving changes to the data base
or internal control use such as: company merge files, unit of
sale change files, change of industry analyst files, analyst data
set control file, new product mapping file, transmittal log file,
establishment contact report monitor file, and the like.

Retention Period. Destroy when superseded or when no longer
needed for current business, as applicable. None need be
filed in storage.

*58. IPP Initiation Printouts of Batch Runs-Change Updates
File. Printouts maintained in folders reflecting individual
batch runs in inputting data or change update actions.
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Retention Period. Destroy at end of quarterly cycle.

*59. IPP Export-Import Repricing Schedules Files. After the
keying of the information on repricing schedules received from
reporters for input into machine readable files, the schedules
are filed by company/reporter number, together with related
records.

Retention Period. Destroy when two years old.

*60. IPP New Product Initiation Schedules. After the new
product initiation schedules are mapped by the New Company Unit,
they are filed by company reporter number in the Export and
Import Unit files, together with related records as appropriate.

Retention Period. Destroy when two years old.

*6l. IPP Export-Import Coding "D" Forms Files. The DIP
sends certain instructions regarding inputting of data regarding
the initiation process on 588 D forms, and the DSS New Company
Unit completes the coding of the information on the form and
enters the data into the data base. The forms then are filed in
the Export or Import Unit files if they involve new products of
old companies or new reporters of such companies, and are
arranged by company/reporter number.

Retention Period. Destroy when two years old.

*62. IPP Export-Import Coding "C" Forms Files. The 588 "C"
form is used in communications between DIP and DSS to request DSS
to make some type of change or to take action on some initiation
or repricing matter. The DSS uses the form to transmit schedules
to DIP which could not pass the clerical review because of some
problems, and which require action by DIP analysts. Filed by
company/reporter number.

Retention Period: Destroy when two years old.

63. IPP Export—-Import Repricing Schedule Logs. Consist of
log sheets, such as (1) the daily file update log, recording the
receipt and status of Repricing Schedules received from reporters
used as a source document for preparation of printout on
repricing schedules. (2) The schedule control log reflecting
mail-out and receipt of repricing schedules. (3) The daily
transmittal log of problem schedules and transmittal between DSS
and DIP. (4) Such other control logs as are required.
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Retention Period.

a. Reporter file update log. Destroy after two processing
cycles, or whenever no longer needed for current
business, whichever is sooner.

b. Schedule control log. Destroy when one year old or
whenever no longer needed for current business,
whichever is sooner.

C. Transmittal log. Destroy after one processing cycle or
when no longer needed for current business, whichever
is sooner.

d. Other internal control logs. Destroy when no longer
needed for current business.

*64. IPP Repricing Schedule Control-Summary Printouts.
Consist of various machine printouts received for internal
control, review or edit, or for summarization or calculation
purposes such as: (1) new reporter address listings, (2) batch
run and change update listings, (3) daily all-reporter repricing
schedule printouts, (4) daily product keypunch control printouts,
(5) missing price locator listings, (6) production index
calculation printouts, and (7) non response listings for
mailgrams, and such other printouts as are required for these
purposes.

Retention Period.

a. New reporter address listings. Destroy when superseded
or revised.

b. Batch run change update listings, all reporter
repricing schedule printouts, daily product keypunch
control listing, missing price locator listings, non-
response listings. Destroy after one production cycle
or whenever no longer needed for current business,
whichever is sooner.

c. Production Index Calculation Printouts. Destroy when
one year old or when no longer needed for current
business, whichever is sooner.

d. Other control, edit, calculation, or summary
listings. Destroy when no longer needed for current
business.
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65. IPP Internal Work Load Summary Records. Consist of
various summary records such as job assignment sheets or weekly
work load schedule report summaries and the like used in
assigning work or monitoring employee production.

Retention Period. Destroy when no longer needed for current
business.

*66. IPP Microfiche Reference Copies. Microfiche reference
copies of various of the printouts involved in the IPP program
maintained by the units.

Retention Period. Destroy when one year old.

67. Computer Technicians Staff Control Logs. Consist of
such internal manual control logs as: (1) preprocessing batch
control logs (for data base update entry runs); (2) update data
sets log (for data base update entry runs); (3) requests for
computer services or reports of computer problems; (4) IPP
quarterly processing schedule actions; and (5) other internal
control logs as are required.

Retention Period. Destroy when no longer needed for current
business.

*68. IPP Data Punched Cards. Consist of punched cards
reflecting data collected during the latest completed IPP
quarterly survey cycle, punched from such source documents as
repricing schedules, initiation schedules, and coding forms.

They have been used for inputting data to update the
International Prices Program (IPP) computer data base. Cards are
considered confidential as their contents identify reporting
companies.

Retention Period. Destroy after verification of successful
entry of data or when no longer needed for current business,
as appropriate. (GRS 20, Part II, Item 3.)

*69. IPP Repricing Schedules Mailing Magnetic Tapes. The
IPP solicits and receives most quarterly repricing data used in
the survey by mail. The BLS central computer facility generates
magnetic tapes which contain mailing data produced from the IPP
data base. The tapes are used to print self-addressed, turn-
around schedules which the Data Services Section mails direct to
the reporting companies. Some forms are also sent to the
Division of International Prices and some to Regional Offices for
contact with reporting companies. During the next quarterly
survey cycle, the tapes are returned to the BLS central computer
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facility where that quarter's mailing data are written on them,
over the previous quarter's data. The data on the tapes are also
in the IPP data base.

During the quarterly cycle, similar magnetic tapes are
produced for reporting companies who have not mailed back the
schedules. These tapes are used to print follow-up mailgrams to
those non-responding companies.

The tapes are considered confidential as they contain
data that identify reporting companies.

Retention Period. Write over tapes after each quarterly
cycle. (GRS 20, Part II, Item 1l.)

*70. Microfiche Reference Copies of IPP Machine Listings.
The Computer Technicians Staff receives computer output
microfiche copies of selected machine listings related to the
International Prices Program (IPP). These printout listings
provide information for survey control and processing of survey
data. They include such listings as: data reported by
respondents, final index run calculations, reporter companies'
addresses, Bureau of Economic Analysis product classified export
and import indexes, OPEC export indexes and the 1like.

These data are also maintained in the IPP production
data base files, (Item 44), and the end results of the survey
cycle are published in the quarterly press releases and are
available in LABSTAT.

These microfiche are used by the Data Services Section
personnel for answering BLS questions and other internal data
processing reference purposes.

Retention Period. Destroy when no longer needed for current
business.
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RECORDS COMMON TO ALL OSP_ OFFICES INVOLVED
WITH THE INTERNATIONAL PRICE PROGRAM

71. IPP Intermediate Printouts, Job Runs, Worksheets. 1In
carrying out the IPP, program personnel obtain various
intermediate printouts, job runs, or worksheets as part of the
computer processing of the international price indexes. These
machine-produced listings can involve such initiation or
repricing operations in the index production cycle as developing
and maintaining the sample registers of reporting companies and
the related information on export or import products to be
priced; collecting, analyzing and tabulating the pricing data on
a quarterly basis, calculating preliminary or final indexes; and
issuing the final index data in press release or other formats.
Also involved are listings concerning answering of requests for
information, special runs, runs involving developing the various
computer systems involved or in improving the processing
methodology, and the like. Such listings in this item are not
covered by any other items of the IPP of the Schedule listed
above.

Retention Period. Destroy when essential information has
been analyzed, tabulated, or published, or when superseded
or obsoleted, as appropriate.

72. IPP Technical Reference/Working Files. These are extra
copies, printed materials, working papers, copies of
instructional manuals, and the like maintained by the economists
or other program personnel of the OSP offices concerned with the
IPP program, covering their assigned areas of work as well as
computerized operations and statistical procedures and
methodology.

Retention Period. Destroy when superseded, obsoleted, or no
longer needed for current business, as appropriate.

73. IPP Machine Processing Files. Consist of processing
tape or disk files of the IPP program as defined by General
Records Schedule 20, such as work files, test files, input source
files, intermediate input/output files, valid transaction files,
and the like covering machine readable records not specifically
listed under the Schedule items above for the OSP offices
concerned with the IPP. (See page 179 of this Schedule.)

Retention Period. Apply the retention periods of GRS 20,
Part II, Items 1 through 14, as applicable.
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STATISTICAL METHODS DIVISION
IPP BRANCH

The IPP Branch is responsible for the statistical support of
the International Price Program, including sample design and
maintenance, variance estimation, and quality control. Under
present procedures, some 6000 reporting establishments involving
some 14,500 products exported from or imported into the United
States are included in the indexes.

In order to maintain the required statistical quality for
the quarterly production of the IPP indexes, each year an export
and an import sample are drawn, and an appropriate number of
reporting establishments and products are included in the
samples. Under present procedures, it takes about four years to
cover all the many products included in the indexes. Research is
underway, however, to provide for across-the-board sampling of
all exported or imported products in the annual samples.

Under present procedures, the IPP Branch receives tapes from
the Bureau of Customs twice a year and from the Census Bureau
four times a year documenting transactions involving the
importing of products into the U.S. or the exporting of products
from the U.S. These transaction tapes serve as the source
documents of the Branch in developing sample frames from which it
selects, in cooperation with the Division of International
Prices, the reporting establishments and the grouping of products
to be included in the annual export sample and the annual import
sample. 1In addition, the Branch receives concordance tapes from
the Census Bureau providing cross references to the various
product classification schemes involved in the process.

While there are many detailed intermediate steps in the
cycle covering the production of an annual export sample or an
annual import sample after the determination of the sample
specifications and the receipt of the transaction source tapes,
the following appear to be major phases in the process:

(1) Copying and manipulating the raw data received to produce
export or import sample frames which provide data which are
retrievable by the reporting establishments or the grouping of
products involved, as well as other data such as the sample
strata; (2) Providing for uniform classification of products
using concordances; (3) Aggregating the data to develop the
dollar value of the products involved to provide sample weights
in product selection; (4) Selecting from the sample frame the
reporting establishments and the grouping of products within the
establishments of the sample; and (5) Transmitting the final
annual probability export sample and import sample to Regional
Offices through the Office of Field Operations for the final
selection of products and the collection of price data on those
products of selected reporting establishments.
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In addition, in order to monitor the application of the
sample, pertinent data on the selected establishments and
products are entered into the Sample Tracking System.

The inputting and manipulation of the data sets in the
sampling process is primarily disk oriented. Magnetic tapes are
used, however, as the medium for storage of the various files
involved. 1In order to monitor the detailed steps involved in the
drawing of annual export or import samples, the Branch receives
from the Central Bureau computer facility many voluminous machine
printouts reflecting the status of the sample production
throughout the entire cycle of the process. 1In addition,
printouts and other files are generated in carrying out variance
estimation, sample development and revision, quality control, or
other statistical activities.

*74. Current IPP Branch Program Subject File. The Branch
program subject file, consisting of correspondence and related
documents, is maintained under an automated indexing system with
the capability of finding records by subject, date, names of
persons or organizations, and, if required, by author's stated
purge date for each document. The file contains such non-
confidential documents, arranged basically chronologically by
alpha-numeric symbols, as internal management Division
memorandums, progress reports, sample design memorandums, reports
written by staff members covering sample system development or
revisions, correspondence from outside the Division, and the
like. It covers sample development and maintenance activities,
as well as other statistical operations such as quality control,
estimation, and the like.

As required, letter-size computer printouts are
generated providing finding aids to the file providing access by
subjects, author, receiver of the document, other names included
in a document, date of preparation, and by name of sender. While
no printouts have yet been generated, listings indicating the
author's proposed purge date can be issued for each document of
the file.

The automated file was established in 1981, and the
automated index and programs for operating the system are
maintained on a disk at the central computer center, with
automatic twice a week tape back up.

Retention Period.

a. Hard Copy. Destroy when indicated by document purge
date or when no longer needed for current business,
whichever is sooner.
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b. Machine readable records. Scratch when updated or when
no longer needed for current business, as appropriate.

75. IPP Branch Correspondence Chronological File. Consists
of yellow official copies of correspondence prepared in the
Branch, and occasional related incoming documents, filed by date.

Retention Period. Destroy when seven years old.

*76. IPP Branch Administrative Subject File. The file
consists of such documents as: (1) 1979-1980 machine printouts
reflecting various reports received from the central BLS
management information system covering staff utilization by
assigned projects; (2) bi-weekly flexitime logs for Branch staff
members; (3) copies of personnel action forms and evaluation
forms for Branch personnel, maintained by name of employee and
related administrative records as required. The personnel name
files are covered by the Privacy Act.

Retention Period.

a. Staff Utilization Reports, flexitime time and
attendance records, and related administrative
records. Destroy when three years old.

b. Branch personnel name files. Destroy one year after
separation of employee.

*77. 1Inactive IPP Branch Program Subject Files. The file
consists of two segments; one arranged by a 10-digit numeric code
number and the other by alphabetic subject headings, covering
sample development and application activities as well as
estimation and quality control. It covers the detailed
statistical approaches in preparing and applying periodic samples
and statistical methodology in collecting export and import
product price statistics from reporting establishments.

The file contains worksheets, notes, handwritten
drafts, manual handwritten tabulations, copies of correspondence,
copies of technical memoranda, and the like involved in the IPP
sampling program.

The implementing instructions for sample collection are
published in the IPP Technical Memoranda series issued to BLS
Regional Offices through the Office of Field Operations. (See
Item 13.)

Retention Period. Destroy when seven years old or when no
longer needed for current business, whichever is sooner.
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*78. IPP Sample Frame Tapes. From the Bureau of the Census
and the Customs Service, BLS receives computer tapes containing
U.S. export and import transactions data, respectively, for a
given year. The IPP export and import samples are drawn by the
Statistical Methods Division from data on these tapes. Duplicate
tapes are produced and BLS exporter and importer numbers as well
as other data added for processing in development of the
samples. Original tapes are normally returned to Customs or
Census or scratched.

Retention Period.

a. Original tapes. After transfer of data to BLS tapes,
return to source or scratch, as appropriate.

b. BLS tapes. Scratch when ten years old or when
essential information has been tabulated, analyzed, or
published, whichever occurs first.

79. Census Export and Import Concordance Tapes. Export and
Import Tapes (Item 78) received from the Bureau of the Census and
the Customs Service identify products by Department of Commerce
Schedule B or Tariff Schedules of the United States Annotated
product classification codes. Census also provides BLS,
annually, concordance computer tapes which are used to match and
assign SITC (Standard International Trade Classification) product
numbers to the export and import transactions. The IPP published
data are classified by SITC.

Retention Period. Scratch when ten years old, or when
essential information has been tabulated, analyzed or
published, whichever occurs sooner.

*80. IPP Aggregate Dollar Value Weight Tape Files. After
the BLS IPP Sample Frame Tapes (Item 78) are produced, subsequent
computer runs produce tapes which group transactions by
company. Total dollar trade figures are computed for each
company for its products. These figures are used for assigning a
measure of trade size (weights) to each company and its products.

Retention Period. Destroy when ten years old or when all
essential information has been tabulated, analyzed, or
published, whichever occurs first.

*81., IPP Final Sample Tape Files. Consist of computer tapes
used to print out the Regional Office Assignment Listings sent to
each BLS Regional Office for each export and each import
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sample. Comprising the probability samples, these identify each
establishment (with related product data) that the Regional
Office is to contact for possible inclusion in the IPP surveys.
The tapes are also copied to the Sample Tracking System disk data
base files (Item 43).

Retention Period. Scratch when ten years old or when
essential information has been tabulated, analyzed, or
published, whichever is sooner.

82. IPP Sampling System Computer Program Disk Files and
Related Documentation. Computer programs for inputting,
processing, and manipulating data to develop the export and
import samples are maintained on disk at the BLS central computer
facility. These program files include source programs, load
modules, job control language, sort programs, and the like. When
a sample development cycle is completed, these program files are
copied to tape. Hard copy printout listings are also maintained.

Retention Period. Destroy when superseded or when no longer
needed for current business, as applicable.

*83. IPP Sampling System Machine Printout Listings. Machine
listings are produced for such purposes as: analyzing and
manipulating secondary source data from other agencies;
evaluating suitability of including particular companies and
products in the probability sample; assigning weighting factors;
and providing preliminary and final Regional Office Listings.

These include such printouts as: (1) Concordance
Listings; (2) Tariff of the United States Annotated Check
Listings; (3) First Stage Sample Reports (summary data of the
number of establishments tentatively selected and numbers of
products in which companies have traded); (4) Establishments Name
and Address Listings; (5) Program Office Review Listings
(proposed reporting establishments with related product data for
review by the program office); (6) Second Stage Sample Reports
(similar to List (3), adjusted as the result of (4) and (5) and
Statistical Methods Division staff review); (7) Regional Office
Listings (assignment of potential reporting establishments with
related product data); and the like.

Intermediate listings not named above are covered by
Item 84.

Many listings identify companies that participate in
the IPP surveys and, therefore, are confidential.
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Retention Period.

a. Except for Listings (5) and (7). Destroy when ten
years old or when no longer needed for current
business, whichever occurs sooner.

b. Listings (5) and (7). Destroy when two years old.

*84, IPP Intermediate Printouts, Job Runs, Worksheets. 1In
carrying out the sampling activities for the IPP, the
statisticians and other program personnel obtain various
intermediate printouts, job runs, or worksheets as part of the
computer processing involved in their work.

These machine-produced printouts or listings can
involve: preliminary listings leading to the final export or
import sampling frames, intermediate runs involving the cross-
referencing of the various product classification systems
concerned, preliminary runs concerning the aggregation of data to
develop the dollar value of products for weighting purposes.
Intermediate listings relating to the final selection of
reporting establishments and product groupings within reporting
establishments, and the like.

Also involved are intermediate listings concerning the
development of improved sampling procedures, the monitoring of
the application of annual export or import samples, listings
concerning index estimation, variance estimation, quality
control, and other statistical activities. Such listings in this
item are not covered by the other items of this Schedule for the
IPP Branch.

Retention Period. Destroy when essential information has
been analyzed, tabulated, or published; or when superseded
or obsoleted, as appropriate.

85. 1IPP Technical Reference-Working Files. These are extra
copies, printed materials, working papers, copies of instruc-
tional manuals, and the like maintained by the statisticians and
other program personnel of the IPP Branch covering their assigned
areas of work as well as computerized operations and statistical
procedures and sampling methodology.

Retention Period. Destroy when superseded, obsoleted, or no
longer needed for current business, as appropriate.
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*86. IPP Sampling Intermediate Machine Processing Files.
Consist of intermediate processing tape or disk files pertaining
to the development or maintenance of IPP samples, as defined by
General Records Schedule 20, such as work files, test files,
input source files, intermediate input/output files, valid
transaction files, and the like covering machine-readable records
not specifically listed under the other schedule items for the
IPP Branch. (See page 179 of this Records Schedule.)

Retention Period. Apply the retention periods of GRS 20,
Part II, Items 1 through 14, as applicable.
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DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES
OFFICE OF PRICES AND LIVING CONDITIONS
BUREAU OF LABOR STATISTICS

a. Mission. To direct studies of producer and industrial
prices and the development of producer price indexes.

b. Functions.

(1) Conducts analysis and research in the measurement,
interpretation, and reportings of prices and price trends at the
industrial or primary market level.

(2) Develops industry price indexes and related
wholesale price data principally disseminated in published format
as the Producer Prices and Price Indexes. Certifies the
compilation of such data and validates it for release.

(3) Develops new improved measures of industrial price
change, designs; directs and interprets surveys to estimate these
measures.
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OFFICE OF THE ASSISTANT COMMISSIONER
DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES
OFFICE OF PRICES AND LIVING CONDITIONS

87. Division Administrative Subject Files. Administrative
files of the Division comprising correspondence, reports, forms,
and related materials arranged by subject, containing office
copies on such administrative matters as savings bonds, fund
campaigns, personnel, orientation and training, local
transportation, space, safety, cost reduction, equipment
requisitions and services, BLS progress reports, committees, and
similar housekeeping subjects of interest to the Division.

Retention Period. Break file every five years. Bring
active materials forward. Destroy when five years old.

88. Division Correspondence Files. Extra copies of
correspondence prepared in the Division, arranged by date.
Includes copies of communications for signature of such officials
as the Commissioner, the Associate Commissioner, and the
Assistant Commissioner.

Retention Period. Destroy when five years old, or when no
longer required for current business, whichever is later.

*89., Division Personnel Name Files. Consist of copies of
personnel name files of current and former employees of the
Division, containing such documents as copies of requests for
personnel action, notifications of personnel actions, performance
standards and evaluations, correspondence pertaining to leave,
employee address form, and the like. When an employee leaves the
Division, retained time and attendance records (Item 90) are
transferred to the individual's Name Personnel File. Official
files are maintained at a higher echelon. Such records are
covered by the Privacy Act.

Retention Period. Destroy one year after transfer or
separation of employee.

*90. Division Time and Attendance Files. Copies of bi-
weekly time and attendance records, including flexitime control
records, of Division employees arranged by date. When an
employee leaves the Division, the individual's time and
attendance records are transferred to the Division Personnel Name
File (Item 89).

Retention Period. Destroy when three years old.
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91. Division Travel Files. Consist of retained Division
copies of such documents as travel authorizations, reimbursement
vouchers, and related correspondence. Official files are
maintained at a higher echelon.

Retention Period. Destroy when three years old, or when no
longer needed for current business, whichever occurs sooner.

92. Word Processing Media Files. Consist of disks used in
preparing correspondence or other textual or tabular materials,
typically for publication or for issue as internal instructions.

Retention Period. Scratch when all essential information
has been analyzed, tabulated, or issued.

93. Division Program Direction Subject Files. Consist of
correspondence, reference materials, drafts of proposed
procedures, copies of news releases, newspaper clippings, and the
like related to program activities of the Division of Industrial
Prices and Price Indexes. The files include such subject folder
titles as Adding Machines, Agricultural Prices, Aluminum,
Automobiles, Correction Policy, Estimating Techniques, European
Statistics, Food, Jewelry, Key Punch, Lumber Prices, Price
Reporting, OMB Clearance Forms, Sampling Frame, 1982 SIC Manual,
Telephones, and the like.

Retention Period. Break file every five years and bring
active folders forward. Destroy inactive folders when ten

years old.

94, Weighting and Related Methodology Historical Files.
Major sample expansions and reclassifications of the Wholesale
Price Index (predecessor of the Producer Price Index) were
undertaken in 1952 and 1967. These files contain documents dated
from 1938 to 1974 relating principally to WPI weighting
methodology changes in 1952 and later years. They consist of
materials of such subjects as Weight Revisions--Brief History
(1959); WPI 1952 Revision; Weight Revision (papers dated 1973-
74); Concepts; Index Formula; Quality Changes; Implementation of
Study Group Recommendations; and the like. They comprise the
best available collection documenting the WPI methodological
changes in the period covered.

Retention Period. Permanent. Offer to the National
Archives of the United States when the most recent document
is twenty years old.
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95. Producer Price Index Revision (PPIR) Development
Files. During the mid-1970's the Office of Prices and Living
Conditions established an Industrial Price Revision (IPR)
Management Group to direct a project for overhaul of the
commodity based methodology. Several subgroups were formed,
including the Planning, Analysis, Control, and Evaluation (PACE)
Group, and Project Teams. Later, a development committee was
established (in 1982) as a successor to the PACE Group for
developing the PPIR industry sample recycling methodology and for
continuing other development activities as appropriate.

The project resulted in changes from the PPI-oriented
methodology to a revised statistical methodology for generating
industry-based price data and indexes structured in accordance
with the Standard Industrial Classification System (SIC).

These files consist of documents concerned with the
organization and management of the project (including team
charters); chronologies of its activities (minutes of the
Management Group meetings and periodic reports of the Development
Committee Teams); analyses of data sources for selected
industries; reports from field representatives; background and
project management files of the Assistant Commissioner, Mr.
Thomas Tibbetts; statements of requirements for components of the
PPIR; a copy of the Industry Analyst Handbook (a training
manual); and the like.

Development Committee files, located in the Branch of
Non-durable Goods Industrial Price Indexes, represent an
extension of the PPIR Development Files and should be combined
with them. (See Item 96.)

These files comprise the most significant collection
documenting development of the Producer Price Indexes Revision
System. They provide valuable source material to the Office
staff in their continuing development and refinement efforts.

Retention Period. Permanent. Offer to the National
Archives of the United States in 10-year blocks when the
most recent record is twenty years old. Screen files and
remove duplicate documents.

96. PPIR Development Committee Files. A Development
Committee was established in 1982 as a successor to the PACE
Group for developing the PPIR industry sample recycling
methodology and for continuing other development activities as
appropriate. Under direction of the Development Committee,
several teams were established with responsibilities for assigned
functional areas of the project.
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These files include materials pertaining to the
organization and management of the Committee and its subordinate
teams; progress reports from the teams concerning issues,
problems, and proposals; and team products such as statements of
system requirements (e.g., weighting, index calculations,
computer sub-files, computer listings, and non-response
adjustment precedures).

As these records document development activities as an
extension to the PPIR Development Files in the Office of the
Assistant Commissioner (Item 95), they should be combined with
these files.

Duplicate sets of some documents were maintained by
various analysts throughout the Division.

Retention Period. Permanent.

a. Record copy set. Combine with the PPIR Development
Files in the Office of the Assistant Commissioner (Item
95).

b. Other copies. Destroy when no longer needed for
current business.

97. Division PPIR Budget Files. Consists of reference
documents relating to the Division's budget formulation and
execution matters during the development and installation of the
revisions to the PPI System, 1977 to date of this writing.
Concerns such budgeting matters as plans, correspondence,
justification data, periodic reviews, and the like. Official
budget records are maintained at a higher echelon.

Retention Period. Destroy five years after completion of
installation of the PPI Revision System, or when no longer
required for current business, whichever occurs sooner.

*98. 1Inactive Motor Vehicle Quality Adjustment Files.
Consist of materials maintained by former Branch Chief Buford
Paschal, related to his direction of the WPI indexes for motor
vehicles. They include such documents as internal
correspondence, correspondence with manufacturers, reports of
plant visits by BLS Regional Office representatives, tables for
publication, meeting notes, and the like dated from 1962-1977.
Related files are maintained in the Branch of Durable Goods
Industrial Price Indexes: Item 134, Motor Vehicles Quality
Adjustment--Estimation Files. These files combined with the
section of the latter files for the period prior to 1979 are to
be transferred to the Washington National Records Center and
destroyed when the latest dated record is twenty years old
(1999).
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Retention Period. Combine with Item 134, Motor Vehicles
Quality Adjustment--Estimation Files for the period prior to
1979. Remove duplicate documents.

*99. 1Inactive File on Steel and Other Metals Pricing.
Consists of papers maintained by former Branch Chief Buford
Paschal. They include such materials as correspondence with
company representatives and statistical associations, notes of
meetings, tables from publications, and the like (dated 1964-
1966) . Related files are maintained in the Branch of Durable
Goods Industrial Price Indexes: Item 138, "Inactive Files on
Steel and Other Metals Pricing."

Retention Period.

a. Combine these files with the related file in the Branch
of Durable Goods Industrial Price Indexes. Remove
duplicate materials.

b. To the combined file, apply the retention period
prescribed for Item 138.

100. Technical Reference/Working Files. These are extra
copies, printed materials, working papers, copies of
instructional manuals, machine listings, and the like, used for
reference purposes in managing internal administrative
(housekeeping) and program matters.

Retention Period. Destroy when superseded, no longer needed
for current business, or when made obsolete, as appropriate.
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QUALITY ASSURANCE STAFF

The Quality Assurance Staff (QA) directs studies of the
price and price index programs of the Office of Prices and Living
Conditions to identify potential means of solving quality
problems and making improvements.

A team approach is customarily used for such problem-
solving and resolution, although the QA staff may initially plan
the project, design a proposed solution, implement the changes
with the functional office staff and then transfer control to
them. Teams, typically, may include personnel from the Program
Office (DIPPI), the Office of Field Operations, the Office of
Survey Processing, and the Statistical Methods Division, as well
as the QA staff.

Results may be changed or new procedures which are issued
through the appropriate Price Program system manuals. See Item
208, as an example.

The QA staff also provides the editorial functions for the
in-house newsletter, the "Quality Quarterly." This is not a
directive-type publication but is used for disseminating
information relating to the "Prices" quality assurance activities
such as summaries of reports, new developments, and miscellaneous
information on the subject of quality. Articles appearing in the
newsletter are contributed by BLS employees, and the contents are
intended for internal use only.

101. Quality Management Subject Files. Consist of documents
reflecting the activities of the Quality Assurance Staff in
identifying and resolving quality control needs for the Price
Index Programs. Include such materials as correspondence, intra-
office memos, flow charts, plans, reference materials, papers to
be presented at conferences, project reports, progress reports,
training materials, and the like. They concern such subjects as
the APPRISE System, American Society for Quality Control
Membership, BLS Management Recommendations, Conferences,
Estimation Problems, Flow Charts, PPI, CPI, Review Criteria for
DIPPI Frame Refinement, Non-Response in PPIR, Quality Assurance
Plans, Quality Assurance Reports, Frame Activities, and Sampling
Activities.

Retention Period.

a. General. Break file every five years and bring active
materials forward. Destroy when five years old, except
for b. Project Records, and c. Reference Materials.
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b. Project Records. (1) Project background supporting
records should be screened annually and destroyed when
no longer needed for current business. (2) Other
project records are to be destroyed when 10 years old
or when no longer needed for current business,
whichever occurs first.

c. Reference materials. Review at least annually and
destroy when no longer needed for current business.

102. "Quality Quarterly" Newsletter Record Copy. Consists
of a copy of each issue of the Newsletter beginning with its
first issue in April 1982. Arranged by date.

Retention Per iodeﬁm%wo
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103. Quality Newsletter Original Articles Files. Consist of
case folders for each issue, including such materials as a copy
of the published issue, drafts of articles received from authors
(BLS personnel), and processing check-lists.

Retention Period. Destroy when five years old or when no
longer needed for current business, whichever occurs sooner.

104. Quality Newsletter Distribution Copies. Extra copies
of issues of the Prices Quality Newsletter for responding to BLS
requests.

Retention Period. Destroy when no longer needed for current
business.

*105. Intermediate Printouts, Job Runs, Worksheets. 1In
carrying out the Quality Assurance Staff (QA) activities, QA
program personnel obtain various intermediate printouts, job
runs, or worksheets as part of the computer processing required
to support the price and price index programs of the Office of
Prices and Living Conditions. These machine- produced listings
pertain to such matters as: runs related to compiling and
analyzing data for QA studies; changes, errors, etc., involving
the various data bases; problem and analysis reports; as well as
other printouts for management review. Also involved are
listings concerning answering requests for information, special
runs, runs related to developing or improving computer systems
concerned, and the like. Such listings in this item are not
covered by other items of the Schedule listed above.
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b. Project Records. (1) Project background supporting
records should be screened annually and destroyed when no
longer needed for current business. (2) Other project
records are to be destroyed when 10 years old or when no
longer needed for current business, whichever occurs

first.

c. Reference materials. Review at least annually and
destroy when no longer needed for current business.

102. "Quality Quarterly" Newsletter Record Copy. Consists
of a copy of each issue of the Newsletter beginning with its
first issue in April 1982. Arranged by date.

Retention Period.

a. Record Copy. Permanent. Offer for transfer to the
National Archives of the United States in blocks of 15
years when the most recent record is 15 years old.

b. All other copies. Destroy when no longer needed for
current business.

103. Quality Newsletter Original Articles Files. Consist
of case folders for each issue, including such materials as a
copy of the published issue, drafts of articles received from
authors (BLS personnel), and processing check-lists.

Retention Period. Destroy when five years old or when no
longer needed for current business, whichever occurs

sooner.

104. Quality Newsletter Distribution Copies. Extra copies
of issues of the Prices Quality Newsletter for responding to BLS

requests.

Retention Period. Destroy when no longer needed for
current business.

*105. Intermediate Printouts, Job Runs, Worksheets. 1In
carrying out the Quality Assurance Staff (QA) activities, QA
program personnel obtain various intermediate printouts, job
runs, or worksheets as part of the computer processing required
to support the price and price index programs of the Office of
Prices and Living Conditions. These machine-produced listings
pertain to such matters as: runs related to compiling and
analyzing data for QA studies; changes, errors, etc., involving
the various data bases; problem and analysis reports; as well as
other printouts for management review. Also involved are
listings concerning answering requests for information, special
runs, runs related to developing or improving computer systems
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developing or improving computer systems concerned, and the like. Such
listings in this item are not covered by other items of the Schedule
listed above.

Retention Period. Destroy when essential information
has been analyzed, tabulated, or issued, or when superseded
or made obsolete, as appropriate.

106. Quality Assurance Technical Reference/Working Files. These
are extra copies, printed materials, working papers, copies
of instructional manuals and the like, which are maintained
by the QA program personnel covering their assigned areas of
work as well as computerized operations and statistical
procedures and methodology.

Retention Period. Destroy when superseded, no
longer needed for current business, or when
obsolete, as appropriate.

107. QA Word Processing Media Files. Consist of disks
used in preparing correspondence or other textual or tabular
materials, typically for publication or for issue of
internal instructions.

Retention Period. Scratch when all essential
information has been analyzed, tabulated, or issued.

108. QA Machine Processing Files. Consist of
processing tape or disk files of the Quality Assurance
activities as defined by General Records Schedule (GRS) 20,
such as work files, valid transaction files, and the like
covering machine readable records not specifically listed
under other schedule items. (See page 179 of this
Schedule.)

Retention Period. Apply the retention periods of
GRS 20-Part II, Items 1 through 14, as applicable.
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BRANCH OF DURABLE GOODS INDUSTRY PRICES
AND
BRANCH OF NON-DURABLE GOODS INDUSTRY PRICES
DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES
OFFICE OF PRICES AND LIVING CONDITIONS

BRANCH OF DURABLE GOODS INDUSTRY PRICES

Functions

(1) Conducts studies of the durable goods market
organizations, price structures, pricing patterns and price
variances to produce precise measures of industry input and
output, price changes, and commodity price movements.

(2) Classifies price data and develops weights in
accordance with established procedures and the Standard
Industrial Classification System.

(3) Selects items to be priced and represent significant
durable goods price trends and to meet the needs of price data.

(4) Develops specifications for sampling plans to be used
in obtaining price data.

(5) Analyzes data initiation results to verify adequacy of
collected data for program objectives.

(6) Conducts econometric research and directs necessary
data collection to perform quality adjustments.

(7) Prepares written analysis of current and historical

price behavior in each industry. Develops models of industry
behavior to support such analysis.

BRANCH OF NON-DURABLE GOODS INDUSTRY PRICES

Functions

(1) Conducts studies of the non-durable goods market
organizations, price structures, pricing patterns and price
variances to produce precise measures of industry input and
output, price changes, and commodity price movements.

(2) Classifies price data and develops weights in

accordance with established procedures and the Standard
Industrial Classification System.
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(3) Selects items to be priced to represent significant
non-durable goods price trends and to meet the needs of users of

price data.

(4) Develops
in obtaining price

(5) Analyzes
collected data for

(6) Conducts
data collection to

(7) Prepares

specifications for sampling plans to be used
data.

data initiation results to verify adequacy of
program objectives.

econometric research and directs necessary
perform quality adjustments.

written analysis of current and historical

price behavior in each industry. Develops models of industry
behavior to support such analysis.
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BRANCHES OF DURABLE AND NON-DURABLE GOODS INDUSTRY PRICES
DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES
OFFICE OF PRICES AND LIVING CONDITIONS

General

For organizational purposes, the Division of Industrial
Prices and Price Indexes (DIPPI) divides the various
manufacturing or mining industry products for which it generates
indexes between two Branches - one for durable goods and one for
non-durable goods. The allocation of products between the two
Branches is primarily based upon the Bureau of Census definition
that products with an expected lifetime of less than three years
are classified as non-durable, and products with a longer 1life
expectancy are considered to be durable goods.

Within this definition, both Branches are responsible for
the issuance of the commodity-based indexes of the Producer Price
Index (PPI--former Wholesale Price Index), and for the indexes of
the Producer Price Index Revision, known as the PPIR. The switch
to the revised statistical methodology for generating the
industry and product class, and other indexes of the PPIR began
in 1978. By mid-1986, PPIR indexes are expected to be available
for 488 mining and manufacturing industries. When this phase of
the revision is completed, the PPIR is expected to involve each
month some 90,000 productive and nonproductive price quotations
covering some 6,000 published product indexes of these
industries.

The former PPI being phased out, using its traditional
commodity-oriented methodology, generated some 3,000 commodity
price indexes arranged under a unique BLS numerical commodity
coding system. The PPIR, however, using its comprehensively
revised, industry-oriented, statistical methodology, will
continue to generate the same numerically coded tabular commodity
groupings and item price indexes of the PPI (Table 6) formerly
issued under the traditional PPI methodology, in addition to its
other types of indexes.

The PPIR is an industry-based index, with its primary
tabular industry-product class indexes being structured in
accordance with the Standard Industrial Classification System
(SIC). 1Its principal tabular presentation, "Producer Price
Indexes for the Net Output of Selected Industries and Their
Products" (Table 4), arranges the covered industries numerically
by 4-digit SIC codes, and the price indexes for the products of
each industry by the more precise 5- to 9-digit SIC
classification levels thereunder. As of 1985, Producer Price
Indexes also began to be published for industries aggregated at
the 2- or 3-digit SIC level.
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Detailed procedure manuals have been developed to reflect
the methodology and responsibilities of these two Branches, as
well as the other Branches of DIPPI, the various headquarters
support offices, and the Regional Offices all of which work
together in generating PPI and PPIR indexes.

The production cycle in these two Branches of DIPPI for
generating monthly PPIR indexes involves two major activities:
(1) Developing or recycling (redrawing) the sample segments to
identify the appropriate number of establishments or firms which
must report monthly the prices of their products for each of the
488 manufacturing or mining industries covered by these two
Branches for the PPIR; also initially receiving and entering into
the PPIR system data bases price quotations and other data from
such establishments within each industry; (2) Monthly repricing
or maintenance activities within the Branches required to review
the monthly price quotations received from reporting
establishments and to estimate and publish the various PPIR
indexes.

1. Industry Sample Development and Initiation of Industry
Reporting. Some 21 sample segments have been developed since
1978 to provide the appropriate number of establishments
reporting monthly prices for each of the 488 manufacturing and
mining industries covered by the Branches. At the time of this
writing, the samples for industries covered by 3 sample segments
are being redrawn to provide for up-to-date effective
establishment reporting.

Central to developing industry samples and initiating
of reporting by the establishments of an industry are the
industry studies carried out by the industry analysts
(economists) of DIPPI. Each Branch analyst under the direction
of a team leader is responsible for a specified number of
industries. Working with the Branch of Index Analysis and
Control of DIPPI, the support headquarters offices, and the
Regional Offices, the analysts carry out industry studies for
whichever of their industries are included in the development or
recycling of the sample segments being worked on.

An industry study is a developmental research effort
that culminates in the automated publication of producer price
indexes for the selected products of the industry. Each industry
has its own characteristics and special problems which must be
addressed during the study to fit its pricing reports into the
PPIR System and generate useful, accurate, and efficiently
produced indexes.

When a study is completed, the analysts and supervisors
of the Branches and the support headquarters offices will have
provided the Regional Offices with enough detailed information
descriptive of the industry and its products so that the Regional
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Representatives will know which establishments they should visit
to initiate reporting and be guided in selecting the particular
products of the industry for which price quotes are to be
reported.

In addition, the necessary information will have been
developed to guide the support office of Industrial Prices and
Industrial Relations (IPIR) in entering the required data on the
industry and its products into the PPIR computer system so that
the repricing and maintenance activities involving the monthly
publication of the industry producer price indexes can begin.

Such monthly repricing activities can begin after the
Industry Analysts and other DIPPI reviewers receive the initi-
ation quotes, obtained by the Regions from the establishments of
the industry, review and revise them, and approve the entry of
the establishments' reports into the computerized collection
system (data base), which serves as the initial point of entry
into the automated index publication system. This system, the
Automated Producer Price Revision Index System for Economists, is
known as APPRISE, and was placed into operation as of
November 1984.

2. Branch Monthly Repricing and Maintenance Activities.
Under APPRISE, the monthly repricing schedules are computer-
generated and mailed to the establishments by headquarters
offices. The returned routine schedules are entered into the
APPRISE Data Base by an Optical Character Reading System. Any
non-routine schedules are separated out and copies are sent to
the appropriate Branch Industry Analyst. After Analyst and other
DIPPI reviews, the reported schedule data are entered into the
APPRISE Data Base. From there, the monthly reported repricing
data are entered into the Estimation System (Data Base) which
automates the production of the monthly published tabular
industry-product indexes of the PPIR, as well as the commodity-
based indexes of the PPI including the Stage of Processing
Indexes and other Indexes.

Throughout this index production process, a heavy flow
of various types of machine listing sheets are sent to the
Industry Analysks or other DIPPI reviewers to keep them apprised
of the status of the industry reporting and index production
activities and of the status of the data maintained in the PPIR
computer files. Each Industry Analyst has his own terminal and
screen and has access to and can input data into the PPIR
computer files for his assigned industries. These files, however
are maintained by the Support Office of Industry Prices and
Industrial Relations (IPIR), rather than by DIPPI.
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Branch Records on the PPIR

The bulk of the records of these two Branches of DIPPI
are concerned with uniform types of index production processes
involving the carrying out of industry analytical studies and the
development of industry samples, the initiation of reported data
from the sampled establishments of the industries, the define and
enter activities concerned with inputting the collected data into
the PPIR system, the monthly repricing reporting processes from
the establishments, and the automated monthly production and
publication of the computer-generated tabular PPIR indexes.

These index data are published monthly as a Press Release,
"Producer Price Indexes"; and as a Monthly Bulletin and Annual
Supplement, "Producer Prices and Price Indexes"; as well as in
machine readable format in LABSTAT.

Special Branch Records

In addition to the basic uniform index-production-types of
records, various other types of records are maintained in the
Branches. These include: (1) program subject and administrative
files of the Branch Chiefs and the team leaders concerned with
supervision and review of industry analyst work and with their
roles in participating in various Bureau task forces concerned
with system development and design; (2) special collections
concerned with providing guidelines on quality adjustment
problems concerning industries with complex product
specifications such as motor vehicles, steel, electronic
equipment, heavy machinery, and the like; (3) collections
concerning special indexes or publications issued for certain
types of industries, such as those for motor vehicles, steel
vessels, refined petroleum products, and the like; (4)
collections concerned with reporting requirements for
conglomerates and other multi-SIC corporations which do not
conform to the standard 4-digit industry reporting procedures;
(5) collections concerned with developing higher SIC level
indexes; and (6) certain inactive collections pertaining to the
former WPI (PPI) indexes.

In addition, in the area of industries concerned with food
and agricultural product reporting, to avoid duplication of
effort, analysts of the Branch of Food and Farm Products of the
Division of Consumer Prices and Price Indexes are involved in
developing PPIR indexes for those industries. The team of this
Branch concerned with Producer Price Indexes carries out much the
same type of activities as those of the DIPPI teams, except that
the source data covering prices received by farmers are obtained
directly from the Department of Agriculture. The bulk of the
work of this team, however, involves standard-type producer price
index production.
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SUPERVISORY FILES COVERING BOTH BRANCHES

*109. Branch Chief Program and Administrative Subject and
Listing Sheet Files. The Branch Chief files for the Durable and
Non-durable Goods Branches cover both program and administrative
subject matters. The files of the Branch Chiefs consist of
Branch copies of correspondence; copies of industry study
documents involved in sample segment development or recycling;
records pertaining to Branch Chief supervision of teams and
industry analysts, such as weekly industry study progress report
listing sheets, work scheduling documents, personnel evaluation
documents, and the like; flexitime and time and attendance
records; records of committees or conferences attended; Branch
Chief travel records; transmittal records involving sending of
materials to IPIR or to SMD; copies of instructional materials
and guidelines for producer price reporting; materials reflecting
the participation of Branch Chiefs in various Bureau, Office, or
Division task forces or committees involving the development of
systems or various reporting procedures; selected listing sheets;
and the like.

Retention Period.

a. Program Records. Break files every five years and
bring forward active materials to new files as
required. Destroy when ten years old or when no longer
needed for current business, whichever is sooner.

b. Administrative Records. Destroy when three years old
except for (1) weekly industry study progress reports
which shall be destroyed when one year old and (2)
records on individual employees which shall be
destroyed one year after separation of employee.

C. Program Machine Listing Sheets. Destroy when
superseded or when no longer needed for current
business, as appropriate.

110. Branch Chronological Files. Files consist of binders
containing extra copies of memoranda or letters prepared in the
Branches arranged in chronological order.

Retention Period. Destroy when three years old.

*111. Inactive file of Former Branch Chief, Buford Paschal.
Consists of collected materials of former Branch Chief, Buford
Paschal, largely of a subject matter nature, covering both
program and administrative activities of the Branch and his
supervising of the industry analysts of the Branch. Much of the
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file concerns the development and maintenance of the commodity
indexes of the former Wholesale Price Index covering the motor
vehicles, metals, electrical and non-electrical machinery,
transportation equipment, and other industries or commodities
assigned to the Branch. The file also consists of various
published background materials on establishing indexes or
obtaining prices on these commodities and industries. Also
included are Branch copies of correspondence pertaining to
internal clearance within the Division of initiation or repricing
data obtained from reporting establishments and published in the
PPI or PPIR, as well as copies of correspondence to outside
organizations typically signed by the office head.

The file also includes handwritten work papers and
drafts of Mr. Paschal, handwritten notes of meetings of various
committees, folders covering various commodities or industries,
folders on personnel, travel, budget, flexitime, or other
administrative topics, extra copies of materials transmitted to
IPIR, some files on changes in automobile quality or
specifications as they affected the PPI or PPIR, 1975-1980, and
the like.

Documentation regarding guidelines for reporting, index
methodology, procedures, or policies, which may have originated
in the Branch, typically was forwarded for review by Division or
Office level officials or special review committees, and, as
such, would be reflected within higher echelon files.

Retention Period. Bring forward materials on motor vehicle
quality or specification changes or other current materials
as they affect the producer price indexes to appropriate
team leader files or Division files. Remainder--destroy
when screening is completed.

*112. Team Leader Program and Administrative Subject, and
Listing Sheet Files. Team leaders, as principal supervisors of
their respective industry analysts, maintain small program and
administrative subject files reflecting procedures followed,
personnel matters, and the status of the work being done. These
files include copies of price notes prepared by analysts for
possible use in narrative segments of monthly publications,
various periodic summary machine listings reflecting the status
of the estimation data base or indexes covering their assigned
industries, copies of press releases and special reports, extra
copies of internal correspondence, copies of personnel
evaluations, copies of progress reports, copies of various
regional end-of-survey reports or guidelines, and other
procedural memorandums pertinent to their responsibilities, and
the like. In certain instances, files are inherited from
predecessors.
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Certain team leaders have background materials, drafts,
working papers, clearance papers, and tabular records pertaining
to articles written for Monthly Labor Review or publication in
other economic journals, presentations, and the like.

See Item 126 for detailed description of team leader
industry study files.

Retention Period.

(1) Program and Administrative Files. Break files every
five years and bring forward active materials to new
files as required. Destroy when five years old or when
no longer needed for current business, whichever is
sooner, except that team leader copies of industry
studies or initiation documents shall be destroyed
after replacement by a recycling industry study.

(2) Program Machine Listing Sheets. Destroy when
superseded, or when no longer needed for current
business.

CENTRALIZED FILES COVERING BOTH BRANCHES

*113. Multi-SIC Industry Company Participation Files. Under
the PPIR, special handling is required for conglomerates or other
large corporations which involve multi-SIC industries.

Typically, the reporting by these establishments requires central
office clearance and special procedures. At present, some 40
corporations are considered as multi-SIC companies. Separate
folders are maintained for each company containing the
negotiation package to report as a multi-SIC company under the
program, correspondence with the companies, and background data
on the companies. The program for multi-SIC companies was
instituted in 1982.

Retention Period. Destroy when no longer needed for current
business.

114. Procedure Development Files, Multi-SIC Company
Program. Special guidelines and other procedural memoranda are
cooperatively prepared by the DIPPI industry analyst, the IPIR
personnel, and the Office of Field Operations for the multi-SIC
company program. Such procedures or guidance are formally issued
by the Office of Field Operations, as they involve Regional
activities.
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The files consist of drafts, clearance papers,
background materials, and copies of the guidelines or technical
memoranda.

Retention Period. Destroy drafts and superseded materials
after final issuance of procedures. Destroy DIPPI copy of
formal procedures when no longer needed for current
business.

*115. Multi-SIC Company Subdivision Identification Files.
The analyst responsible for identifying the various subdivisions
of Multi-SIC companies that will report under the program uses
various machine listing sheets and background records to aid in
identifying these subdivision reporting units. Such machine
listing sheets as the following would be included: the UI
(Unemployment Insurance) Universe Listings of Establishments, the
Weight Data Ba