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J une 1 9 8 5  

ADMINISTRATIVE HISTORY OF THE PRICE 
STATISTICS PROGRAMS WITH EMPHAS IS ON THE PRODUCER PRICES 

INDEXES (WHOLESALE PRICE INDEX) AND THE INTERNATIONAL 
(U.S . EXPORT-IMPORT) PRICE INDEXES 

Early History - Wholesale P rice Index (WPI} 

Even be fore the predece s sor organ i zat ion to the Bureau o f  
Labor S tat i s t ics became a Bure au i n  t h e  Depar tme nt o f  Commerce 
and L abor i n  190 3 ,  wor k  was unde rway in publ i sh i ng stat i s t i c s  on 
whole sale pr i ces , r e ta i l  pr i ce s , and the cos t of l i ving . The 
Whole sale Pr ice I nde x ,  howe ve r , was the olde st  cont i nuous sta t i s­
tical  ser i e s  publi shed by the Bureau , and one of the old e s t  i n  
the Fede ral Gove rnment .  

The or ig i ns of the Wholesale P r ice I ndex are a ssoc i ated w i th 
a r e solu t i on of the U . S .  Senate i n  1 8 9 1  ( the Ald r i ch Repor t ) , 
wh i ch author i zed the Senate Commi ttee on F inance to i nve s t igate 
the e f fects of the tar i f f  l aws " upon imports  and e xpor t s , the 
growth , deve lopmen t ,  produc t ion ,  and pr i ce s  of ag r icul tural and 
man u factured article s  at home and abroad . "  

Wholesale pr i ce f i gure s we r e  f i r s t  comp i led and publ i shed by 
the Bureau in 1 900 , cover i ng the pe r i od 1 8 9 0- 1 8 9 9 .  Beg inn ing i n  
1 9 0 2  whole s ale pr i ce data we r e  comp i led and pub l i shed annua l ly i n  
the Bureau ' s Bulle t i n  ser i e s  and a s  a r t icles  i n  the Mont hly Labor 
Rev i ew .  

I n  1 9 2 2 , spec i a l wholesale monthly pr i ce statements we r e  
pre pared and publ i shed about the 1 5th of t h e  month follow i ng tha t  
to wh i ch the data r e l ated . Mon thly pre ss releases we r e  a l so 
i s s ue d .  The whole sale pr i ce data i n  the e ar ly ann ual Bulle t i ns , 
i s s ued i n  Mar ch of each year , provi ded money quot at i ons and i nd e x  
numbe r s  for the commod i t i e s  cove r ed f r om 1 8 9 0  to the ye ar prece d­
ing the year of pub l i cat ion .  

The f i r st  Wholesale P r i ce I ndex pub l i shed on the base per i od 
1 8 9 0- 1 8 9 9  cove red about 2 5 0  commod i t i e s .  The present succe s sor 
Prod ucer Pr i ce s  I ndex (PPI),  be i ng pha sed out at the t ime of th i s  
wr i t ing , u s i ng its  t r ad i tional commod i ty-or i e nted methodolog y ,  
gene rated pr ice indexes cover ing some 3 0 0 0  commod i t i e s  ar r anged 
unde r  a un i que BLS numer ical  commod i ty cod ing sys tem . 

As o f  1 9 2 2 , the r e  was a Whole sale Pr ice s  Sec t i on i n  the 
Bu r e au ' s D i v i sion of S tat i s t i c s  that was respon s i ble for the 
i s s uance of the wholesale pr i ce stat i s t i c s . S epar ate Sec tions 
for Re ta i l  Pr ices and for Cost o f  L i ving S tat i s t ics  we re also i n  
the D i v i s i on o f  S ta t i s t i c s  i n  1 9 2 2  . 

- xvi i i  -
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Spot Market Price Index 

A s  ear ly as January 1 9 3 4 , at  the reque s t  of the Depar tment 
of the Treasury , BLS began the computation of a d a i ly wholesale 
commod i ty pr ice index ( the Spot Mar ket P r ice I nde x)  us i ng quot a­
tion s for some 28 sen s i t i ve commod i t i e s  at spe c i f ied mar kets . 
Th i s  I nde x was f i r s t  relea sed to the gene r a l  pub l i c  a s  of  Januar y  
1940 , w i th Aug ust 1 9 3 9  a s  base . 

I n  1 9 5 2 , the I ndex wa s revi sed to r e flect a s ample o f  2 2  
commod i t ies  at spec i f ied mar k e t s . In  1 9 6 9 , computat ion of  the 
Inde x was shi f ted f rom daily  to wee kly each Tue sday , and a s  of 
198 2 the I ndex was d i scontinued . 

Early Organizational Changes Involving Price s Statistics 

As of 1 9 3 5 , the Wholesale P r ice s  Sect ion o f  the S ta t i s t i cs 
Di v i s i on of the Bure au had been e levated to D i v i si on s tatus - the 
Whole sale P r ice s  Divi s ion - repor t i ng to the Comm i s s i oner of the 
BLS . Separate Di v i s ions we re al so es tab l i shed for Re ta i l  Pr ice s  
and for Cost o f  Liv i ng sta t i s t ic s . 

I n  the 1 9 4 0  organ i zat ion char t for BLS , B r anche s were higher 
in the organ i zat ional str uc ture than D i vi s i ons . That cha r t  ind i­
cated th at the ent i r e pr i ce s  s tat i s t ic s  prog ram o f  the BLS had 
been consoli dated w i thin  a Branch of Pr ice s and Cost of L iv i ng . 
Separ ate D i v i sions we re e s tab l i shed for Whole sale Pr i ce s ,  Reta il  
Pr ice s ,  and for Cos t  of L i v i ng sta t i s t ics . As of  1 9 4 2 , in add i­
tion to these three D i v i si ons , a Pr i ce An alys i s  D i v i sion and a 
Hi s tor ical S tud ies of War t ime Problems D i v i s i on had been included 
und e r  the B r anch . 

As of 1 9 4 6 , the Pr ice s and Cost of L iv i ng B r anch cons i s ted 
of an Ind ustr ial Pr ices D i v i s ion r e spons ible for the WPI and Spo t 
Mar k e t  Indexes as we ll as for collec t ion o f  U . S .  e xpor t  and im­
por t  pr ices stat i s t i c s ;  a Consume r s  P r i ce s  D i v i s i on ; a Cos t of 
Liv i ng D i v i s ion ;  a Gene ral  P r ice Re sear ch and I ndexes D i v i s i on s ;  
and a Branch Operat ions D i vi s i on . 

As of 1948 , the nomenc lat ure of the BLS organ i zat i onal 
st r ucture was reve r sed . D i v i si ons became the h i gher level in the 
str uc ture and branche s the subor d i nate level w i th i n  d i v i s ions . 
The s ame organi zation a s  in  1 9 4 6  was r e spon si ble for pr i ces  
st a t i s t i c s  except that i t  wa s now known as the D i v i s ion of  Pr ice s 
and Cost o f  L i ving w i th the same f ive subord in ate br anche s .  The 
Div i s ion Chief  at the t ime was Edwar d D .  Hol lande r ,  and due to 
budge tary r e str ict ions , the col lec tion of  U . S  e xpor t and impor t 
pr ice sta t i s t ics wa s d i scon t i nued • 
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Mr . Hollande r rema i ned a s  Ch i e f  of the P r ice s  and Cost of  
L i ving D i v i s ion unt i l  1 9 5 3 , when Ms . Dorothy B rady became C h i e f .  
From 1 9 5 6  to 1959  H . E .  Riley ser ved as D i v i s i on Ch i e f , f rom 1 9 5 9  
- 1 9 6 0  S i dney A .  Jaffe  served a s  Ch i e f , and i n  1 9 6 0  Arnold E .  
Chase became D i v i s i on Ch i e f .  

I n  1 9 6 2 ,  a tran s i t ional year , Mr . Chase was l i s ted i n  the 
Depar tme nt Te lephone Book a s  D i r ec tor for Pr i ce s  and L i ving 
Cond i t i on s .  Under h im we re D i v i s i ons  of I ndustr ial  P r i ce s  and 
Pr ice I ndexe s , Cons ume r Pr i ce s  and P r i ce Indexe s , L i ving 
Cond i t i ons  Stud ies , and Pr i ce Ope r a t i on s . 

I n  1 9 6 3 , the Te lephone Book i nd icate s  that D i v i s i on 
Direc to r s  had been des ignated a s  As s i s tant Bureau Comm i s s i one r s . 
Mr . Chase was l i sted a s  As s i s tant Comm i s sioner for Pr i ce s  and 
L iving Cond i t ions . I n  add i t i on to the four D i v i s i on s  i ncluded in 
1962 , an add i t ional D i v i s i on for Pr i ce s  and Index Number Re search 
had been e s tabl i shed . 

Industry (Producer)  Price Indexes 

The Whole sale Pr ice I ndex (WPI ) and the Spot Mar ket Pr ice 
Inde x we re based on reports  of  var i ous commod i ty pr i ce s ,  and the 
WP I was str uc tured in accordance w i th a un i que BLS numer ical  
commod i ty cod i ng scheme . In  1 9 6 1 , the National Bure au of 
Economi c  Re sear ch recommended to the Bureau of the Budget that 
BLS s hould i s sue i ndustry pr i ce i ndexe s structured i n  accordance 
with the S tandard I ndustr i al C la s s i f i cat ion sys tem ( S I C )  used in 
many of  the Fede ral Gove r nment ' s econom ic analy s i s  effor t s . 

Wh i le BLS in the 1 9 5 0 ' s  had prepared some i ndustry pr ice 
stat i s t ic s  i n  connect ion w i th spec i al proj ects , it i n i t i a ted i n  
196 2  the pre par ation and pub l i cat ion o f  i ndustry pr ice time 
ser i e s  for var ious i ndustr i e s  ar ranged i n  accordance w i th i ndus­
tr i e s  at the 4-dig i t  S IC class i f i cat ion level . Wi th i n  each 4-
d ig i t  S IC i ndustry cove red by the prog ram ,  product pr i ce i ndex�s 
asso c i ated w i th an i ndustry we re grouped , typically at the 5 to 
9-d i g i t  SIC level s ,  und er each i ndustry of  or ig i n .  Unt i l  197 8 ,  
such " I ndustry Sec tor Pr ice I ndexes"  we r e  der ived f rom data 
repor ted for the commod i ty-based Whole sale Pr i ce I ndex , and then 
conve r ted to the 4-d i g i t  S I C i ndustry class i f i cat ions w i th 
fur th e r  SIC subd i v i s ion of  pr oducts the reunder . 

By 1 9 7 8 , the Producer Pr ice I nde x Rev i s i on P rog ram (PPIR) 
had begun publicat ion of i ndustry pr i ce i ndexe s based on repor ted 
data f rom s ample s of 4-d i g i t  S I C  i ndustr i e s  and the i r  products . 
Also i n  1 9 7 8  the Whole sale Pr i ce I ndex (WP I ) name wa s changed to 
the P roduce r Pr ice I ndex (PP I ) . By 1 9 8 6 , i t  i s  planned to phase 
out all pr i ce repor t i ng for the commod i ty-based Produce r Pr i ce 
I nde x i n  m i n i ng and manufac tur i ng i ndus tr ies  and to pub l i sh ,  
based o n  the 4-d i g i t  S I C  i ndustry sample pr i ce repor ts , producer 
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pr ice i nde xe s (PPIR) cove r i ng some 4 8 8  4-d ig i t  S I C  m 1 n 1 ng and 
manufactur ing indus tr i e s  and the i r  a s soc i ated product s .  
Commod i ty pr i ce inde xe s w i l l  s t i l l  be pub l i shed , bu t by 1 9 8 6 i t  
is planned that they w i l l  be der i ved from repor ted pr i ce d ata 
obta i ned f rom 4-d ig i t  S IC i ndustry sample s and then conver ted to 
the un i que BLS numer i cal commod i ty c la s s i f icat i on scheme . 

Recent Organizational Changes Affecting 
the Price s Statistics Program 

By 1 9 6 8 , re spon s i b i l i ty for the ope r a t i ons i nvolved in pro­
ce s s i ng the pr i ce index s ta t i s t i c s  wa s transfe r red f rom the 
Divi s i on of Operat ions of the Of f i ce of Pr ice s and L iv i ng 
Cond i t i ons to a newly e s tab l i shed O f f i ce of Data Col lec t i on and 
Survey Ope r a t ions unde r Ass i s t ant Comm i s s i oner Robe r t  Pear l .  In  
19 7 2 ,  the name of th i s  Suppor t O f f  i ce wa s changed to O f f  i ce of 
Stat i s t ical Operations and Proce ss i ng under Depu ty Comm i s s i oner 
Thoma s  w. Gar r e t t .  

B y  1 9 7 9 , th is  O f f i ce w a s  known a s  the O f f i ce of S tat i s t i cal 
Ope r a t i ons unde r As s i s tant Comm i s s i one r W i l l i am E .  E i senbe r g . At 
that t ime , the re we re two D i v i s i ons i n  the O f f i ce re spon s i ble for 
pr i ce s tat i s t ic s  operat ions - a D i v i s ion of Indus tr ial  Pr i ce s  and 
Indus t r ial Re lations , and a D i v i s i on of Con sumer Pr i ce s  and 
Con s umpt ion Stud i es . Except for a change of the Of f i ce t i t le to 
Off i ce of Survey Proce s s i ng i n  1 9 8 3 , the nomenc lature for the two 
Div i s i ons for pr ices  s tat i s t i cs rema i n s  the same at the t ime of 
th i s  wr i t i ng .  

I n  the O f f i ce of Pr i ce s and L i v i ng Cond i t i ons , exce pt for 
the t r ans f er of the D i v i s ion of Ope rations , the same four 
Di v i s i ons as in 1963  we r e  in evidence in  1 9 6 8 , name ly - D i v i s ion 
of I ndustr i a l Pr i ce s  and Pr i ce Inde xe s , D i v i s i on of Con sumer 
Pr ice s and Pr ice Inde xe s , D i v i s i on o f  L i v i ng Cond i t ions S tud i es , 
and D i v i s i on of Pr i ces  and Index Number Re search . 

By 1 9 7 0 , Mr . Joe l Popk i n  had become Ass i s tant Comm i s s i oner 
for Pr i ce s  and L i v ing Cond i t i ons ( OPLC) replac i ng Mr . Chase w i t h  
the s ame subord inate d i v i s i ons . B y  1 9 7 4  Mr . w. John L ayng had 
become As s i s tant Comm i s s i one r . A new d i v i s i on had been added , 
the D i v i s i on of Internat iona l Pr ice I ndexe s , re spon s i b le for 
issu i ng the recently i naugur ated I nte rnat ional Pr i ce Inde xe s .  

I nternational Price Inde xes 

The I n te rnational Pr i ce Prog r am ( IPP) g r ew out of a long 
stand i ng need for ac curate meas ure s of pr i ce changes for U . S .  
expo r ts and impor ts . I n  the per i od imme d i a te ly a f ter Wor ld 
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War I I , BLS had begun collec t i ng data on U . S .  e xpor t and impor t  
pr ice s , but the prog ram wa s t erminated i n  1 9 4 8  because of  budg e t­
ary r e s tr i c t i ons . 

I n  1 9 6 1 ,  in a repor t of the Nat ional Bure au of  Economi c  
Re se a r ch , i t  was recommended that re sponsib i l i ty for comp i lat i on 
of U . S .  e xpor t and impor t pr i ce i ndexes be a s s i gned to a Fede r a l  
agency . BLS began research i n  1 9 6 7  o n  the feas ib i l i ty of r e i n­
troduc i ng e xpor t and impor t pr ice i nde xe s ,  and in  FY 1 9 7 0  fund s 
we re a l located for the prog ram .  

E xpor t pr ice i nde xe s we r e  f i r s t  pub l i shed i n  1 9 7 1  and impor t  
pr ice i ndexes in  1 9 7 3 . Data we re col lected annually for June o f  
each year unt i l  1974 , when collec t i on began on a quarter ly bas i s .  
By 1 9 8 4 , pub l i shed i ndexes provided complete cove rage of the U . S .  
expor t s  and impor ts . 

Current Organizational Str ucture for Price s Statistics 

By 1 9 8 3 , Mr . Kenneth Dal ton , who had replaced Mr . Layng as 
Ass i s tant Commissione r for P r ice s and L iv i ng Cond i t i ons , wa s 
named As soc i ate Comm i s s i oner for Pr i ce s  and L i ving Cond i t ions . 
In  add i t ion to the f i ve D i v i s i ons i n  the Off ice under Mr . Layng , 
a si xth D i v i s ion had been added , the D i v i s i on of  Pr i ce S tat i s­
t ical Me thod s .  In  add i t i on , Mr . Thoma s T ibbe t s , who he aded the 
Di v i s ion of Industr i a l  Pr i ce s  and Pr i ce I ndexe s ,  had been named 
Ass i s tant Commi ssioner , and Mr . John Ear ly had been named 
Ass i s tant Commissioner head i ng the D i v i s i on of Consume r Pr i ces  
and P r ice I nde xes. 

Othe r  O f f i ce s  d i rectly i nvolved in the Pr ice s I ndex programs 
include the Off ice of Sur vey Proce s s ing w i th i t s D i v i s ions of 
Industr ial Pr ices and I ndustr ial  Re l a t i ons and of Consumer Pr ice s 
and Consumpt ion Stud i es , as we l l  as the O f f i ce of  F i eld 
Ope r a t ions National w i th i ts D i v i s i on of  F ield Collec t i on 
Ac t i v i t i e s . 

Binder of Schedule 

Th i s  Schedule i s  pre sented in  a format re flect i ng the organ­
i z a t i on of the Bure au of Labor Stat i s t ic s  Of f i ce s  cove red as o f  
the t ime o f  th i s  wr i t i ng i n  1 9 8 5 .  I ts d i spos i t ion author i zat i ons 
w i l l  rema i n  i n  ef fect regardle s s  of any future organ i zat ional 
changes  in the BLS Off ice s  covered as long a s  the f i le s  descr ibed 
in i ts contents conti nue to accumu late and serve the same 
pu rpose • 
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EXPLANATORY STATEMENTS 

A.  Doc ume ntat ion o f  Sur ve y  Methodology . 

In connect ion w i th the Interna t i onal and Producer Pr i ce s  
Indexes , BLS sys tema t i cally documents the methodolog i cal ap­
proache s adopted in developing and i s s u i ng i ts survey data i n  the 
fol low ing manne r :  

1 .  Publ i sh i ng Explanator y Me thodo logi cal S tatements . A BLS 
Handboo k of Method s is pub l i shed and updated per i od­
ica lly to e xpla in  the s tat i s t i cal methodology used i n  
the var ious s tat i s t i cal prog rams o f  the Bure au , i nc lud­
i ng detai led e xplanat ions for the Produce r and Inter­
national Pr i ce Inde xes prog rams.  In add i t i on , Techn ic�l 
Notes  are included i n  the monthly "Produce r Pr ice s and 
Pr i ce Indexe s "  Bulletins  prov i d i ng methodolog ical  
e xplanat ions of Prod uce r P r i ce Inde xe s .  The record 
copies of such pub l i cat ions are l i s ted as permane nt on 
the Schedule to ensure the i r  appropr i ate pre ser vat i on .  

2 .  Ma i ntenance o f  Inte rnational S tat i s t ical and Procedu ral 
Manuals  and Techn ical Memor anda . Par t i cular ly i n  the 
Pr i ce Indexes prog ram ,  because of the i r  s i ze and com­
ple x i ty ,  and the dece ntr a l i za t ion of re spon s i b i l i ty for 
var ious parts  of the prog ram be tween prog ram and suppo r t  
Head qua r te r s  off  i ce s  and Head qua r t e r s  and Reg i onal 
O f f  i ces , g reat  empha s i s  i s  pl aced on the i s s uance of 
i nte rnal stat i s t ical and procedural manua l s  e xpla i n i ng 
methodology adopted . Such manua l  cove rage i s  e x te n s i ve 
i n  both the In te rna t i onal and Produce r Pr ice s Programs , 
and the y prov ide exce l lent doc umentat i on of deta i led 
procedure s used in  gene r a t i ng the se Inde xe s .  

The manual s  are cur rently ma i nt a i ned and upd ated by 
spec i al organ i zat i onal un i t s  r e spon s i ble for such tasks.  
They doc ume nt the un i form procedures c a r r ied out by the 
many d i f ferent o f f  ices i nvolved in i s su i ng the pub l i shed 
i ndexes  for the se prog rams . 

In add i t ion to the manua l i zat ion of the se stat i s t ical 
operations , spe c i a l pr ocedur al Techn i c al Memoranda are 
i s sued for the pe r i od i c or spec i al surveys of the se 
pr i ce prog rams , aga i n  prov i d ing fur ther docume ntat ion of 
methodology employed . The re cord cop i e s  of the se 
Manuals and Techn i cal Memorand a are l i s ted as permane nt 
on the Schedule to e nsure the i r  appropr i a te pre­
ser vat ion • 
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Al so ,  the Of f i ce re spon s i ble for the LABSTAT sys tem 
conta ining many of the permane nt machine re adable t ime 
ser i e s  results of the BLS surveys i s sue s  such manua l s  a s  
a User  Gu ide and a Ser i e s  D i r ec tory to as s i s t  u s e r s  o f  
LABSTAT mach i ne-readable record s .  

Documentat i on o f  ADP Ope r a t i on s .  The s uppo r t  o f f  i ce for 
the Internat i onal and Produce r P r i ce s  I ndexes Programs , 
the D i v i sion o f  Industr i al Pr i ce s  and Industr i al 
Re lat ions o f  the O f f  i ce of Survey Proce s s i ng provides  
deta i led doc umentation of the  computer i zed ope rations 
i nvolved.  

Such de tai led un i form ADP Sys tems documentat i on i s  
ach i eved through the i s s uance o f  compu ter-prepared data 
d i c t ionar i e s  and related documentat i on for each o f  the 
many compu te r i zed data base s or sys tems conce rned w i th 
the I nternat ional or Prod uce r P r i ce s I ndexe s prog r ams . 

The re are two type s of these data  d ict i onar i e s  - the 
logical or analys i s  of requ i rements d i c t i onar y l i s t i ngs , 
and the phy s i cal or deta i led d e s ign d i c t i onary l i s t i ng s .  
The log ical or analyse s  d i c t ionar i e s  descr ibe the pro­
ce s se s  in the system und er considerat ion and e xpla i n  
what a proposed sys tem w i l l  enta i l .  Togethe r w i th the 
log ical d i c t i onary l i s t ing , a sys tems an aly s i s  package 
can include such othe r document a t i on a s  d i ag r am s tate­
me nts such as da ta f low , data structure or data pro­
duc t ion d i ag r ams , record layouts , and the l i ke .  

The physical or d e s ign package prov ides  deta i led spe c i­
f i cs as to the va r ious steps i nvolved i n  a pr oposed 
sys tem . In  add i t ion to the phy s i c a l  data d ic t i on ary 
l i s t i ng ,  such a package could i nclude var i ous supple­
me ntal statements such as sys tem f low char ts  at the 
program level , data base d e s i g n  char ts , mach i ne test  
d i ag rams , and the  l i ke . 

The se doc umentary ADP sys tem pac kag e s  are l i sted a s  
pe rmanent o n  the Sched ule t o  ensure the i r  appropr i a te 
pre ser vat i on .  

B .  Long Term Tape Ma i n tenance . 

BLS w i l l  provi de requ i red ma inte nance procedure s to mac h i ne­
readable r ecords t r ansfer red to WNRC for a per i od o f  mo re than 
five year s storage . A not i f i cat ion sys tem w i l l  be e s tabli shed to 
ident i fy those stored BLS tape s need ing ma i ntenance procedu res  i n  
or der to comply w i th the requ i rement s  o f  4 1  CFR 3 6- 12 0 7  cover ing 
ma i n tenance 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 bes t physical condition which wil l  be a permanent record 
for eventual t rans fer to the Archives of the United States . 

D. Micrographic Publication S tandards . 

When microg raphic publications are to be acces sioned to the 
Archives of the United S tates in lieu of printed copies , the 
mic rofiche are to be prepared in acco rdance with 3 6  CFR 1 2 3 0 . 1 4 .  

-xxv-



• • 
BUREAU OF LABOR STATISTICS 

PROPOSED SCHEDULE 

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

I t em 1 .  

I tem 2 .  

BLS, OFFICE OF PRICES AND LIVING CONDITIONS 

Office of the Associate Commissioner, BLS 

OPLC As soc i ate Commiss ioner Prog r am D i rect ion F i le s . 

Arr anged Alphabe t i cally 
by Name or Subject . 

Vol ume : 5 5  cub i c  feet 

1 9 6 0  - date 

Acc r e t ion : Thr ee cub i c  feet 
pe r year 

OPLC Deputy Assoc iate Comm i ss ione r Prog r am F i le s .  
( I nact ive ) 

Arr anged Alphabe t i cal ly 
by Subject . 

Volume: 1 cub i c  foot 

- 1 -

1 9 6 9  - 1 9 8 0  

Acc r e t ion :  None 



• 

OFFICE OF PRI CES AND LIVING CONDITIONS 
DIVISION OF I NTERNATI ONAL PRICES 

Item 1 3 . IPP Technical Memoranda. 

Ar ranged by date 

Vol ume: One folder 

1 9 74 - date 

Acc retion: Neg ligible 

Item 1 6 . U.S. Expo rt and Import Price I ndexes Pres s Release 
Record Copy. 

Ar ranged by date 1 971 - date ( with gaps ) 

Volume: One cubic foot Acc retion: Neg ligible 

Item 2 0 . Export and Import Price I ndexes LABSTAT Files. 

Ar ranged by date 1 9 6 4  - date 

Volume: One tape Accretion: Neg ligible 

Item 2 9 . LABSTAT Segment on Comparisons of U.S. German and 
Japanese Expo rt Price Indexes. 

A r r anged by product and 
date thereunder 

Volume: One tape 

-2-

1 9 70 - date 

Accretion: None 



I tem 3 0 . U . S . ,  Ge rmany , and Japan Compar a t i ve Expor t I nd e x  
Documenta tion Book . 

Ar r anged by procedure 1 9 74 - date 

Volume: One b i nder Accr e t i on :  Neg l i g ible  

I tem 3 1 .  I nternat ional P r i ce Bulle t in and Re sear ch Publ i cat ion 
Record Copy F i le . 

Ar r anged by t i tle and 
date 

Vol ume : Le s s  than one 
cub i c  foot 

- 3 -

1 9 8 0  - d ate 

Accre t i on :  Neg l i g i b le 



OFFICE OF SURVEY PROCESSING OFFICES 
CONCERNED WITH 'l'BE INTERNATIONAL PRICE PROGRAM ( IPP) 

IPP Procedures Section, OSP 

I tem 3 9 .  International Pr i ce Prog r am Manuals  Record Copy F i le .  

A r r anged by t i tle and 
date 

Volume : Two cub i c  feet 

1980  - date 

Acc r e t ion : Neg l i g ible 

IPP Systems Support Section (SSS) 

Item 4 8 .  !PP Data D i ct iona ry F i le . 

Ar r anged by t i tle of 
sys tem involved 

Volume : One cub i c  foot 

- 4 -

1 9 8 1  - date 

Acc r e t i on :  Negl i g ible 



BLS, DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES 

Office of the Assistant Commissioner, Division of 
Industrial Prices and Price Indexes 

Item 94 . We ighting and Relat ed Methodology Histor i cal F i les . 

Ar ranged by Subject 1 93 8  - 1974 

Volume: Three cubic feet Accret i on: None 

Item 95 . P r oducer P r i ce Index Rev i s ion ( PPIR Development Files ) . 

Ar ranged by Subject 1976 - date 

Volume: Two cubic feet Acc ret ion: Negl ig ible 

Item 96 . PPIR Development Commi ttee Fi les . 

A r ranged by Subject 1 974 - date 

Volume: Two cubic feet Acc ret ion: Neg l i g ible 

Item 1 0 2 .  "Qual i ty Qua r t e r ly" News l e t t e r  Record Copy . 

Ar ranged by date 198 2  - date 

Volume: Negligible Acc ret ion: Negl i g i bl e  

Branches of Durable and Non-Durable Goods Industry Prices 

Item 1 3 2 .  Annual Motor Veh icle Qual i ty Adjus tment Press Release 
F i le . 

Ar ranged by date 1974 - date 

Volume: One b i nder Acc ret ion: Neg l i g ible 

Item 1 3 6 . Du rable Goods Special P r i ce I ndex I s suances . 

Ar ranged by i ndex and 1970 - date 
date ther eunder 

Volume: S i x  cub ic feet Acc retion: Neg l i g ible 

5 



I tem 1 4 1 . Spec i al I s suance s on Prod ucer P r ice s for B i tum i nous 
Coal and Re f ined Petr oleum Produc t s . 

Ar r anged by date 

Volume : Two b i nd e r s  

1 975 - 1 9 8 5 

Accr e t i on :  None 

Branch of Industrial Analysis and Control 

I tem 1 54 .  Record Copy o f  Monthly P r e s s  Release "Produce r P r i ce s  
Indexes"; and "Monthly Bulle t i n  and Annual Supplement , 
Prod uce r Pr i c e s  and Pr i ce I ndexe s . "  

Ar ranged by d ate 

Volume : 17 cub i c  feet 

1 9 4 4  - d a te 

Acc re t i on :  One cub i c  foot 

I tem 1 5 5 . Tuesday Spot Mar ket Index Pub l i cation Recor d  Copy F i le . 

Arr anged by date 

Volume : Le s s  than one 
cub i c  foot 

1 9 4 6  - 1 9 8 1  

Accr e t i on : None 

I tem 1 57 .  LABSTAT Mach i ne Readable H i s tor ical  Produce r Pr ice s 
I nde xes.  

Ar ranged by commod i ty 
code or 4-d i g i t  
SIC numbe rs  

Volume : Two tape s 

1 9 47 - date 

Accre t i on :  Two tape s per 
ye ar 

Branch of Ser vice Industry Price s 

Item 1 9 3 . Postal Pr ice Indexe s H i s tory Table s Pr intouts . 

Ar ranged by d a te 1 9 72 - d a te 

Volume : About ten pages Accre t i on : Negl igible 
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OFFICE OF SURVEY PROCESSING 

DIVISION OF INDUSTRIAL PRICES AND INDUSTRIAL RELATIONS 

Planning and Procedures Branch 

I tem 2 0 8 . Record Copy of PPIR D i r e c t i ve s  - Manual s .  

Ar r anged : ( 1 )  Manua l s  1 978 - date 
alphabe t i c ally by t i tle 
and ( 2 )  Othe r s  by date 

Volume: Four cub i c  feet  Accr e t i on :  Neg l i g ible  

Item 2 0 9 . Record Copy of  4-D i g i t  S I C  I ndustry  Produc t - Trans­
act ion Checkl i s t s  - Industry Synopse s and Re late d  
Collec t i on Forms . 

A r r anged by SIC I ndus t r y  

Volume: Two cub i c  feet  

1978 - date 

Accr e t i on :  Two one- i nch 
binde r s  per  
year  

I tem 2 1 0 .  Record Copy of  PPIR News le t t e r s .  

Ar r anged by date 1 978 - date 

Volume: Two bind e r s  Acc r e t i on : Ne g l i g ible 

Producer Price Index Revision System Ser vice Staffs 

I tem 2 2 6 . Data D i c t i onar i e s  and Other Sys tem Doc ume ntation F i le s .  

Ar r anged by sys tem 1 978 - date 

Vol ume: seven cub i c  feet Acc r e t i on :  Ne g l i g ible 
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BLS , OFFICE OF FIELD OPERATIONS - NATIONAL 

DIVISION OF FIELD COLLECTION ACTIVITIES 

Branch of Industr i al Pr ice Programs and Process CPI Pr ice Aud i t  

I tem 3 0 3 . Record Copy of PP IR Ope r at ing Instruct ions . 

Ar r anged pr imar i ly by 
date 

Vol ume : Two binde r s  

1 9 7 8  - date 

Acc r e t i on :  Neg l i g ible 

I tem 3 0 7 .  Re cord Copy of Inte r nat iona l P r i ce Pr ogr am Operat ions 
Memor andums . 

Arr anged by date 1 9 7 7  - date 

Volume : One b inde r  Accre t i on :  Negl ig ible 
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BUREAU OF LABOR STATISTICS 
PROPOSED SCBEDOLB 

June 1 9 8 5  

Cross Reference to the D i sposi tion Author i ties of 
thi s  Proposed Schedule to Exi st ing October 1, 1971 

Schedule NN170-100 

OFFICE OF PRICES AND LIVING CONDITIONS 

Off ice of the Associate Comm i ssioner 

The proposed Sched ule cove r s  the se re cords under I tems 1 
through 6 .  

Only I tem 1 of the old Schedule NN 170 - 1 0 0  appe a r s  appro­
pr i ate . I t  re late s to I tems 1 and 2 of the proposed Schedule , 
but i s  no t complete ly obsole ted . 

The r ema inde r of I tems 1 through 6 of the propo sed Schedule 
are not d i rec tly cove red by NNI70- 1 0 0 .  

1 



OPPICE OF PRICES ARD LIVING CONDITIONS 
DIVISION OF INTERNATIONAL PRICES 

The pr oposed Sched ule cover s  th i s  D i v i s ion ' s r ecor ds  under  
I tems 7- 3 9 .  I tem 1 of  the NN170 - 1 0 0  Schedule seems to be 
somewhat app l i cable to I tem 7 of the proposed Schedule , but 
app l i e s  to othe r of f i ces  as we l l . 

Sub- I tem 4 5  of Nl?0- 1 0 0  appe a r s  to be obsole ted by I tem 2 1  
o f  the propo sed Schedule . I t  doe s not appear  that othe r i tems of 
the proposed Schedule for the D i v i s ion of Internat ional P r i ce s  
a r e  d i r ectly covered by Sched ule NN170 - 1 0 0 . 

2 



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

PRICES PROGRAM (IPP) 

IPP Procedur e s  S e c t i on ,  CSP; 
IPP Systems S uppor t Sect ion (SSS ) ; and 
IPP Data Services  Sect ion (DSS).  

The propo sed Schedule cove r s  the r ecord s  of the se sect i ons 
und e r  I tems 3 9-73 . Only the following Items appe ar to be 
obsole ted by the proposed Schedule . 

I tems 

I tems 

Items 

Schedule NN170-100 

4 5a 

4 5b 

4 5f 

Proposed Schedule 

5 4  

59  

6 3  

N o  othe r items cover ing the re cor d s  o f  the se Sect ions appe ar  
to be d i rec tly related to  I tems of Schedule NN1 7 0- 1 0 0 . 
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OFFICE OF PRICES AND LIVING CONDITIONS 
STATISTICAL METHODS DIVISION 

IPP Branch 

The proposed Schedule cover s the records of  th i s  B r anch 
und e r  I tems 7 4-86 .  

None of the I tems of the proposed Schedule for  th i s  B r anch 
are d i re c t ly covered in the Schedule NN 1 7 0- 1 0 0 . 

4 



OFFICE OF PRICES AND LIVING CONDITIONS 

Divis ion of Industr ial Pr ice s  and Pr ice Indexes 

The proposed Schedule cover s the recor d s  of th i s  D i v i s i on 
under I tems 87-198 . They are  l i s ted under the following 
or gan i za t i on s :  

Off i ce of the Ass i stant Commi s s i oner ( 87-1 0 0 ) . 
Qua l i ty As sur ance S t aff  ( 1 0 1-1 0 8 ) . 
Branch of Dur able Good s Industry Pr i ce s  and Branch of 
Non-Durable Good s Industry Pr i ce s  ( 1 0 9-1 47) . 
Br anch of I ndex Analys i s  and Con trol ( 1 4 8-1 69 ) . 
B r anch of S e r v i ce I ndustry Pr i ce s  ( 170- 1 9 8 ) . 

S i nce the Schedule NN 170-1 0 0  was developed i n  1 970-71 , the 
then Wholesale Pr ice I ndex Prog r am has been replaced by the 
Producer Pr i ce Index Program and now by the Producer Pr ice I nde x 
Re v i s ion Prog ram .  In  that pe r i od , maj or sys tem changes have 
occurred . Dur ing 1 9 8 4 , exten s i ve compu te r i zat i on sys tem change s  
we re comple ted and the few rema i n i ng a spec ts  of the old sys tem 
will be pha sed out i n  1 9 86.  The old Records  Schedule , 
pr imar i l y ,  r e f lects r ecords per t a i n i ng to an obsole te sys tem , and 
very few recor ds on hand we r e  cove r ed by tha t Schedule . 
Possibly , some Whole sa le Pr i ce s  Progr am re cords under the 
Sched ule NN 170-100 may be stored at the Washi ngton Nat ional 
Records Cente r .  

Only the follow i ng I tems appear to be somewhat re lated ; bu t 
are not obsole ted by t h i s  proposed Schedule . 

Schedule NN170-100 Items Proposed Schedule 
( These apply to othe r Off  i ces  as we l l )  

1 87,  9 3  

2b 9 4 , 9 5 , 9 6  

9 97 

The r ema inder of I tems 87- 1 9 8  of the proposed Schedule are 
not covered  by NN170 - 1 0 0 . 

5 



OFFICE OF SURVEY PROCESSING 
DIVISION OF INDUSTRIAL PRICES AND INDUSTRIAL RELATIONS 

The r e cords of th i s  D i v i s i on pe r t a i n i ng to i ts internal 
managemen t  and i ts suppor t of the P roducer Pr i ce s  Prog r am are  
cove r e d  i n  I tems 1 9 9- 2 67 of the proposed Schedule . They are  
l i sted under  the following organ i zation s : 

O f f i ce of the Project Manager ( 1 9 9- 2 0 4) .  
P l ann i ng and Procedures  B r anch ( 2 0 5- 2 2 0 ) .  
System Service S t a f f s  ( 2 2 1- 2 4 4 ) .  
Producer Pr i ce I ndexe s Prog r am Data Suppor t S ta f f  
( 2 4 5- 2 64). 
Recor ds Common to all IPIR O f f i ces  ( 2 65 - 2 67) . 

As a r e sult of the exten s i ve computer system deve lopments 
invo l v i ng the Producer Pr i ces  Prog r am ,  Schedule NN 170-100  wh i ch 
was i s sued i n  1971 cove r s  few of the r ecor ds  of th i s  D i v i s i on .  

I tem 1 o f  old Schedule NN 170 - 1 0 0  appea r s  to re late to I tems 
199 , 2 0 0 ,  and 202  of the proposed Schedule , but i s  not obsole ted 
by them . I n  add i t i on ,  I tem 58a of the old Schedule i s  obsole ted 
by I tem 2 5 2  of the proposed Schedule . 

The r ema inder of the I tems i n  the propo sed Schedule for th i s  
Divi s i on are  not cove red by the old Schedule NN170- 1 0 0 .  
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O:FPICE OP PRICES AND LIVING CONDITIONS 
DIVISION OP STATISTICAL METHODS 

PPIR Branch 

The proposed Sched ule cove r s  the r ecor ds  of th i s  Br anch 
unde r  I tems 2 6 8-29 1 .  

None of the recor ds  of th i s  B r anch appea r  to be d i rectly 
cove r ed by Schedule NN170- 1 0 0 . 
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• • 
OFFICE OF FIELD OPERATIONS - RATIONAL 

DIVISION OF FIELD COLLEC'l'IOR ACTIVITIES 

BRANCH OF INDUSTRIAL PRICES PROGRAMS AND CPI 
PROCESS AUDITS 

The r ecor ds of th i s  B r anch are cove red under I tems 2 9 2- 3 1 9  
of the proposed Schedule . 

None of  the records of th i s  B r anch are d i r e ctly cove r ed 
under old Schedule NN170-1 0 0 . 
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• 

OFFICE OP PRICES AND LIVING CONDITIONS 

a .  M i s sion .  To plan , d i rect , and manage a prog ram o f  
pr i ce change measurement and consumer expend i t u re e s t imat i on for 
the Un i ted S tates economy . 

b .  Func t ions . 

( 1 ) Admi n i s te r s  the Bure au ' s  prog ram o f  stud i e s  and 
repo r t s  on pr i ces and l i v i ng cond i tions , i nc lud i ng : consumer 
income s ,  spend ing , sav i ngs and l i qu i d i ty ,  hous i ng cond i t ions ,  and 
cos t of l i v i ng ;  consumer ,  i ndustr i a l , and fore ign t rade pr i ce 
trend s ,  pr ice struc tur e s , pr i c i ng pr ac t i ce s ,  and pr ice 
deve lopme nt s ;  and measures of i n f lat i on in the economy . 

( 2 )  Direc ts the prepar at i on of  mater i a l  for 
pub l icat i on in the Consume r Pr i ce s  and Pr i ce I ndexe s ,  Producer 
Pr i ce s  and Pr ice Indexe s ,  Internat ional Pr ice Ind e xe s , and 
Consume r Expend i ture Est imate s , as press  r e lease s and oth e r  
sou rce s ;  plans and prepar e s  spec i al reports  and pub l i cat ions on 
gene ral  pr i ce si tuations . 

( 3 )  Adv i s e s  othe r Fede ral agenc i e s , S tate and loca l 
agenc i e s , fore ign gove rnmental agenc i e s , and pr i vate g roups i n  
the U n i ted S tates on the measurement of consume r expend i ture and 
pr i ce change . 

( 4) Adv i se s  and consults w i th key Depar tment of  Labor 
off i c i al s  i n  plann i ng and impleme nting the stat i s t ical and 
econom i c  a spec ts of the i r  prog rams . 

( 5 ) Par t i c ipate s w i th the Comm i s s i oner i n  th e 
formulat ion of  Bureau pol i cy ;  serve s  on the Exe c u t i ve Comm i ttee . 
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OFFICE OF THE ASSOCIATE COMMISSIONER 
OFFICE OF PRICES AND LIVING CONDITIONS 

1 .  OPLC Assoc i ate Comm i s s i one r P rogr am D i re c t ion F i le s . 
Gene r a l  cor re spondence and re lated record s ma i nta i ned by the 
Assoc i a te Commissione r for Pr i ce s  and L iv i ng Cond i t ions , 
( forme r ly As s i stant Comm i s s i oner ) r e f lect ing the e xecu t i ve 
d i re c t i on of  the impor tant pr i ce s  and l i v i ng cond i t ions 
stat i s t ics  prog rams of the Bure au . The f i le con s i sts of an 
ac t i ve segment ref lec t ing the records cre ated or accumulated by 
the present incumbent , Kenneth Dal ton , or brough t forward f rom 
the f i le s  of  previous Ass i s tant Comm i s s i one r s  such as John Layng 
or Joel Popk i n .  

The f i le prov ides  an overall  r e f l ec t i on o f  the 
admi n i strat i on of the var ious prog rams and proj ects  car r ied out 
by the Of f i ce of Pr i ce s  and L iv i ng Cond i t ions ( OPLC) . The f i le 
conta i ns the record copy o f  cont rolled pol i cy cor re spondence 
relat i ng to OPLC prog rams , recor d s  per t a i n i ng to O f f ice 
par t i c ipat ion in var i ous comm i ttees or confe rence s  or me e t i ng s ,  
such a s  the Busine s s  Re sear ch Adv i sory Comm i t tee o r  the Labor 
Re search Adv i sory Comm i t tee , and cop i e s  of  var ious speeche s or 
ar t ic l e s  of  the Assoc i ate Comm i s s i one r or h i s  predecesso r s . 

The re is a l so an inac t i ve segme nt of  the f i le 
ref lec t ing the two f i le s  accumulated or cre ated by forme r  
As s i s tant Commissione r s  of OPLC John Layng and Joel Popk i n . 

The file segments , whe ther ac t i ve or i nac t i ve , cove r 
ma i n ly prog r am matte r s  al though some r ecords are included 
reflect ing the Assoc i ate Comm i s s i oner ' s  inte r e s t  in budgetary or 
othe r  admi n i strative or manageme nt mat t e r s . 

The f i le s are basi cally ar r anged alphabe t ically by 
name s or subj ect , and include an A-Z gene r a l  cor re spondence 
col lect ion wh ich con t a i n  the follow i ng : col lec t i on s relat i ng to 
such major  cur rent or inac t i ve prog rams a s  the Consumer Pr i ce 
Inde x ,  the 1 9 68- 1976 Consumer Pr ice Ind e x  r e v i s i on program , the 
Producer P r i ce and forme r  Wholesale Pr ice I ndex P rog ram ,  the 
Cont i nu i ng Consume r Expend i ture Survey , L i v i ng Cond i t ions 
S tud i e s , F am i ly Budge t  Surveys , I nternat ional Pr i ce Surveys , 
Re sear ch i nto Pr ice I nd e xe s  and S tat i s t ics , and the l i ke ;  
col lect ions re flec t i ng speeche s or ar t ic le s  o f  the As soc i a te or 
forme r Ass i s tant Comm i s s i one r s  as we l l  as the i r  review of or 
comments on var ious a r t icles  or speeche s of other econom i s t s  or 
stat i s t i c i an s  or the i r  par t i c ipation in var ious mee t ings and 
con fe rence s ;  and also col lec t i ons cove r i ng the appe arance of the 
Assoc i a te Commissione r be fore var ious Cong r e s s i onal comm i ttees or 
the i r  subm i s s ion of data for Cong ress i onal comm i t tees . 

2 



Re ten t i on Per iod . Permanent . B reak  f i le every f i ve year s 
and br i ng forward act i ve mater i a l s  a s  requ i red . O f f e r  for 
t r an s fe r  to the Arch i ve s  of the Uni ted S tates in b loc ks  of 
ten ye a r s  when the mos t  r ecent record is twenty ye a r s  old . 

2 .  OPLC Depu ty Assoc i ate Comm i s s i oner P rogram F i le s . 
Gene r a l  cor r e spondence and r e la ted r ecord s ma i nt a i ned by the 
forme r Depu ty Ass i s tant Comm i s s i one r , W i l l i am B ar ron and by the 
pre sent  Deputy Assoc i ate Comm i s s i one r ,  Robert  G i l l ingham . At the 
t ime of th i s  wr i t ing , the G i l l i ngham f i le i s  qu i te sma l l  and had 
rece ntly been estab l i shed . I t  con s i sts  of  wh i te cop i e s  o f  
cor r e spondence with i n  OPLC for wh i ch Mr . G i l l i ngham i s  i nc luded 
in the d i str ibut ion l i s t  as we l l  as cop i e s  of  r ecent ar t ic le s  
file d  a lphabe t ically by author . 

The Barron f i le s  are in  two segment s  and are i nac t ive . 
One segme nt reflec ts  the r e spon s ib i l i t ie s  of  Mr . Bar ron i n  the 
over a l l  off  i ce management or admi n i s trat i ve area and cove r s  f rom 
1976 - 1 9 8 1 i n  an A-Z break . I t  conta in s  such top ics  a s  P e r sonne l 
Act i on s , annual leave , GAO aud i t  of  the CPI , Per sonne l Ce i l i ngs , 
Me r i t Pay , F reedom o f  I n format ion Ac t Index , Repor t  o f  Fam i ly 
Budg e t  Commi ttee , and OPLC H i s to r y .  

The second inac t i ve segment r e f lects Mr . Barron ' s 
re spon s ib i l i ties  regar d i ng the manag ement of the Cont i n u i ng 
Cons ume r Expend i ture  Survey ( CCES ) and the Cu r rent Po i nt o f  
Pur chase Survey (CPOPS ) .  I t  i nc lude s ce r ta i n  ear l i e r  f i le s  on 
CCES of As s i stant Comm i s s i one r s  Popk i n  and Layng d a t i ng from 19 6 9  
conce r n ing the pre test  and cover s a span of  year s unt i l  1 9 80 . 
Folder  head i ngs include Sampling Spec i f ications , Evaluat i on 
Pape r s , D i ar y  Re sear ch Top ic s ,  Organ i zat i onal Memoranda , CCES 
que s t i onna i r es , and a 1 978-1 9 8 0  folder on CPOPS . The f i le i s  
roughly alphabet ical by he ad i ngs , and con s i sts  of  about one cub i c  
foot . 

Re tent ion Per iod . 

a .  Cur rent F i le of Deputy As soc i ate Comm i s s i one r . De stroy 
when no long er needed for cur rent busine s s . 

b .  Management Segment of Bar ron F i le .  De stroy when ten 
ye ars  old or when no long er needed for curr ent 
business , wh i chever is soone r .  

c .  CCES-CPOPS Segment of  Bar r on F i le .  
w i th Assoc i a te Commi s s i oner P rog r am 
accession ing to the Ar ch i ve s  of  the 
(See pre vious i tem . ) 
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3 .  Budge t F i le s .  Wh i le ce r ta i n  of  the gene r a l  f i le s  of  
the A s soc i ate Comm i s s i oner or Deputy As soc i ate (As s i stant ) 
Comm i s s i oner conta i n  some mater ials  on budgetary subm i s s i ons and 
exec u t i on ,  separ ate f i le s on OPLC budge tary matters  we re also 
ma i n t a i ned . Ass is tant Comm i s s i oner Joe l Popk ins  ma intained 
bi nd e r s  and folde r s  cove r ing budgetary subm i s s ions for e ar ly 
year s , wh i le a separate cu r r ent budget f i le i s  also ma i nt a i ned 
for the O f f i ce of the As soc i a te Comm i s s ione r .  Th i s  current f i le ,  
wh i le cove r i ng the year s from 1 9 6 9  to the pre sent conce r n s  OPLC 
budg e t  subm i s s ions to the Bureau , Bureau S ubm i s s ions , and also 
conta i ns head ings for Congre s s i onal Budg et and OMB Budg e t . F i le 
i s  b a s ically ch ronolog ically ar ranged , and con s i sts  of  ye ar ly 
3-r ing b i nde r s  as we l l  as standard folde r s  of mater i al s .  

Re tention Pe r i od .  De st roy when ten years  old , or when no 
longer needed for current bus i ne ss , wh i chever is late r . 

4 .  O f f ice Chronolog ical  F i le .  Con s i st s  of  a copy o f  
le tte r s  o r  memoranda signed by the Assoc i a te Comm i s s i oner or 
prepared in the Off i ce of the As soc i a te Comm i s s i oner and 
ma i n t a i ned in binde r s  by date . 

Re tention Per iod . De stroy when f ive ye ars  old . 

5 .  Nat iona l Bureau of Economi c  Re sear ch Report F i le s . 
Con s i s t s  of  a ser i e s  of reproduced repor ts , many marked 
"Pre l iminary and Con f i dent i al " , i s s ued by the Nat ional Bureau of 
Econom i c  Re se arch r e f lec t i ng the reports  of  var ious comm i t te e s  or 
task for ce s or con ference s spon sor ed by the NBER . Most  reports  
are f rom the pe r iod 1 9 5 5 - 1 9 5 6  and cover a wide range of  economi c  
sub j ec ts . Th i s  collec t ion was accumulated in  the O f f ice of the 
As s i s tant Comm i s s i oner and is ar ranged alphabe t i cally by name of 
the pr i nc i pal author of the repor t .  

Re tent i on Per i od . De st roy when no longer needed for cur rent 
bu s i ne s s . 

6 .  Administ r a t i ve Ass i s tant Adm i n i strat i ve F i le .  Th i s  
f i le ma i n ta i ned by the Adm i n i st rat i ve As s i s tant conce rns 
pr imar i ly pe r sonne l matte r s  of  OPLC . The bulk of  the f i le 
compr i se s  three segments of alphabe t i cally ar ranged Not i f icat ion 
of P e r sonne l Ac tion forms and re la ted records broken into the 
th ree  chronolog ical batche s .  

Also inc luded are tra in ing re imbursement form f i le s  for 
OPLC per sonne l ,  cop i e s  of  reque s t s  for pe r sonne l ac t ion , r ecords 
per t a i n ing to t ime and attendance , mater ials  on employee tr avel , 
off i ce cop i e s  of Earn ing and Le ave S ta teme nt forms , reque sts  for 
over t ime , noncont ract a i r  tr avel j us t i f i cat ion forms , SES 
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Appra i sal  records , F lex i t ime record s ,  and recor d s  on othe r 
inte rnal  adm i n i stra t i ve matte rs  as a s s igned . 

The Bureau record copy of the se f i le s  i s  pr imar i ly 
ma inta i ned by the Cent ral Bureau Admin i strat ive off i ce s . 
Per sonne l name f i le s  appear to be covered by the Pr i vacy Ac t .  

Re tention Per iod . De stroy when f ive ye ars  old , except tha t 
P e r sonne l name f i les sha l l  be des troyed one year a f te r  
sepa rat ion or transfer o f  employe e .  
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DIVISION OF INTERNATIONAL PRICES 

a .  M i s s ion .  To d i re c t  stud i e s  of pr ice compet i t i ve ne s s  
and t o  deve lop and e xpand cove rage of e xport  and impor t  pr ice 
inde x e s .  

b .  Func t ions . 

( 1 )  Conducts ana lys i s  and re search i n  the conceptual 
and s tat i s t i cal methodology used in the measurement , 
inte rpre tat i on ,  analys i s ,  and repor t ing of  e xpor t and impor t  
pr i c e s  and pr i ce i ndexe s . 

( 2 ) Deve lops and e xpand s the cove rage of  e xpor t and 
impor t  indexes and assesses  the compe t i t i vene s s  of U . S .  good s i n  
wor ld mar kets . Cer t i f i e s the comp i lat ion o f  such data and 
val idates  i t  for r e lease . 

BRANCH OF EXPORT AND IMPORT PRICE INDEXES 

F unc t i ons 

( 1 )  Deve lops and e valuate s techn i que s of  comp i l ing 
expo r t  and import pr i ce i ndexe s and spec i al i ndex e s  as needed . 

( 2 ) Deve lops we igh t i ng struc ture s for e xpor t  and 
impor t  pr i ce indexe s .  

( 3 ) Adv i s e s  other groups on the constr uct ion , use , and 
limi tat ions of export and import pr i ce i ndexe s .  

( 4 )  Deve lops data system need s for e xpor t and impor t  
pr i ce indexes and spe c i a l  calculation s . 

( 5 )  Ana lyz e s  and i nte rpre ts e xpor t and impor t pr ice 
indexe s : prepares repor ts , r e lease s , and spec i a l  pub l i cat ions . 

BRANCH OF INTERNATIONAL PRODUCTS AND SERVICES 

Func t ions 

( 1 )  Conduc ts stud ie s  of mar ke t  organ i zat ions , pr i ce 
structur e s  and trend s , pr i ce prac t i ce s  and var iance s .  
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( 2 ) Prepar e s  r epor ts  on pr ices  and pr ice t r end s for 
s i gn i f icant produc ts  and se r v i ce s . 

( 3 )  Selects  i tems to be p r i ced to repre sent s ig n i f i ­
cant pr i ce t rends and to mee t  the need s of  use r s  of  pr i ce data . 

( 4 ) Deve lops techn ical spec i f icat ions to be used in 
obt a i n ing pr i ce dat a .  Clas s i f i e s  pr i ce data in accordance with 
appropr i a te class i f i ca t i on sys tems . 

( 5 ) Analyzes pr i ce data for repre senta t i vene s s  and 
sign i f icance . 

( 6 )  Prov i de s techn ical g u idance and a ss i s tance to 
reg i onal o f f i ce s  i n i t i a t i ng e xpor t and impo r t  pr i ce r epor te r s .  

BRANCH OP INTERNATIONAL PRICE COMPETITIVENESS 

Func t ions 

( 1 ) Pre par e s  measure s of the change in U . S .  inte r ­
nat i onal pr i ce compe t i t i vene s s  for s i gn i f i cant product s  and 
ser v i ce s .  

( 2 )  Conduc ts  s tud i e s  and prepare s  reports  analyz i ng 
the me a su r e s  of change i n  U . S .  pr i ce compe t i t i vene s s . 

( 3 )  Analyzes  ava i lable for e ign and dome s t i c  data and 
selects i tems to be pr i ced to assu re compa tab i l i ty wi th fore ign 
products and ser vice s .  

{ 4 ) Deve lops techn ical  procedu r e s  and plans to be used 
in prepar i ng measures  of  pr i ce compe t i t i vene s s . 

{ 5 ) Adv i se s  othe r groups on the constr uc t ion ,  
i nte rpr e tat i on ,  and l im i tat ions of  the measures  of  pr i ce 
compe t i t i vene s s .  
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International Price Program 

Bac kg round 

The Inte rnat ional  Pr ice Prog ram ( IPP ) prov ide s i ndexes of 
pr i ce s  for U . S .  exports  and imports . The prog ram g r ew out of a 
long s tand ing need for accurate mea sure s of pr i ce changes i n  the 
for e ign t r ade sector of the U . S .  economy . The pre sent prog ram 
began i n  1 9 6 7 whe n BLS began re sear ch on the fea s i b i l i ty of 
expor t and import pr i ce i ndexe s .  Th i s  research resulted in fund s  
be i ng allocated for the prog ram i n  FY 1 9 7 0 . 

Published U . S .  Export-Impor t Price Indexes 

U . S .  e xpor t  and impor t pr i ce indexes cover transac t ions in 
nonm i l i t ary good s be tween the Un i ted S tates and the rest of the 
wor ld . The expor t pr i ce i ndexes prov ide mea sure s of pr ice change 
for U . S .  products sold to other coun tr i e s , and the import pr i ce 
ind e xe s  provide measure s of pr ice change for good s pu rcha sed from 
oth e r  count r ies  by U . S .  re s idents . 

Expor t pr ice i ndexes  we re f i r s t  pub l i shed i n  1 9 7 1  and impor t 
pr i ce i ndexes in 1 9 7 3 . Data we re co llected annually for June o f  
each year unt il  1 9 7 4  when collec tion and pub l i cat ion began on a 
qua r te r ly ba s i s .  Gradua lly , the prog ram has been expanded . For 
example , pub l i shed cove r age as of September 1 9 7 5  accounted for 
twe n ty-seven percent of  the 1 9 7 4  value of  e xports  and s i x  per cent 
of the 1974  value of impor ts . By 1 9 8 4 , pub l i shed i nde xe s 
pro v ided complete cove rage of  the value of  U . S .  e xports  and 
imports . Data are collec ted from ove r 6 , 0 0 0  compan i e s  for more 
than 1 4 , 0 0 0  produc ts . 

I n  add i t ion to general  i ndexes  of pr ice s for U . S .  exports 
and imports , i ndexe s are also pub l i shed for deta i led produc t 
categor i e s  of  expor ts  and impor ts . The se categor i e s  are de f i ned 
by the 4-d ig i t level of  deta i l  of the S tand ard I n te rnat i onal 
Trade C la s s i f i cation System ( S ITC ) . The calculat ion of  U . S .  
expo r t  and import pr i ce i ndexes by SITC category fac i l i tate s  the 
comp ar ison of U . S .  pr ice trend s  and sec tor produc t ion w i th the 
expo r t  and import pr i ce t rend s of other countr i e s . I ndexe s are 
not prepar ed for SITC categor i e s  w i th small value s of  trade . 

The produc t un i ve r se of  the export  pr i ce i ndexes con s i s ts  o f  
a l l  produc ts  sold by U . S .  r e s i dents to fore ign  buyer s .  
( " Re s ident s "  refers to the national i ncome account de f i n i t ion ; i t  
i nc lude s corpor ation s , bus i ne sses , and i nd i v i dua l s  but doe s  not 
requ i re e i ther U . S .  owne rship or U . S .  c i t i zensh ip . )  The produc t 
un i v e r s e  of  the impor t  pr ice indexes cove r s  all products  

8 



pu r ch ased from abroad by U . S . r e s idents . The un iver se in the 
case of e ach of these indexes inc lude s  r aw ma te r i al s , 
agr icultural  produc ts , sem i f i n ished manufac ture s ,  and f i n i shed 
manu facture s ,  includ ing both cap i t a l  good s ( e lectr ical mach inery , 
ag r ic u l tural  equipment ,  te x t i le equ ipment ,  e tc . )  and consume r 
good s ( appl i ances , electron ic  equ ipment , c lothing , etc . )  

P r ice data are collected qua r te r ly by ma i l  que st ionn a i re and 
repor t ing is voluntary and conf ident i a l .  I n  ne ar ly al l case s ,  
pr ice data are col lec ted d i rec tly f rom the expor ter or impor ter , 
although i n  a few case s , pr ices are  obtained f rom b roke r s . Pr i ce 
repor t ing by f i rms i s  i n i t iated by a v i s i t  f rom a Bureau Reg i ona l  
Off i ce repre sentat i ve , at  wh ich t ime the repor t ing requ i rements 
are e xpla ined ve rbally and in  wr i t i ng ,  and the selec t ion of  
products for wh ich the f i rm will  repo r t  pr ice in forma tion is  
made . No index is pub l i shed in such a way a s  to reveal the name , 
pr ice , or pr ice behav ior of  any r e spondent . 

I n format ion i n i t ially provided by a f i rm usual ly contains 
data for the current and previous quar ter . S ubseque nt cur rent 
pr ice s are collected qua r te r ly by ma i l .  Telephone cont ac t is 
ma intained , as necessary , each quarter  w i th the per son at  the 
f i rm who is re spons ible for provid ing the pr ice in format ion . In 
add i t ion , re spondents are re v i s i ted pe r i od ically in order to 
rev i ew repor t i ng prac t ice s and requ i rement s  and to re selec t 
produc t s  for wh ich pr i ce s  are repor ted . Fr eque ntly dur ing the se 
rev i s i ts ,  some products are dropped f rom fur the r repor t i ng and 
new i tems are added . 

S econdary data source s are used for ce r t a i n  products for 
wh ich othe r Gove rnme nt agenc i e s  col lect expor t or import  pr i ce 
data f rom indus try source s .  For example , secondary source data 
for c r ude petroleum imports  are obtained from the Depar tme nt of 
Energy and for gra in  exports  f rom the Depar tment of Ag r icul ture . 

The U . S . expor t and impor t  pr i ce indexes are pub l i shed in 
quar te r ly pre ss releases . The releases cont a i n  table s w i th index 
figur e s  and a br ief synops i s  of  pr i ce movements in  broad product 
categor i e s  du r ing the cu r rent quar ter . Beg i nn i ng in  1 9 8 2 , more 
comprehen s i ve analyt ical a r t icle s  have also been pub l i shed semi­
annua l ly i n  the Monthly Labor Review .  I n  add i t i on , the index 
table s  are ava i lab le to the pub l i c in  LABSTAT - descr ibed in the 
below- l i s ted recor d s  ser ie s .  

I n  produc t ion of  the indexes , the D i v i s ion of  I nternat ional 
Pr ice s of  the Office of P r ices and L i v ing Cond i t ions se r ve s  as 
the cent r a l  prog ram and controll ing off ice , suppor ted by the 
Stat i s t ical  Method s D i v i s ion of the Off  i ce of P r i ce s  and L i ving 
Cond i t ion s ,  the Of f i ce of Su rvey Proce ssing , the Off ice of F i eld 
Operat ions , and the BLS Reg i onal Off ice s .  
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Periodic Unpublished International Price s Indexes 

The D i v i s ion of I nternat ional Pr ice s  on a regular , per iod i c 
ba s i s  prov ides unpub l ished expor t and import pr i ce indexe s .  They 
are usua lly transmi tted by letter , qua r te r ly , to  such add r e s sees  
as the Depar tme nt of  Commer ce ' s  Bu r e au o f  Econom ic Analy s i s  
(BEA ) , the Depar tment of  the Treasury , and the Spec i al Trade 
Rep r e sentat ive .  They may be ava i lable to othe r s , on r eque s t . 

The se indexes are normally compi led by compu ter r un s  us ing 
data in the IPP data base . Example s are : ( 1 )  the BEA i ndex of  
U . S .  expor t s  and imports  w i th products ca tegor i zed and sequenced 
in accordance with a BEA produc t  clas s i f ication scheme ; ( 2 )  the 
I nd e x  of P r ice s of U . S .  Expor ts to OPEC countr ies ; and ( 3 )  I ndex 
of P r ices o f  U . S .  Exports  to Japan . 

Recor d s  involved vary , includ i ng cop i e s  of  le tte r s  and the 
ind e x  tab le s be ing included i n  the f i le s of the As soc i a te 
Comm i s s ione r in the cases of U . S .  e xports  to OPEC and U . S .  
expo r t s  to Japan , and inclus ion of  t ime se r ie s  i ndex tab le s  i n  
LABSTAT i n  the ca se of  the BEA inde x .  

U . S . , German , Japanese Export Price s 
Comparison Index and Special Research Projects 

T ime ser ies i ndexe s , annua l ly f rom 1 9 7 3  and quar ter ly f rom 
Mar ch 1 9 7 4  to date , are  ma i ntained i n  a con f ident ial  data base 
and are  made ava ilable to the pub l i c  i n  mach ine-read able format 
through LABSTAT , and in pr inted format by Bulle t i n  2 0 4 6 , and 
per i od ic  updates to th i s  Bulle t i n .  The se i ndexe s provide 
inte rnat ional pr ice change compar i sons for comparable catego r i e s  
o f  p roduc t s  exported f rom the U . S .  and Ge rmany , and the U . S .  and 
Japa n . 

For e ach of the some seventy-one products covered at  the 
t ime of th i s  wr it ing , the following U . S . -Germany , or U . S . -Japan 
compar a t ive export pr ice index data are shown : ( 1 ) U . S .  e xpor t  
pr i ce i ndex in dollar s ,  ( 2 )  Germany o r  Japan expor t  pr ice i ndex 
in n a t ional cur renc i e s , ( 3 )  Ge rmany or Japan export  pr ice i ndex 
in dollar s , ( 4 )  Ratio  of export  pr ice i ndexe s i n  national 
cur r e nc i e s , and (5 )  Rat i o  of export pr ice indexes i n  do llar s .  

The i ndex is upd ated a t  i r regular t ime per i od s  by the 
Di v i s i on ,  and typica lly is revised at  4 or 5 year inte r va l s  to 
reflect  the pe r i od i c  German or Japane se r e v i s ions to the i r  expo r t  
inde xe s .  
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On occa sion ,  the D i v i s i on a l so under takes spec i a l  re sear ch 
proj ects  cover i ng var i ous  a spec ts  of  i nte rnational trade and 
expor t and import pr i ce s .  

7 .  D i v i s ion Ch i e f  Program and Admi n i s t r a t i ve F i le s .  F i le s  
con s i s t of  documents re f lect i ng the D i v i s i on C h i e f ' s  d i r ec t i on of  
the prog r am operat ions and i nte rnal admi n i s t r a t i on of the 
Div i s i on . 

P rogram operat i on s  pape r s  have folde r t i tle s such as 
Analy t i cal Group for Trade Negot iat ions ; Amer i can S ta t i s t ical  
Assoc i at i on ( 1 978 , 7 9 , 80 , 8 1 ) ; ARC Con ference 7/7 9 ; Fede ral  
Re se r ve Impor t  List ;  D i sagg regation F i e ld Te st ; ICP/PPP 
Compar i son Pro j ect ; De f later  of U . S .  Import s-Exports  by BEA ; TVA­
Summar i es , Cor respondence and No tes - Tax on Value added ; and 
UNCTAD Note s (UN Pro j ec t ,  1 9 7 8 ) . Some refe rence cop i e s  of  
proj ect  and committee pape rs  are i nc luded . 

The admi n i s tr a t i ve f i le s  per t a i n  to such mat te r s  a s  
budg e t , compu ter cos ts , con f ident i a l i ty of ma ter i al , pe r sonnel 
admi n i s tr a t i on ,  prope r ty accountab i l i ty ,  recor d s  hold i ng repor t s , 
pr i nt ing , t r ave l ,  u t i l i zat ion of  s t a f f  t ime , and the l i ke . Und er 
both prog r am and admi n i s tr a t i ve sub j ec ts are f i led a mi xture of 
cor re sponde nce , repor ts , and r e fe rence ma ter i al s .  The f i le i s  
ar r anged alphabet i cally by sub j ec t  t i t le , gene r a l ly , i n  one 
cont i nuous sequence . 

Re tent i on Per iod . Break f i le at least every f i ve year s and 
br i ng act ive ma te r i al forward . De st roy when f i ve years old 
or when no longer needed for cu r r ent bu s i ne s s , wh i chever i s  
late r . 

8 .  D i v i s ion Cor re spondence F i le s . Cons i s ts of two sets of 
cop i e s  of  corre spondence and other docume nts prepared in the 
Div i s i on to be signed by the D i v i s i on Ch i e f , Assoc i ate 
Comm i s s i oner  or Comm i s s i one r .  

Arranged by date . Of f i c i al cop i e s  of communica t ions 
signe d  at h i gher eche lons are f i led at those leve l s . Some cop i e s  
of D i v i s i on level commun icat ions a r e  dup l i ca ted i n  the two sets , 
and cop i e s  of  some are also f i led i n  the D i v i s i on Prog ram and 
Admi n i s tr a t i ve Subj ec t  F i le s .  

Re te nt i on Per i od . De st roy when f i ve ye ars  old . 

* 9 . Per sonne l Name F i le s .  F i le cons i s ts of  D i v i s i on copies  
of  pe r sonne l name f i le s  of cu rrent and former employees of  the 
Div i s i on ,  cont aining such documents as cop i e s  of SF 52 ' s , 
SF S O ' s ,  per formance evaluations ( appra i sal s ) , per formance 
stand a rd s , tr a i n ing re que sts and author i za t i on s , re que sts to 
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cor r ec t  leave record s ,  promotion recommendations , and the l i ke .  
O f f i c i al f i le is ma i ntained at a h i gher eche lon . Such r ecord s 
appear to be covered by the Pr ivacy Ac t .  

Re te ntion Per i od .  De stroy two ye ars  after  transfer or 
sepa rat ion of employee . 

* 1 0 .  T ime and Attendance F i le s . Con s i sts of D i v i s ion cop i e s  
of  t ime and at tendance , le ave and earnings , and related f le x i t ime 
record s  pe r t a i n ing to employees of the D i v i s i on of I nternat ional 
Pr i ce s . O f f i c i al r ecord s are ma i ntained i n  t he central BLS 
O f f  i ce of Admi n i stration .  Such records  appear to be covered by 
the P r ivacy Ac t .  De s troy when three ye ars old . 

Re tent ion Per iod . De stroy whe n three year s old . 

1 1 .  S ta t i s tical Methodology Re ference F i le . Cons i s t s  of  
re f e rence copies of ar t i cle s  from pub l ications d i scu s s i ng var ious 
s ta t i s t ical  concepts and methodolog ie s .  Ar ranged by name of 
au thor , some of whom are members of the Bureau ' s  staff . 

Re te nt ion Per i od .  De s t roy when no long er needed for cur rent 
busine s s . 

1 2 . I nte rnat ional Tr ade S ta t i s t ical Pub l icat ions Re fe rence 
F i l e . Th i s  f i le con s i sts of  copies  of pe r iod ical stat i s t i cal 
pub l i cations by stat i s t ical o f f ice s  of  var ious fore ign 
gove r nments  conce r n i ng i nternat ional trade . P r inted in the 
i s s u i ng country ' s  languag e , the collect ion i ncludes publ icat ions 
f rom such nat ions as Fr ance , Japan , England , We st  Ge rmany , 
Sweden ,  I taly , Belg i um ,  and the Nethe r land s and pub l icat ions of  
sta t i s t ical off ice s of  internat ional organ i zat ions l i ke the 
Un i ted Nations , the Organ i zat ion for Economic Cooperat ion and 
Development , and the Interna tional Monetary Fund . Pub l i c at ions 
of some U . S .  Gove rnme nt agenc ies  are also included ( e . g . ,  
Depar tment of Commer ce and Depar tment of Ag r iculture ) . 

The publications are used by the D i v i sion staff  for 
r e se arch purpose s .  

Retent ion Per iod .  De stroy when no longer needed for current 
bu s i ne s s . 

13 . IPP Techn ical Memor anda . To obta i n  un i formi ty of 
sur vey ope rat ions i nvolving three maj or headquar te r s  off i ce s  and 
BLS Reg i onal Office s ,  de t a i led survey pol i c i e s  and procedural 
i n s t r uct i ons and spec i f icat ions cove r i ng such techn ical matters  
a s  scope of surveys , contacts w i th prospec t i ve and par t ic ipating 
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qua l i ty controls and the l i ke ,  are developed by the D i v i s i on of  
I nte rnat i onal Pr ice s  (DIP) . The i nstruc t ions are publ i shed a s  
Techn ical Memorand a and supplement s , i s s ued to BLS Reg i onal 
O f f  i ces by the Off i ce of F i eld Ope rat i ons after  r e fe r ral  ther eto 
o f  the d r a f ts developed and coord i nated by the D IP . Typ i c al ly , 
DIP update s i nstruc t ions a s  needed , i nclud i ng tw i ce per year 
i s suance s - one to revise  instr uc t i ons for the survey of export 
pr i ces  and one for the sur vey of  impor t  pr i ce s .  Re lated 
mate r ials  are  also i n  other procedural manua l s  developed by the 
I nte rnat i onal P r i ce Prog r am Procedures Sec t i on w i th i n  the 
D i v i s i on of I ndustr ial  Pr i ce s  and I ndus tr ial  Re lations of  the 
O f f i ce of Survey Proce s s i ng ( see I tem 3 9 ) . 

Re ten t i on Per iod . 

a .  Record copy . Pe rmanent . Offer to the Ar ch i ve s  of  the 
Un i ted S tate s i n  bloc ks  of f i ve ye a r s  when the mos t 
recent pub l i ca t i on i s  twenty year s old . 

b .  Other copi e s .  Destroy whe n  no long er needed for 
cur rent bus i ne s s . 

14 . Word Proce s s i ng Med i a  F i le . D i skettes used i n  
prepar at ion of  documents such a s  cor responde nce and also te xtual 
or tabu lar mate r ial for repor ts , or othe r pre sentations such as 
pape rs  for me etings , seminar s , etc . 

Re ten t i on Pe r i od . Sc ra tch a f te r  all e s sent i al i n formation 
has been analyzed , tabulated , or prese nted i n  docume nt form . 

1 5 .  B r anch Ch i e f  Program D i re c t i on and Re ference F i le s . 
The D i v i s i on of  I nte rnational Pr ices i s  d i v ided i n to three 
func t iona l  br anches . The small  prog ram d i re c t i on and refe rence 
f i les  ma i nta i ned by each B r anch Ch i e f  var i e s , depend i ng on the 
i nd i vidua l ' s  management techn i que s and prog ram r equi rement s .  

These small  f i le s  are or i ented pr imar i ly to house­
keep i ng matte rs (e . g . , cor re spondence read i ng f i les , i nd i vi dua l 
travel , i nternal procedu res , budget mater i al s ,  personnel matte r s , 
and the l i ke )  and to prog r am refe rence i tems . They i nclude such 
ma te r i al s  as extra cop i e s  of cor re sponde nce , pr i ntout l i s t ings , 
f i eld tr ip  repor ts , cop i e s  of s tat i s t ical tables prepared by 
othe r U . S . Gove rnme nt agenc i e s , news lette rs , news c l i ppings , 
i nterna l  procedure s memos , and longhand note s .  

Re te n t i on Pe r i od . Break f i le at leas t eve r y  f i ve ye ars  and 
br i ng ac t i ve mate r ial  forward . Des troy whe n f i ve year s old 
or when no longe r needed for cur rent bus i ness , a s  
appropr i ate . 
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1 6 . U . S .  Export and Impo r t  Price Indexes Press Release 
Record Copy . This fi le consis t s  of record copies of press 
releases of the results  of the Inter national Price Prog ram 
Su rveys of U . S .  Expo r t  and Impo r t  Prices . In addition to the 
index tables , the press releases contain summary analytical notes 
related to significant price index changes . While some issues 
are mis sing , this file represent s  t he mos t  complete set of 
published results of the surveys . The releases date f rom June 
1 9 7 1  t o  date . 

Retention Period . Permanen t .  Offer to the Archives of 
t he United States in blocks of fifteen years when the 
mos t  recent publication is fifteen years old . 

1 7 . Other Pres s Release Copies Files . Ext ra copies of the 
quar ter ly press releases , that announce the resu l t s  of t he 
Inter national Price P r og ram surveys , are maintained for Division 
staff reference purposes and for dis t ribution , on reques t ,  to the 
public and o ther Gover nment of fices . 

Retention Period . Des t roy when no longer needed for 
cur rent bus i nes s . 

1 8 . Division Copies of Monthly Labor Review Ar tic les . 
Ar ticles relating to the indexes of prices of United S tates 
impor t s  and exports are normally published twice yea r l y  in the 
Monthly Labor Review . This practice began in 1 9 8 2 . This file , 
maintained by an assigned economis t who prepares the a r ticles , 
consis t s  of the Division ' s  record copy of reprints  of the 
ar tic les ( two copies per issue ) . While copies of the complete 
Monthly Labor Review is sues are sen t to the National Archives by 
the Gover nment Prin ting Off ice , this file contains a compilation 
of such ar tic les devoted solely to ana lyses of the U . S .  impo r t  
and expo r t  price indexes . A separate file is mai ntained of the 
quar terly press releases , but those is sues contain les s 
comprehensive explanation of the indexes and t rends ( see Item 
16 ) • 

Retention Period . Des t r oy when no longer needed for 
cur rent bus i ness . 

1 9 . Monthly Labo r Review Ar ticles Background Files . This 
file consis ts of copies of press release.s , news clipping s ,  
indus t ry analys ts ' notes , publications f rom other Government 
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agenc i e s  ( such as the Depar tment of Comme r ce , Depar tment of 
Ag r i culture , and the I nte rnational Trade Comm i s s i on ) , data f rom 
i nte rnat ional organ i zat i ons  (e . g . , the Internat i onal Mone tary 
Fund and the Organi zat i on for Econom i c  Coope ration and 
Deve l opment ) ,  data f rom BLS staf f and the l i ke .  S uch mate r i a l s  
se rve a s  r e ference and sour ce ma ter i a l  for prepar i ng the tw i ce 
year l y  Monthly Labor Rev i ew ar t ic le s .  

Re tent i on Pe r i od .  Destroy when two years old or whenever 
all e s sent ial i nforma t i on has been compi led and i s sued , as 
appropr i ate . 

2 0 . Export and Impor t Pr ice I nd e xe s  LABSTAT F i le s .  An 
Inte rnational Pr ice s  P rog ram data base is ma i nt a i ned at  the BLS 
cen t r a l  compu ter fac i l i t i es  ( see I tem 4 4 ) . On a quar te r ly basi s ,  
th i s  data base i s  acce s sed d i r ectly by the BLS O f f  i ce of 
Technology and Operat i on s  to update the LABSTAT Expor t and Impor t 
Pr i ce I ndexe s f i les , wh i ch are compr i sed of  upward s of 4 0 0  t ime 
ser i e s .  

Expor t and import pr i ce i ndexes are ava i lable on a 
qua r te r ly ba s i s , beg i nn i ng i n  June 1 9 7 4  to date . For e ar l i er 
year s through 1973 , i nd e x  ser i e s  for June of each year beg i nn i ng 
in 1 9 6 4  for exports and 1 9 6 7  for impor t s  are also ava i lable for 
var y i ng numbers of produc ts . The data are class i f i ed by the 
Stand ard I nternational Trade Clas s i f ication (S ITC )  ( 1 9 7 4  -

Rev i s i on 2 )  and w i t h i n  the S ITC d i vi s i ons  conta i n :  export  pr ice 
ind e xe s ,  percentage change s  in e xpor t  pr i ce i ndexe s ,  import  pr i ce 
ind e xe s ,  and pe rce ntage changes i n  import pr ice i nde xes . 

Add i t ional data sets  i nc lude the Bureau of  Econom i c  
Ana l ys i s  (BEA ) pr i ce i nd e xe s  of U . S .  e xpor ts  and imports  wh i ch 
are sequenced by the BEA end-use produc t cla s s i f ication scheme . 
The se f i le s  provi de a re sear ch source for econom i s t s  i n  de f l at i ng 
the Gross National P roduc t .  B EA i ndexe s are comp i led quar terly 
and date f rom 1977 to date ; but not all  product categor i e s  are 
cove red in the ear ly ye ar s .  

Sys tem document a t i on con s i sts  o f  the LABSTAT Use r s ' 
Gu i de , the LABSTAT Se r ie s  D i r ec tory , and other r e lated prog r am 
gu i d e s  as requi red . 

Retent ion Pe r iod . Permanent . Offer for transfer to the 
Nat i onal Arch i ve s  of  the Un i ted States when thi r ty ye a r s  
old , o r  upon terminat ion of  the prog ram and ce ssat i on of  
ac t i ve reference s , or  at mut ually ag reed- upon t ime per i ods , 
as appropr iate . 
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* 2 1 .  E xport and Impor t Pr ice s Company F i les . Cons i s t  of 
case folde r s  on upward s of 6 , 0 0 0  compan i e s  who repor t impo r t  and 
expor t data to BLS . Folde rs  are included for compan ies  who 
forme r ly repor ted data a s  wel l  a s  compan i e s  wh ich we re contacted 
for pos s ible inclus i on i n  the repor t i ng cyc le s ample but wh ich 
we r e  excluded and neve r  became repor t i ng sour ce s . 

Contents re late to the company ' s  par t i c ipation and 
inc l ud e  such documents a s : cor re spondence ; i nter view or contact 
form repor ts  by BLS r e g i onal repre sentative s ;  company i n format ion 
such as i t s  annual or quar te r ly repor ts  and products brochu res ; 
wor k shee t s  and longhand note s by D i v i s ion s ta f f ;  and the l i ke .  

I n  add i t ion to the ac t i ve folde r s , the f i le contains 
inac t i ve (as  regar d s  repor t i n g )  company folde r s  wh i ch are  
refe r e nced i n  the proce s s  of deve lopi ng change s  to the survey 
sample . 

Re tent ion Pe r iod . De s troy f i ve year s a f te r  the company goes 
ou t-of-bu siness . 

* 2 2 . DIPALL Mach i ne L i s t i ng of  Compan ies . Cons i s ts of  
mach i ne pr i n tout l i s t ing data pe r ta i n ing to all e s tabl i s hme nts 
(compan i e s )  wh ich are repor t ing impor t  or e xpo r t  pr ice data to 
the D i v i s ion , or have i n  the pas t ,  as wel l  as e s tab l i shments 
wh i c h  have been vi s i ted for pos sible add i t ion to the survey 
sample but we re no t added . 

The l i st conta i ns such data as the name and add r e s s  of 
the compan i e s , categor i e s  of  products , and the status o f  the 
compan ies ' par tic ipation in the surve y .  Arr anged alphabe t i cally 
by company name , i t  serve s  a s  qu ick  cross- re fe re nce to the Expo r t  
and Impor t Pr ices Company F i les  ( I tem 2 1 )  and i s  updated a s  
needed , approx imately qua r te r ly . 

S ince the l i s t  ident i f i e s  survey re spondent s ,  i t  i s  
hand led w i th conf ident i a l i ty and acce s s  the r e to i s  restr i c ted . 

Re tent ion Pe r iod . Des troy whe n replaced by an updated 
l i s t in g , or whe n  no longer needed for current bus i nes s ,  as 
appropr iate . 

* 2 3 . E xpor ter and Importer S ample s  P r intout L i s t i ngs . The 
D i v i s ion of I nternational Pr i ce s  i s  i nvolved in ma i n tenance of  
the s ample of compan i e s  who par t i c ipate in the qua r te r ly survey 
by r epor t ing expor t and impor t  pr ice data . 

Annua lly but separ ately , the sample of  expor t pr ice s 
repo r te r s  and the sample of  impor t  pr i ce s  repor te rs  are revised , 
as some repor ting compan ies  are removed f rom the sample and 
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othe r s  added and some changes  made i n  the produc ts  reported on . 
To pe r form i ts sample ma i ntenance func t i on s ,  the D i v i sion 
rece i ve s  such mach i ne pr i ntouts a s  l i s t i ngs  of  compan i e s  to be 
cons i de red for pos s i b le contac t , l i st s  of compan i e s  to be 
cont ac ted by BLS Reg i onal Off i ce s  for probable i nc lus i on in the 
sample s , and af ter the sample i s  deve loped , l i s t i ng s  of compan i e s  
i ncl uded i n  the sample s unt i l  the sample s are r e v i sed . 

Re ten t i on Pe r i od . De s troy whe n  repl aced or no long er needed 
for cur rent bus i ne s s , a s  appropr iate . 

2 4 . Quar te rly I ndustry Analytical  Note s F i le s .  Th i s  f i le 
con s i sts  of  copies of ana lyse s prepar ed by D i v i s i on i ndustry 
analysts pe r ta i n ing to  pr i ce i ndex chang e s  i n  a s s i gned i ndus tr i e s  
by S I TC g roups/products . The analyses i nclude data as to the 
pr i ce change (per cent , plus or minus)  and analyt ical  stateme nts 
d i scu s s i ng the factor s re l ated to the changes . The se analyt ical  
note s are refer red to the  B r anch of  Expor t and Impor t Pr i ce 
Inde xe s for use in prepar i ng the quar te r ly pre s s  release of  
inte rnational pr ice i ndexe s .  They also serve a s  b ac kg round 
mate r i al for the annual Monthly Labor Rev i ew ar t i cle . 

Re tent i on Per iod . De stroy when two years old or when no 
longer needed for current bus i ne s s , wh i chever occurs soone r .  

2 5 . U . S .  Expor t and Impor t Pr i ce I ndexes H i story Tab le s 
Pr intouts . Th i s  f i le cons i s ts  of  a copy ( compu te r pr i ntout )  of 
U . S . Expor t and Impor t  Pr i ce I ndexe s tables ar ranged by year and 
Standard I nternational Trade C la ss i f i cat i on ( S ITC ) produc t  
str ucture f rom sing le-d i g i t  to fou r-d i g i t  levels . I ndex tab le s 
are provided from the year 1 9 6 4  to date for exports  and f rom 1 9 6 7 
to d a te for impor ts , al though dur i ng the i n i t i a l  ye ars only 
re l a t i vely few produc ts  we re cove red . 

From ye ar- to-ye ar , produc ts  we re added and full 
cove rage of both imports  and e xpor ts was ach i eved i n  1 9 8 4 . The 
same data have been pub l i shed by pe r i od s  i n  Monthly Labo r Re v i ew 
Ar t i cles  ( see I tem 1 8 )  and , for the year s 1 9 7 5  to date , are 
pub l i shed in the Ann ual BLS Handbook o f  Labor S tat i s t ics  i n  the 
BLS Bulle t i n  se r i e s .  The same data are al so ma i nta i ned i n  the 
Inte rnational P r i ce Prog ram data base ( see I tem 4 4 ) . The table s 
are updated quarte r ly on a cumula t i ve ba s i s and the pr evious 
qua r te r ' s  copies are d e s troyed . 

Retent ion Pe r iod . Destroy whe n replaced by a subsequent 
updated pr intout l i s t ing . 

* 2 6 .  Survey Cont ro l ,  Proce ss i ng and Re ference Mach i ne 
Pr i ntouts . For the quar te r ly survey cyc le , the D i v i s i on rece i ve s  
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mach i ne pr intout l i s t i ngs  that serve as i nte rnal cont rol and 
repor t deve lopment a i d s  for membe r s  of the D i v i s i on staf f .  These 
include such l i stings  as :  repor t i ng compan i e s  for wh ich no 
quar te r ly d a ta have been rece i ved ; non repor t ing compan i e s  to 
wh i ch follow- up ma i l g rams have been sent ; mi s s i ng pr ice s ;  
repo r t i ng e r ro r s ;  o f f i ce proce s s i ng status reports ; a reporter ' s  
comments  log of cumulat i ve data on past contac t s  w i th i nd i v i dual 
compan i e s ;  e r ror l i s t i n g s ;  concordance table s cross- re fe rencing 
the produc t codes for the S tandard Internat i onal Trade 
Clas s i f ication Sys tem a s  related to the Tar i f f  Schedule of  the 
Un i te d  S tate s Annotated for imports  and the Bureau of the Census 
Schedule B for expor ts ; and the l i k e .  

These documents are used for management cont rol o f  the 
sur vey prog ress and for i ndustry analys t/econom i s t  re v i ew and 
re ference pu rposes in  hand l i ng problems , contac t i ng 
repo r t ing/nonrepor t ing compan i e s , and developing measures of  
pr i ce change s .  The l i s t i ngs  are d i sposed of  e i the r a f ter 
replaceme nt by updated ve r s ions , by return to the Off i ce o f  
Survey Proce ssing w i th i nstr uc t i ons for data ent r y  for 
proce s s ing , or afte r the quar te r ly cycle is complete . 

Re tent i on Per iod . Des troy when replaced by updated pr intout 
or when no long er needed for cu r rent bu s i ne s s , wh i chever 
occu rs  sooner . 

* 2 7 . Quar terly Survey Data F i nal Pr intout L i s t i ngs . The 
Di v i s i on of I nte rnat i onal Pr i ce s  rece ive s  mach ine pr i ntout 
l i s t i ngs  that are used for manag i ng the col lec t i on of data from 
repo r t i ng compani e s ,  for proce s s ing of that data , and for 
calcu l a t i on of the pr ice inde xe s for the IPP . 

Mos t of the se pr i ntouts  are for sur vey control and 
proce s s i ng ( see I tem 2 6 ) . Some , howe ve r , are f i nal table s 
reflect ing the end results of quar te r ly data collect ion w i th 
respec t to such matte r s  as spec i f i c produc ts , source s of data , 
and f i nal i ndex calculat ions . Example s  are l i s t ings  conta in ing 
data repor ted by re spondents (P roduc t I nformat i on L i st i ngs ) , 
f i na l  i ndex calculat ions ( F i nal Produc t i on I ndex Calculations and 
Agg regate s ) , cumula t i ve records  of repor t i ng company comment s 
whe n  contac ted (Reporter  Comme nts L i s t ing ) , and Reporte r  Add ress  
L i s t i ngs . Hard copy l i s t i ngs  are normally re t a i ned only for 
refe rence purpose s dur i ng the fol low ing quar te r ly sur vey cycle 
and then de stroyed . Microf i che cop i e s  are also retained for 
refe rence purpose s for long er per i od s  ( see I tem 2 8 ) . The 
l i s t ings are treated w i th con f i dent i al i ty as many e i ther ident i fy 
repo r te r s  or contain  data that could lead to i dent i f icat ion . 

Retent ion Pe r iod . Des troy when replaced by updated l i s t i ngs  
or when no longer needed for  current bu s i ne s s , as 
appropr iate . 
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* 2 8 .  M i crof iche F i le s  of Internat ional Pr ice s  Mach i ne 
Pr i ntouts . Used pr imar ily  for re ference pu rposes by the D i v i s i on 
staf f ,  the se f i les cons i s t  of COM produced microf i che cop i e s  of  
mach i ne pr i ntout l i s t ings wh i ch re late to the ac t i v i t i e s  of  the 
qua r te r ly export and import  pr i ce i ndexe s cycle s .  The m i c ro f i che 
conta i n  such mater i a l s  a s  data repor ted by re spondents , the f i nal 
i nde x r un c alculat i ons , cumulat i ve r ecord s of comments  by 
repor ter compan ies when contac ted , repor ter compan i e s ' add r e s ses , 
product d e ta i l  information , Bureau of Econom i c  Analys i s  product 
cla s s i f i ed e xport and impor t indexe s , OPEC e xpor t i ndexe s , and 
the l i ke . 

These data are also ma i nta i ned i n  the I nternat ional 
Pr i ce Prog r am data base ( I tem 4 4 ) , and the e nd re sults of the 
cyc l e  -- the quarte r ly expor t and impor t  pr i ce i ndexes -- are 
pub l i shed i n  quar te r ly pre s s  release s and are ava i lab le in 
LABSTAT . Most  of the se micro f i che are con s i de red a s  con f i dent i al 
as the ident i ty of re spondents can be de termined . 

Re tent i on Per iod . De stroy whe n all e s sent i a l  i n forma t i on 
has been analyzed , tabulated , or pub l i shed . 

2 9 . LABSTAT Segment on Compar i sons of  U . S . , Ge rman , and 
Japane se Export Pr ice Indexe s . T ime ser i e s  i nde xe s ,  annua l ly 
from 1 9 7 0 - 7 3 , and quar te r ly f rom Mar ch 1 9 7 4  to date , are 
ma i nt a i ned i n  LABSTAT provid i ng i nterna t i onal pr ice compar i sons 
for comparab le categor i e s  of  products  e xpor ted f rom Germany , 
Japan , and the Uni ted S tate s .  

These indexes are based on ( 1 )  the o f f i c i al export  
pr i ce i ndexes for Germany and Japan , ( 2 )  spec i ally construc ted 
U . S .  e xpor t  pr ice i nde xes of U . S .  e xpor t produc ts that are 
comp arable to those of Germany and Japan , and ( 3 )  dollar per 
Deu t s che mar k and doll ar pe r yen exchange rate s .  

The data , wh i le on a quar te r ly bas i s , are updated at 
i r r e gular i nte rval s .  Separ a te compar i sons are made for U . S .  and 
Ge rman products , and U . S .  and Japanese produc t s . At the t ime of  
th i s  wr i t i ng , compar i sons we re pre sented cover i ng some 
seve nty-one manuf ac tured produc t s .  

The se mach i ne readable data , i n  e f f ec t ,  dup l i ca te the 
cove rage of  the pr i nted update s  of  the BLS Bulle t i n  2 0 4 6 ,  ( 1 9 8 0 )  
"Compar i sons o f  Un i ted S tate s , Ge rman , and Japane se Expor t Pr ice 
I nd e xe s . "  

At about fou r or f i ve year i nte rva l s ,  the German and 
Japane se e xpor t  pr i ce i ndexes are r e v i sed to r e f lect a more 
cur r ent base year , and othe r rev i s i ons ar e also made by those 
coun t r i e s , wh ich requ i re r e v i sions to the se LABSTAT ser i e s  
compar ison s . 
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Re te n t i on Per iod . Pe rmanent . Offer  for transfer  to the 
Arch i ve s  of the Un i ted States whe n  t h i r ty ye a r s  old , or upon 
terminat ion of the prog r am and ce ssat ion of ac t ive 
re fe rence , or at  mut ually ag reed-upon t ime per i ods , a s  
appropr iate . 

3 0 . U . S . ,  Ge rmany , and Japan Compar at ive Export I nde x 
Documentat ion Book . The f i le con s i s ts o f  a three- r i ng b i nder  
conta i n ing the  var ious compu ter prog rams , format and cod ing 
instr uc t i on s , and othe r explanatory documentat ion mate r ial s 
cove r i ng the proces sing of  the data requi red to produce the se  
compar a t i ve German , Japane se , and U . S .  e xpor t pr i ce indexes for 
spec i f ied manufactu red produc t s . (See previous LABSTAT I tem 2 9 . )  

Rete n t i on Per iod . Pe rmanent . Offer  for transfer  to the 
Arch i ve s  of the Un i ted S tate s when th i r ty ye ars  old , or upon 
terminat ion of the program and ce ssat ion of  ac tive 
r e fe re nce , or at mut ually ag reed-upon t ime per iod s , a s  
appropr iate . 

3 1 .  Internat ional Pr ice Bullet i n  and Re sear ch Pub l i c at ion 
Record  Copy F i le . The f i le con s i s ts of  the record copy of  such 
pub l ications of the I nternat ional Pr i ce Prog ram as Bulle t i n  2 0 4 6 ,  
"Compar ison of Un i ted S tate s , Ge rman , and Japane se Expor t Pr ice 
Ind e xe s " , ( 1 9 8 0 ) ; Bulle t i n  update s  and revi s ions ; and any 
pub l i shed re sults of re sea r ch products on internat ional pr ice s 
not i nc luded i n  the Monthly Labor Rev i ew .  

Retent ion Per iod . 

a .  Record Copy .  Permanent . Offer  for transfer  to the 
Arch ives of  the Un i ted States in blocks of f i f teen 
year s whe n the mos t  recent record i s  f i f teen year s old . 

b .  All othe r pub l i shed copie s .  De s t roy when no long er 
needed for current bus i ne s s . 

* 3 2 .  German-Japane se-u . s .  Export  Pr i ce Compar i son I ndex Data 
Base F i le . Th is  d i s k  f i le ma intained at the Cent r a l  Bureau 
Compu te r Fac i l ity i s  ma i ntained under the TOTAL Data-Base 
Manag ement System and othe r prog rams . The f i le cove r s  the pe r iod 
197 0 -date , and conta ins  such data a s :  the German and Japanese 
expo r t  pr ice inde x data for var ious products i npu tted qua r te r ly 
from the o f f icial sour ce pub l icat ions i s sued by those coun tr ies ; 
spec i ally construc ted U . S .  e xpor t pr ice i ndexes of  U . S .  e xpor t  
prod ucts  comparable t o  those of  Germany and Japan that a r e  
deve loped b y  i npu t t i ng d a t a  f rom the D i v i s i on ' s  expor t pr ice 
index data base and conve r t i ng the data to be comparable to 
Ger man and Japane se expor t pr ice inde xe s ;  and the follow i ng f i ve 
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i nde x and pe rcent change data for each expor t product cove red - ­

( 1 )  U . S .  expor t  pr i ce i nd e x  i n  dol lars , ( 2 ) German or Japane se 
expor t pr ice index i n  nat i onal cur renc i e s , ( 3 )  German or Japane se 
pr i ce i ndex  in dol lar s ,  ( 4 )  Ra tio  of e xpor t  pr i ce i ndexe s i n  
nat i onal cur renc i e s , and ( 5 ) Rat i o  of  export pr ice ind e xe s  i n  
dol l ar s .  Al so included are the var ious prog rams requ i red to 
proce s s  the index  data . 

The data base i s  cons i de red con f i dent i al , a s  the U . S .  
expo r t  product i ndex data e x t r ac ted f rom the D i v i sion ' s  d ata base 
can cont a i n  informat i on involv i ng three or le ss U . S .  compan i e s . 
Pr i o r  to t ransmitt ing any index upd ate data to LABSTAT , such 
con f i dent i a l  data are el iminated . 

Wh ile the German and Japanese off i c i al expor t i ndex  
data are entered quar te r l y ,  the updat i ng of the  ent i re inde x data 
i s  only accomplished at  i r regular i nte r val s , and rev i s ions are on 
a fou r-to- f i ve year bas i s .  

Once a month , a dump to one tape i s  made of the data 
base to prov ide bac k-up as needed . From 1970- 1 9 7 3  data are on an 
annua l bas i s  and f rom Mar ch 1974  to date data are on a qua r te r ly 
ba s i s .  

Re tent i on Pe r iod . 

a .  Data base d i sk . De stroy when all  e ssent i al data have 
been analy zed , tabulated , or pub l ished , as appropr i ate . 

b .  B ack-up tapes . Scratch a f ter succe ssful quar te r ly 
input of data has been accomp l i shed . 

* 3 3 . Proce s s i ng F i les  Re lat i ng to Ge rman-J apane se-u . s .  
Expor t  Product Compar i son Inde x .  The f i le s  con s i s t  of va r ious 
data sets on d i sk or tape at the Central  Bureau computer ce nter 
and pr intouts ma i nt a i ned at  D i v i s i on off i ce s  and othe r record s 
re f lect ing such i ndex  proce s s ing ope rations a s  inputt ing d ata 
into the sys tem , review and ed i t  of proce ss i ng oper a t i ons , 
conve r t ing U . S .  expor t i ndex data to be comparable to German and 
Japane se indexe s ,  calcula t i ng var ious rat i os and compar i sons used 
in the i nde x , transm i t t ing data to LABSTAT , d i str i bu t i ng cop i e s  
of pub l i shed inde x results to rec i p i ent s , and the l i ke .  

Re tent i on Pe r i od . De stroy when revi sed or made obsolete , or 
when e ssent ial  information has been analyzed , tabu lated , or 
pub l i shed , a s  appropr iate . 

3 4 . Ge rman-J apane se-u . s .  - Expor t Compar i son Ind e x  Sou rce 
and Related Re fere nce F i le s . The f i le cons i s ts  of  monthly i s sue s 
of  the o f f i c i al Ge rman and Japane se Expor t Pr i ce I ndex 
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? ub l i c a t i o n s  a s  we ll a s  v a r i o u s  a r t i c l e s , cop i e s  o f  do c ume nt s , 
tab l e s ,  pub l i c a t ions o n  e xpo r t s  o f  v a r i o u s  coun t r i e s  o n  
i nt e r n a t i on a l p r ice s  o r  t r ad e  o r  o n  s t a t i s t i c a l  me t hodo logy . T h e  
so u r ce . d o c ume n t s  and many o f  t h e  pub l i c a t i o n s  o r  a r t i c le s  i n  t h e  
re f e r e nce f i le s  a r e  i n  J apane s e  o r  Ge r ma n . I nc l ud e d  i n  t h e  
bac k g r o und r e f e r e n ce f i l e s  i s  a s ub j ec t i ve r e fe r e n ce f i l e  o f  
fo r m e r emp l o ye e , J ohn S uome l a , a s  we l l  a s  b ac kg r o un d  ma t e r i a l s  o n  
sys t e m  d e v e l opme n t  and op e r a t i on . 

Re te n t i on P e r iod . De s t r o y  whe n r e v i s ed o r  made o b s o l e t e , o r  
w h e n n o  long er n e e d e d  f o r  c u r r e n t b u s i ne s s , a s  app r op r i a t e . 

3 5 . Spe c i a l ? ro j e c t - Re s e a r c h  F i l e s  on I nt e r n a t i o n a l  
P r i ce s ,  E xno r t s , I mpo r t s . O n  an i r r e g u l a r  b a s i s ,  v a r i o u s  
r e s e a r c h  o r  spec i a l p r o j e c t s  a r e  und e r t a k e n  c o v e r i ng p a r t i c u l a r  
aspec t s  o f  i nt e rnat i on a l  t r ad e , p r i ce s , e xp o r t s , o r  i mpo r t s . 
I n c l ud e d  a r e  b a c kg round r eco r d s s uc h  a s  c l i pp i n g s , a r t i c l e s , 
no t e s , d r a f ts , pu b l i c a t i on s , t abu l a t i o n s , and the l i k e pe r t a i n i ng 
to o i l  p r i ce s  and s h i pme n t  o f  p r o duc t s  to o i l  p r od u c i ng 
co un t r i e s ;  b a c kg ro und mate r i a l s  s uc h  a s  t r a n s l a t i on s  o f  J apane se 
newspa p e r  a r t i c le s  and r e l a te d  r e co r d s  pe r t a i n i ng to an a n al y s i s  
o f  t h e  r e l a t i on s h i p  o f  t h e  g o ve r nmen t  · o f  J apan t o  Japan e s e  
i nd u s t r y  and J apane se t r ad e  p r ac t i ce s ;  cop i e s  o f  d a ta and 
bac kg r o und mat e r ials r e l a t i ng to f u r n i s h i ng i n f o r ma t i on f o r  the 
UN-OECD - Wo r ld Bank P u r ch a s i ng Powe r P ar i ty P r o j e c t ;  man ua l  o r  
mac h i ne l i s t i ng s  o f  spec i al t abu l a t i on s  p r e par e d  i n  r e spo n s e  to 
r e q ue s t s ;  and o t he r o n - d em a nd spe c i al a n a l ys e s  o r  t ab u l a t i o n s  a s  
r e qu i r e d . 

R e t e n t i on P e r i od . De s t r oy when e s s e n t i a l i n f o rma t i o n  ha s �e e n  a n a � y z ed o r
.

t a bu l a t ed , e x c e p t  tho s e  p r o j e c t s  tha t 
i nv o l v e  i n f o rma t i o n  cove r ed by o t h e r i t ems o f  th i s  S chedu l e . 

Recor d s  Common to All D i v i s i on O f f i ce s  

* 3 6 . IPP I n t e r med i a te P r i n t o u t s , J ob Runs , Wo r k s h ee t s . I n  
c a r r y i n g  o u t  the IPP , e conom i s t s o r  o t h e r  p rog r am pe r so nn e l  
o b t a i n  va r i o u s  i n te rmed i a te p r i n t o u t s , j ob r un s , o r  wo r k s h e e t s  a s  
p a r t o f  t h e  compu ter p r o ce s s i n g o f  t h e  i nt e r n a t i on al p r i ce 
i nd e x e s i s s ue d  by the D i v i s i on . · Th e s e  mach i ne -p roduce d l i s t i ng s  
can i n vo l ve s uch i n i t i a t i o n  o r  r e p r i c i n g ope r a t i o n s  i n  t he i nd e x 
prod u c t i on cyc l e  as d e v e l op i ng and ma i n t a i n i ng t he s amp l e  
r e g i s t e r s  o f  r e po r t i n g  compa n i e s  a n d  t h e  r e l a t e d  i n f o r ma t i o n  o n  
e xpo r t  o r  impo r t  prod u c t s  t o  b e  pr iced ; c o l l e c t i n g , a n a l y z i n g , 
and t a b u la t i ng the pr i c i n g  d a ta o n  a q u a r te r l y  b a s i s ;  c a l c u l a t i n g  
p r e l i m i n a r y  o r  f i nal i nd e x e s ; and i s s u i ng the f i nal i nde x d a t a  i n  
p r e s s  r e l e a s e  o r  oth e r  f o rm a t s . A l s o  i n v o l ve d  a r e  l i s t i n g s  
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conce rn ing answer ing of  re que sts  for informa t i on , spec i a l  run s , 
r un s  i nvolv i ng deve lopi ng the var iou s  computer sys tems involved 
or in improv ing the proce s s i ng methodology , and the l i ke . Such 
l i s t ings  in th is  i tem are not cove red by any other  i tems of the 
IPP o f  the Schedule l i sted above . 

Re tent ion Pe r iod . De s troy when essent i al info rmation has 
been analyzed , tabula ted , or pub l i shed , or whe n supe r s eded 
or made obsolete , as appropr i ate . 

3 7 . IPP Techn ical Re ference Wor k i ng F i les . The se ar e extra  
cop i e s , pr i nted mate r i al s , wo r k ing pape r s , cop i e s  of  
ins t r uc t ional manua l s , and the l i ke , wh i ch are ma intained by the 
econom i s t s  or other prog ram pe r sonnel of  th e D i v i s ion concerned 
w i th the IPP program cove r ing the i r  assi gned are a s  of  wor k  as 
we l l  a s  compute r i zed ope rat ions and s ta t i s t ical  procedu res  and 
met hodo logy . 

Retention Per iod . De stroy when supe r seded , no longe r needed 
for cur rent bu s i ness , or when made obsole te , as appropr i ate . 

3 8 .  IPP Intermed iate Mach ine P roce s s i ng F i le s . Cons i s ts of  
proc e s s ing tape or d i sk  f i le s of  the  IPP prog ram a s  d e f ined by 
Gene ral  Record s Schedule 2 0 , s uch as wor k  f i les , te st  f i le s ,  
input sou r ce f i les , i nterme d i ate inpu t/output f i le s ,  val i d  
transac t i on f i le s ,  and the l i ke cove r ing mac h i ne r e adable recor d s  
not spec i f ically l i s ted und er t h e  Schedule i tems above f o r  the 
Inte rnat ional Pr ice D i v i s i on .  (See page 1 7 9  of th i s  Schedule . )  

Rete ntion Pe r i od .  Apply the rete nt ion per i od s  o f  GRS 2 0- · ­
Par t I I ,  I tems 1 through 1 4 , a s  appl icable . 
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OFFICE OF SURVEY PROCESSING OFFICES 
CONCERNED WITH THE INTERNATIONAL PRICE PROGRAM (IPP) 

IPP PROCEDURES SECTION ,  OSP 

The IPP procedure s staff  wor ks  w i th other IPP off ice s to 
formulate and docume nt standardi zed procedures for all ac t i v i t i e s  
relat i ng to the IPP . Al though the Sec t ion doe s not wr i te all  the 
procedural  document s  used in  the IPP , i t  r e v i ews all procedures  
to ensure that they are con s i s tent and error - f ree . 

User  g u ides and wr i tten docume ntat ion of  sys tem methodology 
are e s sent i a l  becau se of the d i f fu s i on of the tas ks involved in  
gene r a t ing the  impor t  and e xpor t  pr i ce i ndexes among such o f f ices 
as : the P rogram O f f i ce ( D i v i s i on of  I nterna t i onal Pr ice s (DIP ) ) ;  
the Data S e r v i ces Sect ion of  OSP ( DSS ) wh ich i s  r e spon s ible for 
ac t i v i t i e s  relating to the proce s s i ng of the indexes and the 
int r oduc t ion of newly i n i t i ated produc ts  i n to the data base ; the 
Sys tems Support Sec tion of  OSP (SSS ) wh i ch is re spons ible for 
sys tems de s ign and prog ramming and data base management ; the 
Stat i s t ical Method s D i v i s i on of OPLC wh i ch is re spons ible for 
sampl i ng and methodology ;  the Off i ce of F i e ld Ope rat ions wh ich i s  
re spon s i ble for schedul i ng Reg i onal off ice ac t i v i ties , 
headqua r te r s-regional relat ionships , and iss uing all i nstruc t­
ional i s s uance s and supp l i e s  to Reg i onal Off  ice s ;  and the 
Reg i onal O f f i ces  and the Reg i onal Representat ive s  wh ich are  
re spon s i ble for final i z i ng sample s and the  i n i t ial pr ic ing of 
produc t s . 

The manuals and wr i tten procedures  of th i s  Sec tion provide 
the nece s s ary un iform approaches to generat ing the IPP i ndexe s a s  
we l l  a s  the wr i tten explanatory documentation of  the sys tems and 
methodology involved . Through r e v i ew of Reg i onal Off  i ce sugge s t­
ions for procedu ral re v i s i ons (Form S0- 6 0 8 ) , and through contac ts 
with the var ious headquar te r s  o f f i ce s  involved , the Sect ion keeps 
abr e a s t  of nece ssar y procedural change s in order to update 
manuals  and procedures  as requi red . 

The Sec t ion a l so designs  or par t i c ipate s in the design  of 
forms for d ata col lec tion , data entry , and data cor rec t ion . I n  
add i t i on ,  i f  a form i s  desi gned for u s e  outside the Bure au , the 
Sec t i on prepares the requi red c le arance reque s t s  for approval by 
OMB . I t a l so ac ts as l i a i son between DSS and the O f f i ce of F ield 
Ope r at ions in  mai ntai ning a suff i c ie nt supply of forms . 

3 9 . International P r ice P rogram P rocedure Manua l s  Record 
Copy F i le . The gene r a t ion of  the e xport  and import pr ice indexes 
involves both prog ram and suppor t of f i ce s  in  the National Off  i ce 
as we l l  a s  Regional O f f i ce s .  Var ious procedure manual s  are 

24 



prepar ed to provide un i form i ty in  the s teps of  the proce s s i ng 
cycle for th is  d i ff used ope r a t ion . The I nte rnational P r ice 
Prog r am P rocedures Sec t ion w i thin  the D i v i s ion of  I ndustr ial  
Pr i c e s  and I ndustr ial  Relation s , OSP , cur rently is  re spon s ible 
for prepar a t i on of the requ i red proced u re s manual s  for the IPP a s  
we l l  a s  for ma i nta in ing the r ecord copy o f  the manual s .  

The record copy of s uch procedure manua l s  i s  compr i sed 
of t hree segments : ( 1 )  the or ig inal manual as d r a f ted , 
( 2 ) var ious update s and revi s i ons as requ i red , and ( 3 )  the 
cur r e nt ve r s ion of a revise d  Manual . I n  add i t ion to formal 
Manua l s ,  on occasion , separ ate procedural memor anda are i s sued by 
the Sect ion cover ing such mat ters  as pr i nting of  schedule s , 
qua l i ty a ssurance , and the l i ke .  

At the t ime of th is  wr i t ing , such manual s a s  the 
fol low ing we re issued or we re near ing comple t ion : the IPP 
Collection Manual , the IPP Cod ing Manual , the " C "  Form Man ual 
involving i nstructional commun icat ions between OSP and DIP , the 
Sample Track ing Sys tem Manual , the Key Punch Manual , the 
Automated Regional Trac k i ng Sys tem Manua l ,  and othe rs  as 
requ i red . 

Manuals are ar r anged by t i tle , w i th chronolog ical 
upd a te s .  1 9 80-to date . 

Retent ion Pe r iod . 

a .  Record copy . Pe rmanent . Offer  for t r ans fer to the 
Arch ives of  the Un i ted State s  in  f i ve-ye ar bloc ks  when 
the late st  i s sue is  twenty year s old . 

b .  All other copie s .  Destroy whe n no long er needed for 
cur rent bu s i ness . 

4 0 . IPP Procedure Manua l s  Development F i le s . Cons i s t  of 
accumulated re ference and b ac kg round mate r i al s  pe r t i nent to the 
sub j ec t  mat ter of a Manual be ing developed , chapter  d r a f t s , 
plann ing r ecords , revi ewe r s ' comme nts and sugge s t ions , re v i s ions 
to o r ig inal drafts , record s pe r taining to pr int i ng and 
d i s tr ibution of a Manual , proposals for future r e v i s ions a nd 
sugge stion s , and pe r iod ic prog ress repor t s  on the status o f  
manual deve lopment such as PAC I I  P rog ress  reports , and the l i ke . 

Rete nt ion Pe r iod . De s troy when supe rseded , or upon 
pub l icat ion of a manual , as appropr i ate . 
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4 1 .  IPP Procedure Manua l s  Word Proce s s i ng Med i a  F i le . 
Con s i s t s  of  word proce s s ing d i sks  involving the produc t ion of  the 
var ious IPP Procedu re Manua l s  and updates or re v i s i ons the reto . 

Rete ntion Per iod . Des t roy when no longe r needed for cur rent 
busi ne s s , or whe n revised or updated , as appropr iate . 
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IPP SYSTEMS SUPPORT SECTION (SSS) 

The IPP Sys tems Support Sec t ion of  OSP d e s i gns and ma inta ins 
computer sys tems , subsys tems , and prog rams wh ich are  nece s s ary to 
proce s s  the data from wh ich IPP indexes are produced . SSS 
ma i nt a i n s  the IPP data base s , and prov ides DIP , DSS , and the 
Stat i s t ical Methodo logy Divi s i on ( SMD ) o f  the O f f i ce w i th data 
proce s s ing suppor t .  Such support involve s the wr i t ing of  
compu te r prog rams to mee t  spec i f i c need s ,  adv i s i ng on the use of 
computer sys tems in  var ious  appl icat ions , d e s ign ing computer 
systems or subsystems mee t i ng IPP requi rements , train ing 
pe r sonne l in the use of CRT and other data pr oce s s ing equipment , 
and other consul ting or prog ramming service s .  

SSS deve lops the Job Control Lang uag e (JCL ) requi red to 
proce s s  IPP compu ter prog rams on ava i lable data proce s s i ng 
equ i pment , and also ensures the secur i ty of the IPP data base s by 
prov i d i ng for d i sk-to- tape back-up at pe r iod ic  interva l s . 

SSS wor k s closely with the DIP prog ram o f f i ce and the Data 
Ser v i ce s  Section (DS S )  in  e s tabl i shing requi rements for new 
prog r ams or changes to e x i s t i ng prog rams for the IPP . Ma j or 
deve lopmental de sign pro j ec ts are usua l ly unde r taken by task 
for ce s con s i s t ing o f  repre sentative s  of all o f f i ce s  conce rned . 
The ma j or role of the SSS repre sentat ive is  to a s s i s t  in 
ide n t i fying requi reme nts , to present alte rnat i ve data proce s s ing 
approaches , and to create a requi rements  document descr ibing the 
proposed sys tem . SSS pe rsonnel al so provide d e t a i led explanatory 
"wa l k- throughs" of proposed sys tems to the var ious user s a s  we l l  
a s  wr i tten sys tems descr ipt ive documentat ion . 

4 2 . B ranch Ch i e f  Adm i n i s t r a t i ve-Program Subj ec t F i le . Th i s  
f i le o f  the B ranch Chief  for Survey Sys tems Suppor t for the 
Inte rnational Pr ice P rogram consi s ts of  corre spondence , pub l i shed 
mate r i als , machine l i s t i ngs , form record s ,  e x t r a  copi e s  of  
adm i n i s tr a t ive instruc t ions and mater ials , pro j ec t  records , and 
the l i ke , pe r taining to the i nte rnal house keeping ac t i v i t i e s  of  
the S u rvey Systems B ranch , such as per sonne l ,  travel , t ime and 
attendance , and prog r e s s  repor t ing . In add i t i on ,  the f i le 
con t a i n s  records on I nternat ional Pr ice Program sys tem 
deve lopme nt and sys tem revi sion proj ects unde r taken by the 
Branch . The se f i l e s  can include such record s as var ious mach ine 
l i s t ings , sys tem requi rements statements , f low char t s , data 
d i c t i onar ies , prog ram l i st ings , job cont rol language for r unn ing 
the prog r ams , and the l i ke . 

Certain pro j ec ts may result in development of new 
compu te r i zed subsys tems for the I nte rnational P r i ce P rog ram or 
rev i s i ons to existing sys tems , wh ile  other pro j ec t s  may be 
dropped or c losed out wi thou t sign i f i cant changes  be ing mad e . 
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The f i le includes  such folder he ad ings a s  Personnel , 
Trave l , Compute r Costs , Prog r e s s  Reports , Repr i c i ng S tudy , OCR 
S tudy , Qua l i ty Control , Data Base Requ i rements , and Schedule 
Red e s ign . The Bure au record copy on admin i s t r a t i ve mat ters  i s  
ma i n t a i ned b y  the Cent ral  Bureau Adm i n i s t r a t i ve O f f i ce s .  

Re tention Per iod . 

a .  Admin istr a t i ve F i le Segment .  B re a k  f i le every three 
ye ars , and br ing forward ac t i ve mater ials  to the new 
f i le .  De stroy when three year s old . 

b .  P roj ect F i le Segment . Separ ate i nto ac t i ve and 
i nac tive proj ec t f i le s .  ( 1 )  I f  the completed proj ec t 
has resul ted in  sys tem i n i t iation or revi sion , destroy 
completed proj ec ts a f te r  the system involved is no 
longe r be ing used . ( 2 )  I f  the proj ect i s  dropped or 
re sults in  no s i g n i f icant sys tem change s ,  des troy the 
i nac tive proj ect f i le s three ye ars  after  cessat ion of 
wo r k .  

* 4 3 . !PP-Sample Trac k i ng System Data Base F i le . The Sample 
Tr ac k ing Sys tem data base con s i s t s  at present of  some 3 5 0  t r acks 
on the same d i sk  as the IPP produc tion data base at the central 
Bu r e au compu ter fac i l i ty .  The purpose of  the newly installed 
Sample Trac k i ng System is to as sure the qua l i ty of the var ious 
produc t samples involved in  generat ing the impor t and expor t 
pr ice indexes by measur ing the re sponse rates per products or 
repo r t ing e s tabli shments . Th is  sample mon i tor ing sys tem in forms 
the S ta t i s t i cal Method s D i v i s i on when the sample for ce r ta i n  
product g roups has degenerated f a r  enough to a f fect stat i s t ical 
qua l i ty and will  requ i re the d r aw i ng of  a new sample . 

The data base contains a l l  the sample informat ion on 
group i ngs of products  and e stabl ishments for bu i ld i ng of s ample s 
sent to the Reg ions , and i t  keeps t r ack  of  the re sponse r a te per 
prod uc t g roup or repor t i ng e stabl i shments to determine such 
mat te r s  as the stat i s t ical qua l i ty resul t ing , or when 
establi shments drop out or products are d i s cont inued , and the 
like . 

A daily dump of the ent i re d i s k  contents to tape i s  
made for secur i ty o r  bac k- up purpose s .  S i nce ind i vid ual 
estab l i shment data are involved , the f i le i s  cons idered 
con f ident i a l .  The data base i s  ma i ntained und er the RAMI S data 
base manag ement sys tem . 
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Re ten t i on Per iod . 

a .  D i s k  data base f i le . Scr atch when e s sent i al information 
has  been supe rseded , or when s uch info rmation has  been 
t abulated or ana lyzed , as appropr iate . 

b .  Tape back-up f i le s . Sc ratch when two wee ks old . 

* 4 4 . E xpor t-Impor t P r ice Indexes P roduc t i on Data Base 
F i le s . The export- impor t pr ice indexes produc t ion data base 
f i le s  conta i n  the var ious data sets requi red to gene rate the 
quar te r ly U . S .  impor t and expor t pr ice indexes and related 
spe c i al i n te rnational pr i ce i ndexe s .  The data base f i le s  
compr ise  some 4200 tracks of  a pr ivate d i s k pack a t  the ce ntral  
Bu r e au compu ter fac i l i ty ,  and i s  ma i ntained und er the TOTAL data 
base manag ement sys tem . For secu r i ty or bac k-up pu rpose s , the 
contents of the data base are dumped d a i ly onto a tape or 
pe r i od ically into ma ss sto r age . 

Th i s  disk  data base cons i s ts  at pre sent of  three maste r 
f i le s  and twelve var iab le f i le s .  Mas ter f i le s  contain  the keys 
or cons tan t s  wh ich are used to acce s s  data s tored in the 
as soc i ated var iable f i le s .  The ma ster  f i le s also contain  the 
phy s i cal locat ion on the d i s k  of the f i r s t  and last  record 
conta i n ing the mas ter f i le key on each var i able f i le .  Var i able 
f i le s  con t a i n  quar te r ly pr ice data , pr ice ad j u s tment data (duty ,  
un i t s o f  sale , d i scounts , etc . ) , and produc t descr iption data . 

There are four va r i able f i le s , such a s  the f i nal ne t 
pr i ce f i le or  the spe c i f icat ions f i le , a s sociated w i th the " old " 
ma ste r f i le ;  s i x  va r i able f i le s , such a s  the export  or impor t  
pr i ce f i les  and the e xpor t  o r  impor t  pr i ce ad j u s tme nt f i le s , 
associ ated w i th the product or " new" maste r f i le ; and two 
var i able f i les , such a s  the cur r ency f i le and the a l i a s  f i le , 
a s soc i ated w i th the Schedule " C "  mas te r f i le . 

I n  effec t , th i s  data base contains  the informat i on on 
expor t and import produc t pr ice s  nece ssary to ca lculate the 
var ious i ndexes and data pr oduced by the I nte rnational P r i ce 
P rog ram . The se inc lude the qua r ter ly P r e s s  Re lease , "U . S .  Expo r t  
and Impor t Pr ice I ndexe s "  and the spec i al impo r t  and e xpo r t  pr i ce 
i ndexes  pub l i shed at  i r regular inte r va l s  or  tr ansmi tted by letter 
to var ious gove rnme ntal agenc ies , a s  we l l  a s  the var ious impor t 
and e xpor t pr ice inde xe s included in  LABSTAT ( see i tem 2 0 ) . 

The data base i s  con s idered con f ident i al as i t  conta ins  
data  that could ident i fy i nd i vidual repor t i ng e s tabli shment s .  
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Reten t i on Per iod . 

a .  D i s k  data base f i le s . S c r a tch when a l l  e s sent ial  
informat ion has  been tabulated or analyzed , or when 
supe rseded . 

b .  Tape back-up f i les . S c r a tch when two wee k s  old . 

c .  Mas s  storage b ack-up f i les . S c r atch a s  s upe r seded . 

* 4 5 .  Other IPP Data Bases  I nvolved i n  Improvi ng the Import  
and E xport P r ice Indexes P rogram . The manag e r s  of  the 
Inte rnational Pr ice Prog ram are cons tantly see k i ng new approache s  
to improve the Prog ram .  Typically , the se conce rn deve lopment o f  
var ious mon i tor ing o r  oth er compute r i zed sys tems involved i n  the 
IPP , s uch as the Sample Trac k i ng Sys tem ( see pre vious I tem 4 3 ) . 
One s uch compute r i zed mon i tor ing sys tem , the Au tomated Reg i onal 
Trac k i ng Sys tem (ARTS ) , involv i ng the ma i ntenance of  a data base , 
is be ing developed at  the t ime o f  th i s  wr i t ing . 

Th i s  deve lopmental data base pre sent ly occup i e s  some 
800  t r acks  on a d i s k  at the Bur e au central  computer fac i l i ty ,  a nd 
is ma inta i ned unde r the MANTI S  data base management sys tem . 

The ARTS sys tem is  pr imar i ly a Reg i onal O f f i ce wor k load 
measurement sys tem , and i t s  data base w i l l  cont a i n  the repo r ted 
data f rom Regional Representative s  on the i r  ac t i v i t i e s  i n  
deve loping sample s and in  collec t i ng e xpor t and impor t  product 
pr i c i ng data from sampled e s tab l i shme nt s .  When comple ted , the 
sys tem w i l l  provide for on- l i ne prog r e s s  r epor t i ng on the status 
of the IPP ac t i vi t i e s  of Reg i onal Of f i ce per sonnel a s  we l l  as 
ser ve a s  a too l for improved schedul i ng of such ac t i v i t i es . 

As with other d ata base s , the ARTS sys tem involve s 
pe r iod i c d i s k  data-base back-up to tape for secu r i ty pu rpose s . 

As requi red , other IPP improveme nt pro j ec t s  of  t h i s  
type could b e  unde r taken in  the future , and could involve the 
ma i ntenance of a d i sk  data base and pe r i od ic d i sk- to- tape or to 
mas s  s torage back- up . 

Retent ion Pe r iod . Scra tch when no longe r needed for current 
bu sine s s .  

* 4 6 . Microfiche F i le s of  I nternational P r ice s Mach ine 
Pr i ntouts F i le . F i le cons i s ts of a set of  COM-prod uced 
microf i che copies of  var ious of  the mach i ne pr i ntout l i s t i ng s  
wh i ch relate to the proce s s i ng cyc le s for gene r a t ing export  and 
impor t  pr i ce indexe s .  The microf i che cove rs  such matte r s  as 
cu r rent f i nal index calculations , produc t informat ion by g roups 
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of produc ts , produc t  deta i l , repor te r comment s , sample data , and 
the l i ke . 

The fi le i s  basi cally a refe rence f i le in conven i ent­
to-use format . (See I tem 2 8 . )  The f i le is con s ide red 
con f i dent i a l , as data can ident i fy i nd i v idual repor t i ng 
es tabl ishments . 

Re tent ion Pe r iod . Des troy when all  essen t i al informa t i on 
has been analyzed , tabulated , or pub l i shed . 

47 . IPP Compu te r P rogram D i s k  F i le s and Pr intout L ibrary 
F i le s .  The f i le con s i s ts of  a segment o f  the pr ivate d i s k  at the 
cent r al Bureau Compute r F ac i l i ty contain ing the many sour ce or 
othe r prog r ams involved in gene r a t i ng the quar te r ly impor t and 
expo r t  pr i ce inde xes and the other spec i al impor t and export  
pr i ce inde xes . Da ily  d i sk-to- tape back-ups of  the d i s k  are 
car r ied out for secur i ty purpose s .  

Also included at the he adquar ters  o f f  ice are hang i ng 
binde rs  contain ing mach ine pr i ntouts  ser ving as a prog ram l ibrary 
doc ument i ng the mach ine-readable prog ram d i sk f i le s .  

Re te ntion Pe r i od . De st roy when supe r seded , or when no 
longe r needed for cur rent bu s i ne s s , as appropr iate . 

4 8 . !PP Data D i c t i on ary F i le . Data d ic t i onar i e s  serve as 
the pr inc ipal end produc t for document ing the !PP system d e s i g n  
wor k  of  the B ranch . The re a r e  two type s of  these compu ter­
prepar ed l i s t i ngs , log i cal and physi cal data d i c t ionar ie s .  The 
log i cal data  d ictionar ies  provide in a summary fashion and in  
layman ' s  language an  explanat ion of  the steps involved in  a 
proposed system . They are pr imar ily used to e xplain to DIP 
pe r sonne l and othe r reque ste r s  what a proposed sys tem w i l l  
enta i l .  The phys ical d ata d ic t i onar i e s  provide deta i led 
spec i f i cs as to the var i ous s teps involved in  a proposed sys tem 
and are mor e  of an i nternal deve lopme nt tool used by the 
de s i gners to unde r s tand the sys tem and to ident i fy the var ious 
compu ter prog rams to be developed to impleme nt a proposed sys tem . 

Th i s  record copy f i le  cons i s ts pre sent ly of l i s t i ng 
she e t  binde r s  on shelving , ar r anged by t i tle of  the sys tems 
cove red . Ce r tain b i nde r s  can include flow char ts  or precedent 
de s i gn statements r e f lec t i ng the s chedul i ng of  the wor k  involved 
in the sys tem design e f for ts  unde r ta ken by the IPP sys tems 
suppor t  s t a f f .  

Retent i on Per iod . Pe rmanent . Offer  for trans fer  to the 
Arch i ve s  of the Un i ted S tate s  in  blocks of ten ye ars  when 
the mos t rece nt record i s  twenty year s old . 
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4 9 . IPP System Problem-Solut ion F i le s . When user s of  IPP 
sys tems , such as DIP prog ram off i ce pe r sonnel o r  DSS pe r sonnel , 
are faced w i th problems dur ing produc t i on r uns , the y reque s t  
a s s i s tance u s ing problem s tateme nt forms which a r e  sent to the 
IPP sys tems suppor t staf f . The se re que sts are logged in  and a 
Form 5 8 8  i s  prepared by the a s s igned staf f member  descr ib ing the 
wor k  i nvolved in develop i ng a so lut i on to the sys tem problem.  
The f i le is  ma inta i ned i n  three- r i ng binde r s . 

Reten t i on Per iod . Des troy when f i ve year s old . 

* S O . IPP Sys tem Data Manageme nt F i le s .  The IPP sys tems 
suppo r t  s t a f f  rece ive s per iod i cally compu te r l i s t i ng she e t s  from 
the cen t r a l  Bureau Computer Fac i l i ty on the amount o f  computer 
sto r age space the var ious data sets of  the staf f occupy a s  we ll 
as on the s tatus of  the d ata set s . These l i s t i ng sheets  are 
ma i nt a i ned in binde r s  and include such l i s t i ng s  a s  those of  the 
IPP d a ta s e t s  ma inta i ned in the mas s  s torage f ac i l i ty ,  the data 
set s ma intained on the d i s k , the data set s migr ated to tape 
sto r age , the data sets scratched , and the l i ke . 

The regulat ions of  the cent ral  compu te r fac i l i ty 
requ i r e  the mig ration of data sets  f rom the d i s k  to s to r age 4 5  
days a f te r  no refe r r a l s  a r e  made to such data sets . Typically ,  
data s e t s  mig rated to tape s torage a r e  scr atched about 1 8  month s 
afte r  no r e f e rrals are made to them , wh i le longe r s torage w i thout 
refe r r al s  is permi tted for data sets s tored on the mas s  s to rage 
equ i pment . 

In  add it ion to such inventory l i s t i ng s  on the status of  
IPP d a ta sets , the data manageme nt f i le s inc lud e b i nd e r s  of  
l i s t i ng shee ts document i ng the TOTAL data base manag ement sys tem 
app l ied to the IPP Produc t ion Data Base F i le s  as we l l  as l i s ti ng 
shee t s  re f lecting the placement of data on the d i s k .  The latte r 
f i les are used in at tempt ing to have the mos t e f fect ive pos s ible 
use of  ava ilable d i s k  t r acks  in manag i ng the data base s . 

Re tent ion Pe r iod . 

a .  P e r iodi c data set s tatus f i le s .  De stroy whe n two ye ars  
old . 

b .  Total Data Base Management Document at ion . De s troy when 
supe rseded , or when sys tem i s  no long er used . 

c .  Per iodi c l i s t i ngs of  d i s k  space u t i l i zat ion .  De s troy 
when two ye ars  old . 
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IPP DATA SERVICES SECTION (DSS) 

The Data Service s Sec tion (DSS ) is re spon s i ble for 
act i v i t i e s  relating to the proce s s ing of the quar te r ly IPP 
inde xe s and the int roduc t i on of new compan ies , new repor te r s , or 
new p r oduc ts  into the IPP produc tion data base . 

P r ior to the beg i nn i ng of each quar te r , DSS prepar e s  a 
deta i led schedule o f  proce s sing ac t i vi t i e s  for the quar te r , and 
circulate s  i t  among the othe r off ice s  conce rned for rev i ew and 
pos s i b le rev i s ions . I n  con j unc t ion w i th the P rog ram Of f i ce (DIP ) 
dur ing the quar ter , DSS a ss i s ts in e s tabl i shing spec i f i c 
dead l i ne s  and assur ing adhe rence to the approved schedule . I t  
also wor ks w i th the P lann ing and Procedu r e s  sta f f  i n  ensu r ing 
that the supplies  o f  proce s sing forms are adequate . 

DSS prepar e s  and ma i l s  out repr i c i ng schedules and ma inta ins 
log s cove r ing the ma i lout and reporter  re sponse , a s  we l l  as 
ma int a i n ing othe r proce s s i ng logs a s  requi red . The Sec t ion also 
pe rforms a c le r ical revi ew of all repr i c ing and i n i t iat ion 
schedules and codes  data wh ich must  be keypunched or entered into 
the d ata base . I t  cor rects e r rors  e nte red i n to the data base and 
make s change s in the data base i n i t i ated by the P rogram O f f ice . 

DSS also plays an impor tant role in  i ntroduc ing new 
compan i e s , new repor te r s , or new products into the produc t i on 
data base by record ing the i n i t iat ion form data into appropr iate 
logs ; ente r ing and cod i ng the i n i t i a t ion forms ; ente r i ng the 
prod uc t  descr ipt ions , add ress  data and pr ice data i nto the 
produc t ion data base ; and enter ing i nto the Sample Trac k i ng 
Sys tem data base the repo r t s  of estab l i shme nt cont acts by 
reg i onal repre sentative s .  

DSS also wor ks  c losely wi th SSS and the P rog ram O f f ice in 
ident i fying and re solving problems wh ich ar ise dur i ng the 
quar te r ly proce s s i ng of  indexe s , and in  assur ing that the data 
base s are  ma i ntai ned i n  a cor r ect and cur rent s tate . 

DSS is  d i vided into four organ i zat ional subun i ts .  These 
includ e : ( 1 )  a new company and spec i al proj ects un i t  wh ich 
proce s s e s  the init iat ion of  new compan ies and new products into 
the p r oduc tion data base (mapping ) ,  as we ll a s  e nter ing the 
establ i shment contac t repor ts into the Sample Trac k i ng Sys tem 
data base ; ( 2 )  and ( 3 )  an impor t and an expor t un i t  wh i ch ma il 
out and proce ss the i r  re spec t i ve repr i c i ng schedules and code and 
enter such schedule data i nto the produc t ion data base ; and ( 4 )  a 
compu ter  techn ic ian s  staff  wh i ch controls the f i nal ent ry of data 
into the produc tion data base , e d i t s  and revi ews inputted data , 
distr ibute s mach ine pr intouts , and ma inta ins l i a i son w i th SSS in 
resolving proces sing problems . 
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5 1 .  IPP-DSS Sec t ion Head Admini strat i ve F i le . The f ile  
con s i s ts  of  the  Sec t ion copy of  such personnel r ecords  a s  forms 
and r e lated record s conce rned w i th employment status , employee 
tra i n ing , and employee evaluation as we l l  as the Sect ion copy of  
employee t ime card s , f le x i t ime logs , and related record s .  

Rete ntion Per iod . 

a .  Pe rsonne l Record s .  De stroy one year a f te r  separ at ion 
or transfer of employee . 

b .  F le x i t ime and Time and Attendance Record s . De stroy 
when three ye ars  old . 

5 2 . IPP Current Quar te r  Se lec ted P r intout L i s t i ng Shee t s . 
The Section Head ma i ntains cop i e s  of  selec ted cur rent quar ter 
mac h i ne r un l i s t ing sheets  on ce r t a i n  a spec ts of the IPP 
quar te r ly produc tion cyc le in which she has an i nte r e s t  such a s  
key punch log l i s t i ngs , l i s t ings of  mi s s i ng pr ice s ,  f i nal index 
r un l i s t i ng s , and the l i ke . Also included are l i s t ing she ets  
from var ious runs in wh ich problems occu r red . 

Re te ntion Pe r i od . 

a .  S e lected cur rent guar te r ly l i s t i ngs . De st roy whe n 
super seded by ne xt  quar ter ' s  l i st ing . 

b .  P roblem r un l i s t i ngs . Destroy upon sat i s f ac tory 
solut ion of  the problem involved . 

* 5 3 . New Company Pr ice I n i t i at ion F i le . F i le consi s ts of 
"D"  forms and product i n i t iat ion schedule s repor ted by new 
compan ies , and , as requ i red , product spec i f icat ion sheets  or 
cop i e s  of  company addr e s s  she e t s .  The f i le compr ises pr imar ily 
sour ce inpu t documents from wh ich DSS inpu ts the repor ted 
information i nto the produc t ion data base , v i a  terminal s ,  or on 
segments of init iat ion schedules , v i a  keypunch ing . A r ranged by 
company numbe r .  

Retent i on Pe r iod . De stroy when two year s old . 

* 5 4 .  Estab lishmen t Contac t Report F i le s .  The f i le con s i s t s  
o f  r e por ts  of  contac t s  by Reg i onal Repre sentative s , f i led by the 
par t icular quarte r ly sample symbol s  and by schedule number 
the r e unde r ,  involved in  vi si t ing new e s tabl i shment s in a 
sample . These reports are involved in  mon i tor ing ac t i v i t ie s  of  
the Reg i on s  in sample development wor k ,  and ar e pre sent ly entered 
by the un i t  into the Sample Track ing Sys tem Data Base . 
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• 
Ret ent i on Per iod . De stroy whe n two year s old . 

* 5 5 .  IPP Data Base Change Sou r ce Docume nt F i le s .  The f i le 
consi s t s  of  var ious forms , such as " G "  forms or " H "  forms and the 
l i ke rece i ved f rom DIP r eque s t i ng add re s s  change , or name o r  
numbe r or o ther changes in  the d a t a  base , to b e  entered b y  the 
un i t .  

Retent i on Per iod . Des troy whe n two year s old . 

* 5 6 . IPP I n i t i a t ion P r intou t-L i s t ing She et F i le s .  The s e  
p r i ntouts , maintained b y  the var ious pe rsonne l of  the Un i t  or by 
the Un i t  head , ref lec t the var ious compu ter r uns unde r taken by 
the U n i t  in initia t i ng new compan ies . These ope r a t ional 
pr i ntouts  r e f lect inputt ing d a ta i nto the data base and inc lude 
such l i s t i ng sheets a s :  qua r ter ly mapp i ng pr intouts , l i s t i ngs o f  
in i t i at ion r uns , l i s t ings o f  Estab l i shme nt Contac t Reports , 
qua r te r ly add r e ss l i s t i ng of al l compan i e s  in the data base , 
da i ly l i s t i ng of new produc ts  or e s tab l i shme nts mapped into data 
base , l i s t i ngs of add i t ions or change s to the data base , d a i ly 
l i s t i ng o f  i n i t iat ion "D"  forms entered i nto the data base , and 
the l i ke .  

Retent ion Pe r iod . 

a .  L i st ings of I n i t i a t ion "D" forms and of  Qua r ter ly 
Mapping P r intouts . De s troy f i ve wee k s  a f te r  close of 
appli cable quar te r .  

b .  Other L i s t ings . De stroy when supe rseded or when no 
longer needed for cur rent bu s i ne s s , as appl icable . 

* 5 7 . IPP Init iat ion Change-Control B i nder s .  The se b i nders  
conta i n  compute r-produced forms for  summar i z ing or cont rol l ing 
var ious ac t i v i t ies  of  the Un i t  involving change s to the data base 
or i nte rnal control use such a s : company me rge f i les , un i t  of 
sale change f i les , change of  industry analyst f i le s , analys t data 
set con trol f i le , new produc t mapp ing f i le ,  t ransm i t tal log f i le , 
estab l i shment contac t repor t mon i tor f i le , and the l i ke .  

Re tent ion Pe r i od . Des troy when s upe rseded or when no long er 
needed for cu r rent bu s i ne s s , a s  appl icable . None need be 
f i led in s torage . 

* 5 8 . IPP Initiat ion P r intouts of Batch Run s-Change Updates 
F i le . P r i ntouts ma inta ined in  folde r s  ref lec t i ng ind i vidual 
batch r uns in  inputt ing data or change upd ate ac t ions . 
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Re ten t i on Per iod . Des troy at  end of  qua r te r ly cyc le . 

* 5 9 .  
keyi ng of 
repor te r s 
are f i led 
record s .  

IPP Expor t-Impor t Repr ic ing Schedule s F i le s .  After the 
the informat ion on repr i c i ng schedules rece ived f rom 
for input i nto machine r eadable f i le s , the sched ule s 
by company/repor te r number , together w i th related 

Retent i on Per iod . Des troy whe n two year s old . 

* 6 0 . IPP New Produc t I n i t i a t i on Schedule s .  After the new 
product i n i t i at ion schedules ar e mapped by the New Company Un i t ,  
they are  f i led by company reporter  number i n  the Export and 
Impor t  Un i t  f i les , togethe r  w i th related recor d s  as appropr iate . 

Re tent ion Pe r iod . Dest roy when two ye a r s  old . 

* 6 1 .  IPP Expor t- Import Cod ing "D"  Forms F i le s .  The DIP 
send s ce r ta i n  instruct ions regard ing inputt ing of  data regard ing 
the i n i t i a t ion proce s s  on 588 D forms , and the DSS New Company 
Un i t  completes the cod ing of the information on the form and 
ente r s  the data into the data base . The forms then are f i led in  
the Expor t or Impor t  Un i t  f i le s if  they involve n ew produc ts  of  
old compan ies  or  new repor te r s  of  such compan i e s , and are  
ar r anged by company/reporter  number . 

Re tent ion Per iod . Destroy when two year s old . 

* 6 2 .  IPP Expo r t-Impor t  Cod ing "C"  Forms F i le s .  The 5 8 8  " C "  
form i s  used in commun icat ions between D IP and D S S  to reque st  DSS 
to make some type of change or to take ac t ion on some i n i t i a t ion 
or repr i c i ng matte r .  The DSS uses  the form to t r ansmi t schedule s 
to DIP wh ich could not pass the c le r i cal re v i ew because of  some 
problems , and whi ch requ i re ac t ion by DIP analys ts . F i led by 
company/repor ter numbe r .  

Re tent ion Pe r iod : Des troy whe n two year s old . 

6 3 . IPP Expor t-Impor t  Repr i c ing Schedule Log s .  Con s i s t  o f  
log sheet s ,  such a s  ( 1 )  the d a i ly f i le update log , record i ng the 
rece ipt and status of Repr ic ing Schedule s rece i ved f rom repor ters  
used a s  a source document for prepar a t ion of  pr intout on 
repr i c i ng schedule s .  ( 2 )  The schedule control log ref lec t ing 
ma i l -out and rece ipt of  repr ic i ng schedu le s .  ( 3 )  The daily  
transmi ttal log of  prob lem schedule s and t ran smi ttal between DS S 
and D IP . ( 4 )  Such othe r cont rol log s a s  are requ i red . 
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Re tent ion Per iod . 

a .  Repor ter f i le update log . Destroy a f te r  two proce ssi ng 
cyc le s ,  or whenever no long er needed for cur rent 
busi ness , wh i cheve r i s  soone r .  

b .  S chedule control log . Destroy when one ye ar old or 
whenever no longer  needed for current bu s i ne s s , 
wh ichever i s  sooner . 

c .  Tr ansmi ttal log . Des troy a f te r  one proce s s i ng cyc le or 
when no longer needed for current bu s i ness , wh iche ver 
is soone r .  

d .  Othe r internal cont rol logs . Des troy whe n no longer 
needed for cur rent bu sine s s . 

* 6 4 . IPP Repr i c i ng Schedule Cont rol-Summary Pr intouts . 
Con s i s t  o f  var ious machine pr i ntouts  r ece i ved for i nte rnal 
cont ro l ,  review or ed i t ,  or for summar i za t i on or ca lculat ion 
purposes such a s :  ( 1 )  new reporter  add ress  l i s t ing s , ( 2 )  batch 
run and change update l i s t i ngs , ( 3 )  da i ly all-repor te r repr i c i ng 
schedule pr i ntouts , ( 4 )  da ily produc t keypunch control pr i ntouts , 
( 5 ) m i s s i ng pr ice loca tor l i s t ings , ( 6 ) product ion index 
calculation pr intouts , and ( 7 )  non re sponse l i s t ings for 
ma i l g rams , and such ot he r pr intouts a s  are requi red for the se 
purpose s .  

Re tent ion Per iod . 

a .  New reporter  add r e s s  l i s t i ngs . De s troy when super seded 
or revised . 

b .  Batch run change update l i s t i ngs , a l l  reporter  
repr icing schedule pr intouts , d a i ly produc t keypunch 
cont rol l i s t ing ,  m i s s i ng pr ice locator l i s t i ngs , non­
re sponse l i s t i ngs . Dest roy a f te r  one production cyc le 
or whenever no longe r needed for c u r r e nt bu sine s s , 
wh icheve r is  soone r .  

c .  P roduc tion I ndex Calculat ion P r intouts . De stroy whe n 
one year old or when no long er needed for cur rent 
bu siness , wh i chever i s  soone r .  

d .  Other control , ed i t ,  calculation,  or summary 
l i s t ings . Des troy whe n no longer needed for cur rent 
bu s iness . 
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6 5 .  IPP Inte rnal Wor k  Load S ummary Record s . Cons i s t  of 
var ious summary record s s uch a s  job a s s ignme nt sheets  or wee k ly 
wor k load schedule repor t summar ies  and the l i ke used in  
assigning wor k  or  mon i tor ing employee produc t i on . 

Retent i on Per iod . Des troy whe n no longe r needed for current 
bu s i ne s s . 

* 6 6 . IPP Microf i che Re fe rence Copi es . Mic rof i che r e f e rence 
cop i e s  of  var ious of the pr in touts involved in the IPP prog ram 
ma int a i ned by the un i ts . 

Reten t i on Per iod . Des troy whe n one year old . 

6 7 . Compute r Techn i c ians S ta f f  Cont rol Logs . Con s i s t  of  
such inte rnal manua l cont rol logs a s : ( 1 )  preproce s s i ng b atch 
control  log s ( for data base upd ate entry r uns ) ; ( 2 )  upd ate data 
sets log ( for data base update entry r uns ) ; ( 3 )  reque s ts  for 
compu ter services or reports  of  compu ter prob lems ; ( 4 ) IPP 
quar te r ly proce ssing schedule ac tions ; and ( 5 ) o the r inte rnal 
control log s  as are requi red . 

Re tent ion Pe r iod . De s troy whe n no longe r  needed for current 
bu s i ne s s . 

* 6 8 . IPP Data Punched Card s .  Con s i s t  of punched ca r d s  
re f lec t ing data col lec ted dur ing the latest  completed IPP 
qua r te r ly survey cycle , punched f rom such source document s a s  
repr i c i ng schedule s ,  in i t i at ion schedules ,  and cod ing forms . 
They have been used for inpu tt i ng data to update the 
Inte rnational P r i ces  Prog r am ( IPP ) computer data base . C ards are  
con s idered conf ident ial a s  the i r  contents ident i fy repo r t ing 
compan i e s .  

Retent ion Pe r iod . De stroy after  ve r i f icat ion of  succe ssful 
entry of data or when no longer needed for cur rent bu sine s s , 
a s  appropr iate . (GRS 2 0 , Par t I I , I tem 3 . ) 

* 6 9 . IPP Repr ic ing Schedules Ma i l ing Magne t i c  Tape s .  The 
IPP sol i c i ts and rece ive s  mos t qua r te r ly repr i c i ng data used in  
the survey by ma i l .  The BLS central  computer f ac i l i ty generate s 
mag ne t i c tapes wh i ch contain  ma il i ng data produced from the IPP 
data base . The tapes are used to pr i nt self- addressed , turn­
around schedules wh ich the Data S e r v i ce s  Sec t i on ma i l s  d i rect  to 
the repor t i ng compan i e s . Some forms are also sent to the 
Di v i s i on of International Pr ice s and some to Reg i onal O f f ice s  for 
contact w i th repor t ing compan i e s .  Dur ing the ne xt  quar te r ly 
survey cycle , the tape s are ret urned to the BLS central  compu te r 
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fac i l i ty whe re that qua r te r ' s  ma i l i ng data are  wr i tten on the m ,  
over t h e  previous quar te r ' s  data . The data on the tape s are also 
in the IPP data base . 

Dur ing the quar terly cyc l e , s imilar  magne t i c  tapes are 
produced for repor t ing compan ies  who have no t ma i led back th e 
schedule s .  These tape s ar e used to pr int fol low- up ma ilgrams to 
those non- re spond ing companie s .  

The tape s are considered con f ident i al a s  they cont a i n  
data that ident ify repor t i ng compan i e s . 

Re tent ion Per iod . Wr i te ove r tapes a f ter each qua r te r ly 
cycle . (GRS 2 0 , Par t I I , I tem 1 . ) 

* 7 0 . Microfiche Re fe rence Copi e s  of IPP Mach i ne L i s t i ngs . 
The Compu te r Techn i c i an s  S ta f f  rece i ve s  compu ter output 
mi c r o f i che copies of  selected mach i ne l i s t i ngs re l ated to the 
Inte rnational Pr ices P rog ram ( IPP ) . The se pr i ntout l i s t ings 
prov i de in formation for survey control and proce s s i ng of  survey 
dat a . They include such l i s t i ngs a s : data repor ted by 
re spondents , f i nal index r un calculations , repor ter compan ie s '  
add r e sses , Bureau of  Economic Analy s i s  produc t clas s i f ied expor t 
and import indexes , OPEC e xpor t  indexes and the l i ke .  

These data are also ma i nt a i ned i n  the IPP produc t ion 
data base f i les , ( I tem 4 4 ) , and the end re sul ts of the survey 
cycle are pub lished i n  the quar te r ly press  r e leases  and are 
ava i lable in  LABSTAT . 

The se micro f i che are used by the Data S e r v i ce s  Sect ion 
pe r sonne l for answe r ing BLS que s t ions and other i nte rnal data  
proce s s i ng reference pu rposes . 

Reten t i on Pe r iod . Des troy when no longer needed for current 
bu s i ne s s . 
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RECORDS COMMON TO ALL OSP OFFICES INVOLVED 
WITH THE INTERNATIONAL PRICE PROGRAM 

7 1 .  IPP Inte rmed i ate Pr intouts , Job Run s , Wor ksheet s .  In  
car r y ing ou t the IPP , prog ram pe r sonnel obtain  var ious 
inte rmed i ate pr intouts , j ob r uns , or wor ksheets a s  par t of  the 
compu te r proce s s ing of the i nte rnat ional pr i ce i ndexe s .  These 
mach i ne-produced l i s t ings can involve such i n i t iat ion or 
repr i c ing ope rations i n  the i ndex produc t ion cycle as deve loping 
and ma inta i n ing the s ample reg i s te r s  of repor t i ng compan i e s  and 
the r e lated information on expor t or import  product s  to be 
pr ice d ; collect ing , analyz ing and tabulat i ng the pr ic i ng data on 
a quar te r ly ba sis , c alculating preliminary or f i nal indexe s ;  and 
issu i ng the f i nal i ndex data in pre s s  release or othe r  formats . 
Also involved are l i s t ings  conce rn i ng answer ing of  reque s t s  for 
information , spec i al runs , r uns involving develop i ng the var ious 
computer sys tems involved or in  improving the proce s s ing 
methodo logy , and the l i ke .  S uch l i s t i ng s  in th i s  i tem are not 
cove red by any othe r i tems of the IPP of the Schedule l i s ted 
above . 

Re tent ion Per iod . Des troy when e ssent ial  informat i on has 
been analyzed , tabulated , or pub l i shed , or when super seded 
or obsole ted , a s  appropr iate . 

7 2 .  IPP Techn ical Re ference/Wo r k ing F i le s .  These are e x t r a  
cop i e s , pr i nted mate r i al s , wor k i ng paper s ,  cop i e s  o f  
ins t r uc t i onal manuals , and the l i ke ma i ntained b y  the econom i s t s  
or other program pe r sonne l of the OSP o f f ices conce rned w i th the 
IPP prog r am ,  cover ing the i r  a s s igned are a s  of wo r k  as we l l  as 
compu te r i zed operat ions and stat i s t i cal procedu re s and 
methodology . 

Retent ion Per iod . Destroy whe n super seded , obsoleted , or no 
longer needed for cur rent bu siness , as appropr i ate . 

7 3 . IPP Mach ine P roce s s i ng F i le s . Cons i s t of  proce s s i ng 
tape o r  d i s k  f i les of the IPP prog ram a s  de f i ned by Gene ral  
Record s Schedule 2 0 , such a s  wor k f i le s ,  te st  f i le s , inpu t sour ce 
f i le s , i ntermed i ate inpu t/output f i le s , val id t r ansac t ion f i les , 
and the l i ke cover ing mach ine readable recor d s  not spec i f ical ly 
l i s ted und er the Schedule i tems above for the OSP off i ce s  
conce rned w i th the IPP . (See page 1 7 9  of  th i s  Schedule . )  

Retention Per iod .  Apply the r e tent ion per i od s  of GRS 2 0 , 
Par t I I , I tems 1 through 1 4 , a s  applicable . 
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STATISTICAL METHODS DIVISION 
IPP BRANCH 

The IPP Branch i s  re spon s i ble for the stat i s t ical support  of 
the I nte rnat ional Pr i ce Prog ram ,  includ ing sample d e s ign and 
ma intenance , var iance e s t imat ion , and qua l i ty cont rol . Und e r  
pre sent procedures , some 6 0 0 0  repor t ing e s tab l i shme nts involving 
some 1 4 , 5 0 0  produc ts  e xpor ted f rom or impor ted into the Un i ted 
State s are i ncluded in the indexe s .  

I n  orde r to ma int a i n  the requi red stat i s t ical qua l i ty for 
the quar te r ly produc t ion of the !PP i ndexe s ,  each ye ar an e xpor t  
and an impor t sample are dr awn , and an appropr iate numbe r o f  
repo r t ing e s tab li shme nts and produc ts  are included i n  the 
samp le s .  Under pre sent procedu re s ,  i t  takes about four year s to 
cover a l l  the many produc ts  included in  the inde xe s .  Re se ar ch i s  
und e rway , howe ve r ,  to provide for acros s- the-boar d  sampl i ng o f  
all e xpor ted o r  impor ted product s  in  the annual s ample s .  

Under  pre sent procedure s ,  the IPP B ranch rece ive s  tape s from 
the B u r e au o f  Cus toms tw i ce a ye ar and f rom the Census Bure au 
four t ime s a year document i ng transac t ions involv i ng the 
impor t ing o f  products i nto the U . S .  or the expo r t ing of produc ts  
from the U . S .  The se transact ion tape s serve a s  the sou rce 
documents of  the Branch i n  developing sample f rame s from wh i ch i t  
selec ts , i n  cooperat ion w i th the D i v i s i on o f  I nte rnat ional 
Pr i ce s ,  the repor t ing e s tab l i shments and the g rouping of  produc ts  
to be inc luded in the annual expor t sample and the annua l impor t  
samp le . I n  add ition ,  the Branch r ece ives  concordance tape s f rom 
the Census Bureau provi d i ng cros s reference s to the var ious 
product c la s s i f ication scheme s involved in  the process . 

Wh i le there are many detai led intermed i ate s teps in  the 
cycle cove r ing the produc t ion of an annual expo r t  s ample o r  an 
annua l impor t  sample a f ter the determinat ion of the sample 
spec i f icat ions and the rece ipt of  the t ransac t ion sour ce tape s ,  
the follow ing appear to be ma jor ph ases in  the proce s s :  
( 1 )  Copy ing and man ipulat ing the raw data r e ce i ved to produce 
expo r t  or import sample frame s wh i ch provide data wh ich are 
retr i e vable by the repor t ing e s tab l i shme nts or the g rouping of  
products  involved , as we l l  as othe r data such a s  the sample 
strat a ;  ( 2 )  Provid ing for un i form clas s i f icat ion o f  produc t s  
us i ng concor dance s ;  ( 3 )  Agg rega t i ng the data to develop the 
dol l ar value of  the produc ts  involved to provide s ample we i ghts 
in produc t select ion ; ( 4 )  Selec t i ng f rom the sample frame the 
repor t ing e s tabl ishme nts and the grouping of  produc ts  w i t h i n  the 
estab l i shments of the sample ; and ( 5 ) Tr ansmi t t i ng the f i nal 
annual probab ility expor t sample and impo r t  s ample to Re g ional 
Off ice s thr ough the Off  i ce of F ield Oper at ions for the f i nal 
selec t ion of produc ts  and the col lect ion of  pr i ce data on those 
products  of  selected repor t i ng e s tabli shment s .  
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I n  add i t ion , in  orde r to mon i tor the appl i c at i on of  the 
sample , pe r t inent data on the se lec ted e s tab l i shme nt s and 
products are entered into the Sample Trac k i ng Sys tem . 

The inputt ing and man i pulation of  the data sets  i n  the 
sampl i ng proce ss is pr imar ily d i s k  or i ented . Magne t i c  tape s are 
used , howeve r ,  as the med i um for s to rage of  the var ious f i le s 
involved . I n  orde r to mon i tor the detai led steps involved in the 
drawing of annual e xpo r t  or import  sample s ,  the B ranch r e ce ives 
from the Central Bureau compu te r fac i l i ty many voluminous machine 
pr intouts r e f lect ing the status of the sample produc t i on 
throughout the ent i re cyc le of the proce s s . In  add i t ion , 
pr intou ts  and other f i le s are gene rated i n  carr ying out var iance 
estima t i on , s ample development and revi s i on ,  qua l i ty cont rol , or 
othe r s tat i s t ical ac t i v i t i e s .  

* 7 4 . Cur rent IPP Br anch Program Subj ec t F i le . The B r anch 
prog r am subj ect f i le , con s i s t ing of cor re spondence and r e lated 
documents , is ma int ained unde r an au tomated index ing sys tem w i th 
the c apab i l i ty of f i nd ing r ecords  by subj ect , d a te , name s of  
pe rsons or organ i zations , and , if  requ i red , by  au thor ' s  stated 
purge d ate for each docume n t .  The f i le conta ins  such non­
conf i dent i a l  documents , ar r anged basi cally chronolog ically by 
alpha-nume r i c symbols , as i nternal manageme nt D i v i sion 
memor andums , progre s s  repor ts , s ample design memor andums , reports  
wr i t ten by  s ta f f  membe rs  cover ing sample sys tem developme nt or  
revi s i ons , cor respondence from outs ide the D i v i s i on ,  and the 
like . I t  cove rs  sample developme nt and mai ntenance ac t i vi t ie s , 
as we l l  as othe r stat i s t i cal  ope rat ions such a s  qua l i ty cont rol , 
es timat i on , and the l i ke . 

As requi red , le t te r- s i ze compu te r pr intouts are 
gene r a ted prov iding f i nd ing a id s  to the f i le provid ing access  by 
subj ec ts , au thor , rece ive r  of  the document , othe r name s included 
in a docume nt , date of  preparat ion , and by name of  sender . Wh i le 
no pr intouts have yet been generated , l i s t i ngs ind icat ing the 
autho r ' s  proposed purge d a te can be i s s ued for each docume nt of  
the f i le .  

The automated f i le wa s e s tabl i shed in  1 9 8 1 , and the 
automated i ndex and prog r ams for ope rat ing the sys tem are 
ma int a i ned on a d i s k  at the central compu te r center , wi th 
automat i c  tw i ce a wee k  tape back up . 

Re tent i on Pe r iod . 

a .  Hard Copy . De stroy whe n ind icated by document pu rge 
date or when no long er needed for cur rent bu siness , 
wh icheve r i s  soone r .  
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b .  Mach ine readable record s .  Scratch whe n updated or whe n 
no longer needed for current bu sine s s , as appropr iate . 

7 5 .  IPP Branch Cor re spondence Chronological  F i le . Consi s ts 
of y e l low o f f ic ial copies  of  cor re spondence prepared in  the 
Branch , and occa sional related incoming documents , f i led by date . 

Re tention Per iod .  De stroy when seven yea r s  old . 

* 7 6 .  IPP Branch Admi n i s t r a t ive Subject F i le . The f i le 
con s i s ts  o f  such documents a s : ( 1 )  1 9 7 9- 1 9 8 0  mach ine pr i ntouts  
re f l e c t ing var ious repor ts rece ived from the central  BLS 
manag eme nt information sys tem cover ing staff  ut i l i zation by 
ass i g ned pro j ec ts ;  ( 2 ) bi -wee kly flexi t ime log s for Branch staf f 
membe r s ;  ( 3 )  copies o f  per sonnel ac tion forms and e valuat ion 
forms for Branch per sonne l ,  ma intained by name of  employee and 
re lated admin ist rat ive records as requi red . The pe r sonne l name 
file s ar e cove red by the Pr ivacy Act . 

Re tention Pe r iod . 

a .  S taff  Ut i l i zat ion Repor ts , flex i t ime t ime and 
at tendance record s ,  and related admi n i s tr a t ive 
records . De stroy when three year s old . 

b .  B r anch pe r sonnel name f i le s .  De st roy one year afte r  
separ ation of  employee . 

* 7 7 . Inac t ive IPP B ranch Prog r am Subj ect F i le s .  The f i le 
con s i sts  of  two segments ; one ar r anged by a 1 0-d i g i t  nume r ic  cod e 
numbe r  and the oth er by alphab e t i c  sub j ect  head ing s , cover ing 
sample development and appl icat ion ac t i v i t i e s  a s  we l l  as 
es t imation and qua l i ty control . I t  cove r s  the deta i led 
sta t i s t ical approache s in prepar ing and apply i ng pe r iod i c  sample s 
and s t at i s t ical methodology in  col lec t ing expor t and impor t  
produ c t  pr ice stat i s t i c s  from repor t i ng e s tab l i shment s .  

The f i le contains  wor kshee ts , no tes , handwr i t ten 
dr a f t s , manual handwr i tten tabulat ions , cop i e s  of  corre spondence , 
cop i e s  of  techn ical memoranda , and the l i ke involved in the IPP 
samp l i ng program. 

The implement ing instr uc t ions for sample collect ion are 
pub l i shed i n  the IPP Techn ical Memoranda ser i e s  issued to BLS 
Reg i onal O f f  ice s  through the Off  ice of F i eld Operat ions . (See 
I tem 1 3 . )  

Re tent ion Pe r iod . Destroy whe n seven year s old or whe n no 
long e r  needed for cu rrent bu sine s s , wh ichever i s  sooner . 
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* 7 8 . IPP Sample Frame Tape s . From the Bure au of the Census 
and the Cus toms Se r v i ce , BLS rece ive s  computer tape s contain i ng 
U . S . e xpor t  and impor t transac t ions data , re spec t i vely , for a 
gi ven year . The IPP e xpor t  and impor t sample s  are d r awn by the 
Stat i s t ical  Me thod s D i v i s i on f rom data on the se tape s . Dupl icate 
tape s are produced and BLS exporter  and importer  numbe r s  a s  we l l  
a s  o t h e r  d a t a  added for proce s s i ng i n  deve lopment of  the 
samp le s .  Or ig inal tape s are normally returned to Cus toms or 
Census  or scra tched . 

Re te nt ion Per i od . 

a .  Or iginal tape s . Afte r  transfer  of  data to BLS tape s ,  
return to sour ce o r  sc ratch , a s  appropr iate . 

b .  BLS tape s .  Sc ratch whe n ten year s old o r  whe n 
e s sential information has been tabu lated , analyzed , or 
pub li shed , wh i cheve r occu r s  f i r s t . 

7 9 . Census Expor t and Import  Concordance Tape s .  Expo r t  and 
Impor t  Tape s ( I tem 7 8 )  rece ived f rom the Bureau of the Census and 
the C u s toms S ervice ident i fy products by Dep ar tme nt of Commer ce 
Schedule B or Tar i f f  Schedules of  the Un i ted S tates Annotated 
product c la s s i f icat ion codes . Census also provides BLS , 
annua l ly ,  conco rdance compu te r tape s wh ich are used to match and 
assign S ITC (Stand ard I nte rnational Trade C las s i f ication)  produc t 
numb e r s  to the expor t and import transac t i ons . The IPP pub l i shed 
data are c la s s i f ied by S ITC .  

Retent ion Per iod . Scr atch when ten year s old , or whe n 
e s sent i al informat ion has been tabulated , analyzed or 
pub l i shed , wh ichever occu rs  soone r .  

* 8 0 .  IPP Agg regate Dol lar Value We ight Tape F i le s .  Af ter 
the BLS IPP Sample Frame Tape s ( I tem 7 8 )  are produced , subsequent 
computer r uns produce tape s wh ich group trans ac t ions by 
company . Total do l lar trade f igure s are compu ted for each 
company for i ts produc t s .  These f igures are used for a s s ign ing a 
mea sure of trade s i ze (we i gh t s )  to each company and i t s  produc ts . 

Rete nt i on Pe r i od . De stroy when ten ye ars  old or when all 
e s sent i al informat ion has been tabulated , analyzed , or 
pub l i shed , wh i chever occurs  f i r s t .  

* 8 1 .  IPP F inal Sample Tape F i le s .  Cons i s t  of  compu ter tape s 
used to pr i nt out the Regional Off ice As s ignme nt L i s t ings  se nt to 
each BLS Reg i onal O f f  ice for each expor t  and each impor t 
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sample . Compr is ing the probab i l i ty sample s ,  the se ident i fy each 
estab l i shme nt (with related product data)  that the Reg iona l  
Off i ce is  to contac t for pos s ible inclus i on in  the IPP surveys . 
The t ape s are  also copied to the Sample Trac k i ng Sys tem d i s k  data 
base f i les  ( I tem 4 3 ) . 

Re ten t i on Per iod . Scr atch whe n ten year s old or whe n 
e s sent i al informat ion has been tabulated , analyzed , or 
pub l i shed , wh i chever i s  soone r .  

8 2 .  IPP Sampl i ng Sys tem Computer P rogram D i s k  F i le s a nd 
Re lated Documentat ion . Compu te r prog rams for i npu tt i ng , 
proce s s ing , and man i pulating data to develop the e xpo r t  a nd 
impor t  s ample s are ma intai ned on d i s k  at the BLS central  compu ter 
fac i l i ty . These prog ram f i le s  i nc lude sou r ce prog rams , load 
mod u le s ,  j ob cont rol language , sor t progr ams , and the l i ke . When 
a sample developme nt cyc le i s  completed , these  prog r am f i le s  are 
cop i ed to tape . Hard copy pr intout l i s t i ngs are also ma i nt a ined . 

Rete ntion Per i od . De st roy when s upe rseded or when no longe r 
needed for cu r rent bus i ness , a s  appli cable . 

* 8 3 .  IPP Sampl ing Sys tem Machine Pr i ntout L i st ing s .  Mach ine 
li s t i ng s  are  produced for such pu rpos e s  as :  analyz i ng and 
man i pu l a t i ng second ary sou r ce data from other agenc i e s ; 
eva l ua t i ng sui tabi l i ty of inc lud ing par t icular companies  and 
produc ts  in the probab i l i ty sample ; a s s ign ing we i ghting  factors ; 
and provid i ng pre l iminary and f i nal Reg i onal O f f ice L i s t i ngs . 

These include such pr i ntouts a s : ( 1 )  Concordance 
L i s t i ngs ; ( 2 )  Tar i f f of  the U n i ted S tate s Annotated Chec k 
L i s t i ngs ; ( 3 )  F i r s t  S tage S ample Reports  ( s ummar y  data o f  the 
numb e r  of e s tab li shme nts tentat ively se lected a nd n umbe r s  of  
products i n  wh ich compan ies  have traded ) ; ( 4 ) Es tabl i shments Name 
and Add r e s s  L i st ing s ;  ( 5 ) Program Off  i ce Rev i ew L i s t ings 
(pr oposed repor t i ng e stablishments  w i th re lated product data for 
rev i ew by the prog ram o f f i ce ) ; ( 6 ) S econd S tage Sample Reports  
( s i m i lar to L ist  ( 3 ) , ad j usted a s  the result  of ( 4 ) and ( 5 ) and 
Sta t i s t ic a l  Method s D i v i sion s t a f f  revi ew) ; ( 7 )  Regional O f f ice 
L i s t i ngs ( a ssignment of potent ial repor t i ng e s tabl i shments w i th 
related produc t  data) ; and the l i ke .  

I ntermed i ate l i s t i ngs not named above are cove red by 
I tem 8 4 . 

Many l i s t i ngs ident i fy compan i e s  that par t ic ipate in 
the IPP sur veys and , the refore , are con f ide nt i a l .  
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Retent i on Pe r iod . 

a .  Except for L i s t i ngs ( 5) and ( 7 ) . De st roy when ten 
ye ars old or when no longe r needed for cur rent 
business , wh i cheve r occu r s  soone r .  

b .  L i s t ings ( 5) and ( 7 ) . Dest roy when two ye ars  old . 

* 8 4 . IPP Inte rmed i ate P r intou t s , Job Run s , Wor kshee t s . In 
car r y ing ou t the sampling ac t i v i t i e s  for the IPP , the 
stat i s t ic i an s  and othe r program per sonne l obta i n  var ious 
inte rmed i ate pr intouts , j ob r uns , or wor ksheets  as par t of  the 
compu te r proce ssing i nvolved in the i r  wor k .  

These machi ne-produced pr i ntout s  or l i s t ings  can 
involve : pre l iminary l i s t i ngs lead ing to the f i nal export  or 
impor t  samp l ing frames , i ntermedi ate r uns involving the cross­
re fe renc i ng of the var ious produc t class i f i cat ion sys tems 
conce r ned , pre limin ary r uns conce rn ing the agg regat ion of data to 
deve lop the dollar value of produc ts  for we igh t i ng pu rpos e s . 
I nte rmed i a te lis tings relat ing to the f i nal select ion of 
repo r t i ng e s tabli shments and product g roup i ngs w i th i n  repo r t ing 
es tab l i shments , and the l i ke . 

Also involved are inte rmed i ate l i s t ings conce rn ing the 
deve lopme nt of improved sampling procedures , the mon i tor ing of  
the appli cat ion of  annual expor t or import  s ample s ,  l i s t i ngs 
conce rn ing i ndex e s t imat i on ,  var i ance e s t imat ion , qua l i ty 
con t ro l ,  and othe r stat i st i cal ac t i vi t i e s . S uch l i s t ings in  th i s  
item a r e  no t covered by the other i tems o f  t h i s  Schedule for the 
IPP B r anch . 

Retent ion Pe r iod . Dest roy whe n e ssent ial  informat ion has 
been analyzed , tabulated , or pub l ished ; or when superseded 
or obsole ted , a s  appropr iate . 

8 5 .  IPP Techn ical Re ference-Wo r k ing F i le s .  The se are e x t r a  
cop i e s , pr inted mate r ial s ,  wor k i ng paper s ,  copies  of  ins t r uc­
tional manual s ,  and the l i ke ma i ntained by the s tat i s t i c i an s  and 
other  prog r am per sonne l of the IPP Branch cove r ing the i r  assi gned 
are a s  of wor k  as we ll a s  compute r i zed operations and s tat i s t ical 
procedu re s and samp l i ng methodo logy . 

Rete ntion Per i od .  Destroy when s upe r seded , obsoleted , or no 
longe r needed for cur rent bu s i ne s s , as appropr iate . 
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* 8 6 . IPP Sampl ing Intermed i ate Mach i ne P roce s s i ng F i le s . 
Con s i s t of  i nte rmed i ate proce s s ing tape or d i s k  f i le s pe r ta i n ing 
to t he development or ma intenance of  IPP sample s ,  as de f i ned by 
Gene ral  Records Schedule 2 0 , s uch a s  wor k  f i le s , test  f i le s , 
inpu t source f i les , i nte rmed i ate inpu t/outpu t f i l e s , val i d  
transac t ion f i les ,  and the l i ke cove r ing machine-readable r ecor d s  
no t spec i f i cally l i s ted under  the other schedule i tems f o r  the 
IPP B r anch . (See page 1 7 9  of th i s  Records Schedule . )  

Re tent ion Pe r iod . Apply the re tent i on per iod s of  GRS 2 0 , 
P ar t  I I , I tems 1 through 1 4 , as appl icable . 
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DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES 
OFPICE OF PRICES AND LIVING CONDITIONS 

BUREAU OF LABOR STATISTICS 

a .  M i s s ion .  To d i rec t stud i e s  of  produce r and i ndustr ial 
pr i c e s  and the deve lopme nt o f  producer pr i ce i ndexe s . 

b .  Func tions . 

( 1 )  Conduc ts  analys i s  and re sear ch in  the measurement , 
i nte rpretat i on , and repor t ings  of  pr i ce s  and pr i ce trend s at  the 
ind u str ial or pr imar y mar ket level . 

( 2 )  Deve lops i ndustry pr i ce indexes a nd r e la ted 
who l e sale pr ice data pr inc i pally d i s sem i nated in  pub l i shed format 
as the Producer Pr i ce s  and Pr i ce I ndexe s .  Ce r t i f i e s  the 
comp i l at i on of such data and val idate s it for r e lease . 

( 3 )  Deve lops new improved mea sures o f  i ndustr i a l  pr i ce 
change , de s i g ns : d i re c ts and inte rpre ts  surveys to e s t imate the se 
meas u re s . 
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OPPICE OF THE ASSISTANT COMMISSIONER 
DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES 

OFFICE OF PRICES AND LIVING CONDITIONS 

8 7 . D i v i s i on Admi n i s t r a t ive Subject F i le s .  Admi n i s trat ive 
f i le s of  the Division compr i s ing cor re spondence , repor ts , forms , 
and r e lated mate r i als  ar ranged by subj ec t ,  con t a i n ing off i ce 
cop i e s  on such admi n i st r a t i ve matte r s  a s  savings bonds , fund 
campai gns , per sonne l ,  or ientat ion and t r a i n ing , loca l 
transpor tation , space , s afety , cos t reduc t i on , equipme n t  
requ i s i t ion s and ser vice s ,  BLS prog re s s  repor ts , committee s ,  and 
sim i l ar house keeping subj ects of i nte rest  to the D i v i sion . 

Re ten t ion Pe r iod . Bre a k  f i le eve ry f i ve year s .  B r ing 
ac t i ve mater ials  forward . De s t roy when f i ve ye ars  old . 

8 8 . D i v i s ion Cor re spondence F i le s .  Extra  copies  of 
cor r e sponde nce prepared in the D i v i si on ,  ar r anged by date . 
Incl ude s copies of communicat ion s  for s i g nature of such o f f i c i a l s  
a s  t h e  Comm i s s ione r , the As soc i ate Comm i s sione r ,  and the 
Ass i s tant Commi ssione r .  

Re tent ion Per iod . De stroy whe n f i ve year s old , or whe n no 
long e r  requi red for cu r rent bu s i ness , wh i chever i s  later . 

* 8 9 . D i v i s ion Personne l Name F i le s . Con s i s t  of  copies  of 
pe r sonnel name f i le s  of  current and forme r employees of  the 
Di v i s i on ,  contain ing such documents as cop i e s  of  re que sts for 
pe r sonnel ac tion ,  not i f icat ions of personnel ac t i ons , pe r formance 
standards  and evalua t ions , cor re sponde nce pe r t a i n ing to leave , 
emp loyee address form , and the l i ke . When an employee leave s  the 
Di v i s i on ,  reta ined time and at tendance recor d s  ( I tem 9 0 )  are 
tran s fe r red to the i nd i vidua l ' s  Name P e r sonne l F i le . O f f i c i al 
f i le s ar e ma intained at  a h ighe r  eche lon . S uch records are 
cove red by the Pr i vacy Ac t .  

Re tention Pe r iod . De s troy one year after  trans f e r  or 
separ a t ion of employee . 

* 9 0 . D i v i s ion T ime and Attend ance F i le s . Copies  of b i ­
wee kly t ime and attendance r ecord s ,  i nc luding f le x i t ime control 
record s ,  of Divi s i on employee s ar r anged by date . Whe n  an 
employee le ave s the D i v i s i on , the i nd i vidua l ' s  t ime and 
attendance record s are tran s fe r red to the D i v i s i on Pe r sonnel Name 
F i l e  ( I tem 8 9 ) . 

Re tent ion Pe r iod . Des troy when three year s old . 
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9 1 .  D i v i s i on Tr ave l F i le s .  Con s i s t  of  reta ined D i v i s i on 
cop i e s  of  s uch docume nts a s  t rave l author i zat ions , r e imbu rseme nt 
vouch e r s , and re lated cor re spondence . O f f i c i al f i les  ar e 
ma intained a t  a highe r eche lon . 

Reten t ion Per iod . Destroy whe n three year s old , or whe n no 
longe r  needed for cu r rent bu sine s s , wh icheve r occurs  sooner . 

9 2 .  Wor d  Proce s s i ng Med i a  F i le s .  Con s i s t  o f  d i s k s  used in 
prepar ing cor re spondence or other te xtual or tabu l ar ma te r i al s , 
typically for publicat ion or for i s sue a s  inte rnal instructions . 

Re te ntion Per iod . Scratch when all  esse nt i al in formation 
has been analyzed , tabu la ted , or i s sued . 

9 3 .  D i v i sion Prog ram Di rec t ion S ubj ect F i le s .  Con s i s t  of  
cor r e spondence , re fe rence mater ial s , d r a f ts of  proposed 
procedures , copies of  news r e lease s , newspaper c l ipping s , and the 
l i ke re lated to prog ram ac t i v i t i e s  of the D i v i s i on of I ndustr ial 
Pr i ce s  and Pr ice Indexe s .  The f i le s  include such subj ec t folder 
titles  as Add i ng Mach ine s ,  Ag r icul tural Pr ice s ,  Alum i num , 
Automob i le s , Cor rec t i on Pol i cy , Es t imating Techn ique s , European 
Stat i s t i c s , Food , Jewe l ry , Key Punch , Lumber P r ice s ,  Pr ice 
Repor t ing , OMB Clearance Forms , Sampling Frame , 1 9 8 2  SIC Manual , 
Telephone s ,  and the l i ke .  

Re tent ion Pe r iod . B r e a k  f i le eve ry f i ve year s and br ing 
ac t i ve folde r s  forward . De stroy inac t i ve folde r s  when ten 
year s old . 

9 4 .  We igh ting and Re lated Methodo logy H i s to r ical F i le s .  
Maj o r  s ample expans ions and recla s s i f icat ions o f  the Wholes ale 
Pr i ce Ind e x  (predece s sor of the Produce r P r ice I nde x)  we r e  
unde r ta ken in  1952  and 1 9 6 7 .  The se f i les  cont a i n  docume nt s dated 
from 1 9 3 8  to 1974 relat ing pr inc ipally to WPI we igh t ing 
methodology change s in  1 9 5 2  and later ye ars . They con s i s t  of 
mate r i als  of  such subj ec ts a s  We igh t Revi s i ons--B r i e f  H i s tory 
( 1 9 5 9 ) ; WP I 1 9 52 Re v i s ion ; We ight Rev i sion (pape r s  dated 1 9 73-
74 ) ; Conce pts ; Index Formula ; Qual i ty Change s ;  Implement a t ion of  
Study Group Recommend ation s ;  and the  l i k e .  They compr ise the 
be s t  ava i lable collect ion document i ng the WPI methodo log ical 
changes  i n  the per i od cove red . 

Re tent ion Pe r iod . Pe rmanent . Offer  to the Nat ional 
Arch i ve s  of the Un i ted S tate s  when the mos t r ece nt document 
i s  twe nty year s old . 
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• 
9 5 . Produce r Pr ice Ind e x  Revi s i on (PP IR) Deve lopment 

File s . Du r ing the mid- 1970 ' s  the O f f i ce of  Pr ice s and L i v i ng 
Cond i t ions e s tab li shed an Industr i al Pr i ce Re v i s ion ( IPR) 
Management Group to d i rec t a pro j ec t  for ove rhaul of the 
commod i ty based methodology . Seve r al subg roups we re formed , 
inc l ud ing the Plann ing , Analys i s , Cont ro l ,  and Evalua t i on {PACE ) 
Group , and Proj ect Teams . Late r , a deve lopment comm i t tee wa s 
establ i shed { in 198 2 )  a s  a succe s sor to the PACE Group for 
deve lop ing the PPIR i ndustry sample recyc l i ng methodology and for 
cont inuing other deve lopment ac tivi t i e s  as appropr i ate . 

The proj ec t resulted in  changes f rom the PPI-or i ented 
methodo logy to a revi sed stat i s t ical methodo logy for gene r a t i ng 
industry-based pr i ce data and i ndexe s structured in  accordance 
with the S tandard Indu s tr ial  C lass i f ication Sys tem { S I C ) . 

These f i le s  con s i s t  of docume nts conce r ned w i th the 
or gan i zation and management of  the pro j ec t  { i nclud i ng team 
cha r te r s ) ; ch ronolog i e s  of  i t s  ac t i v i t i e s  {minute s of the 
Manag ement Group meet ing s  and per iod ic reports  of  the Deve lopment 
Comm i t tee Te ams ) ; analyse s of data sou r ce s  for s e lec ted 
indu s t r ies ; repor ts  f rom f i eld representative s ;  bac kg round and 
proj e c t  manageme nt f i le s of the As s i s tant Comm i s si one r ,  Mr . 
Thoma s  Tibbetts ; statements  of requi rements  for components of the 
PPI R ;  a copy of the I ndustry Analyst Handbook { a  trai ning 
manual ) ;  and the l i ke .  

Development Commi ttee f i le s , loca ted in the Br anch of 
Non-du rable Good s I ndustr i al Pr i ce I ndexes , represent an 
exte n s ion of the PP IR Development F i le s and should be comb ined 
with  them . {See I tem 9 6 . )  

The se f i l e s  compr ise  the mos t sig n i f i cant col lec tion 
docume nting developme nt of  the P roduce r Pr i ce I ndexes Re v i sion 
Sys tem.  They provide valuable source mate r i al to the Off ice 
sta f f  in  the i r  cont inu ing developme nt and r e f i neme nt e f f or t s .  

Re tention Pe r iod . Pe rmanent . Offer to the Nat i onal 
Arch i ve s  of the Un i ted S tate s in  1 0-ye ar b loc ks  when the 
mos t recent record is  twenty year s old . S c reen f i le s  and 
remove duplicate documents . 

9 6 .  PP IR Deve lopment Committee F i le s . A Development 
Comm i t tee was estab l i shed in 1 9 8 2  as a succe s sor to the PACE 
Group for developing the PPIR i ndu stry sample recyc l i ng 
met hodology and for cont inuing other deve lopme nt ac t i v i t i e s  as 
appropr iate . Under d i rec t ion o f  the Development Commi t te e , 
seve ral  teams we re e s tab l i shed w i th respon s ib i l i t i e s  for a s s igned 
func t i onal areas of  the pro j ec t . 
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The se f i l e s  inc lude mate r ials  pe r t a i n i ng to the 
organ i za t ion and manageme nt of the Commi t tee and i t s  subord inate 
teams : prog r e s s  reports  f rom the te ams conce rn ing i s s ue s ,  
prob lems , and propos al s :  and team produc t s  such a s  statements o f  
system requ i rements (e . g . , we igh t i ng ,  index calculat ions , 
compu ter sub- f iles , compu ter l i s t i ng s , and non- re sponse 
ad j us tment precedu re s ) . 

As these records  document development ac t i v i t i e s  as an 
exte n s ion to the PP IR Developme nt F i le s in  the O f f  ice of the 
Ass i s tant Commissione r ( I tem 9 5 ) , the y should be comb i ned w i th 
the se f i le s .  

Dup l i cate sets of  some documents we re ma inta i ned by 
var ious analysts throughou t the D i v i s i on .  

Re ten t i on Per iod . Permanent . 

a .  Record copy s e t .  Comb ine w i th the PPIR De ve lopment 
F i le s  in the Off  i ce of  the Ass i s tant Comm i s s i one r ( I tem 
9 5 )  • 

b .  Other copi e s . De stroy when no longer needed for 
cur rent bu sine s s . 

9 7 . D i v i s i on PPIR Budget F i le s . Con s i sts  of  reference 
documents r e lat ing to the D i v i sion ' s budget formulation and 
execu t ion matte rs  dur ing the deve lopment and installat ion of the 
rev i s ions to the PPI Sys tem , 1 9 7 7  to d ate of th i s  wr i t ing .  
Conce rns such budg e t i ng mat ters as plans , cor re spondence , 
jus t i f icat ion data , per iod ic revi ews , and the l i ke .  Off i c i al 
bud g et recor d s  ar e ma inta ined at a h igher eche lon . 

Re tent ion Per iod .  De s troy f i ve ye ars af ter complet ion of  
installat ion of  the PPI  Rev i s i on Sys tem , or whe n no longe r 
requi red for cu rrent bu sine s s , wh ichever occurs soone r .  

* 9 8 . Inac t ive Motor Veh icle Qua l i ty Adjustment F i le s . 
Con s i s t of  mater ials  ma i ntained by former B ranch Chief  Buford 
Pascha l , related to his d i rec t ion of  the WPI indexes for motor 
veh i c le s .  They include such documents as i nte rnal 
cor re spondence , cor re spondence w i th manufac ture r s , reports  of 
plant v i s i ts by BLS Reg i onal O f f i ce represe ntat ive s ,  tab les for 
pub l i c a t i on ,  mee t i ng note s ,  and the l i ke dated f rom 196 2-1977 . 
Re l a ted f i le s are ma i ntained i n  the Branch of Durable Good s 
Ind u s t r ial Pr ice Indexe s :  I tem 1 3 4 ,  Motor Veh icles Qua l i ty 
Ad j u s tme nt--Es t imation F i le s .  These f i les combined w i th the 
sec t i on of the lat te r f i le s  for the pe r iod pr ior to 1 9 7 9  are to 
be transfer red to the Washing ton National Records  Ce nter and 
de s troyed when the late st  dated record is  twenty year s old 
( 1 9 9 9 ) . 
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Re tent i on Pe r iod . Comb ine w i th I tem 1 3 4 ,  Mo tor Veh icles  
Q ua l i ty Ad J ustme nt--E s t imat i on F i le s  for  the pe r iod pr ior to 
1 9 7 9 . Remove dup l i cate documents . 

* 9 9 . I nact ive F i le on S teel  and Othe r Me tals  Pr ic ing . 
Con s i s t s  o f  papers ma inta ined by forme r B ranch Ch i e f  Buford 
Pas ch a l .  They include such mate r ials  a s  cor re spondence w i th 
company representat ive s  and stat i s t i cal assoc iat i ons , no te s of 
mee t ing s ,  tables from pub l i c at ions , and the l i ke (dated 1 9 64-
196 6 ) . Re l a ted file s are ma inta ined in  the Br anch of Durable 
Good s I ndus t r i al Pr i ce I ndexe s :  I tem 13 8 ,  " I nac t i ve F i le s on 
Ste e l  and Othe r  Me tals  P r icing . "  

Re tention Per i od . 

a .  Comb ine the se f i l e s  w i th the re la ted f i le  in the Branch 
of Durable Good s I ndustr i al P r i ce I ndexe s .  Remove 
dupli cate mate r ials . 

b .  To the comb ined f i le ,  apply the rete nt ion per i od 
pre scr ibed for I tem 1 3 8 .  

1 0 0 . Techni cal Re ference/Wo r k i ng F i le s .  These are e x t r a  
copi e s ,  pr inted mate r ial s ,  wor k ing pape r s , cop i e s  o f  
ins t r uc t i onal manual s ,  machine l i s t ings , and the l i k e , used for 
re fe rence pu rpos es in  manag ing i nternal admi ni s t r a t ive 
(housekeeping)  and prog ram matte r s . 

Retent ion Pe r iod . Destroy when supe r seded , no longer  needed 
for cur rent bu siness , or when made obsole te , as appropr iate . 
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QUALITY ASSURANCE STAFF 

The Qua l i ty As surance S ta f f  (QA) d i rects  stud i e s of the 
pr ice and pr i ce index prog rams of  the O f f i ce of  Pr i ce s  and L iving 
Cond i t i ons to ident i fy potent i al mean s of  solvi ng qua l i ty 
problems and ma k ing improvements . 

A team approach is  customar ily used for such problem­
solv ing and re solut ion , al though the QA staf f may i n i t i al ly plan 
the p r o j ec t ,  de sign a proposed solu t ion , implement the change s 
with the funct ional o f f  i ce staff  and then transfer control to 
them . Teams , typically , may include per sonne l f rom the Program 
Off i ce (DIPPI ) ,  the O f f i ce o f  F i e ld Operat ions , the Off i ce of 
Survey Proce s s i ng ,  and the S tat i s t ical Method s D i v i s i on ,  as we l l  
a s  the QA staf f .  

Re sults may be changed or new procedure s wh i ch are i s sued 
through the appropr iate Pr i ce Prog ram sys tem manual s .  See I tem 
208 , a s  an example . 

The QA sta ff also provides  the ed i tor ial funct ions for the 
in-house news lette r , the " Qual i ty Quar te r ly . " Th i s  i s  no t a 
direc t i ve- type publication but i s  used for d i s seminat ing 
informa t ion relating to the "Pr i ce s "  qua l i ty assurance ac t i v i t i e s  
such a s  summar ies of repor ts , new deve lopments , and mi sce l laneous 
informa tion on the subj ect of qua l i ty .  Ar t i cles appe ar ing in the 
newsle t te r  are contr ibuted by BLS employees , and the contents are 
intended for inte rnal use only . 

1 0 1 .  Qua l i ty Management Subj ec t F i le s .  Con s i s t  of documents 
re flect ing the ac t i v i t i e s  of  the Qual i ty Assu rance Staf f i n  
ident i fy i ng and re solv ing qua l i ty cont rol needs for the P r ice 
Index P rog rams . Include such ma ter i al s  a s  cor re spondence , intra­
off i ce memos , flow char ts , plan s , reference mate r ial s ,  pape rs to 
be pre se nted at confe rence s , proj ect repor ts , prog ress repor ts , 
tra i n i ng mate r ial s , and the l i ke .  They conce rn such sub j ects a s  
the APPRISE Sys tem , Amer ican Soc iety f o r  Qua l i ty Cont rol 
Member ship , BLS Management Recommendations , Con fe rence s ,  
Es t imat ion Problems , F low Char ts , PPI , CPI , Re v i ew Cr i ter i a  for 
DIPP I F rame Re finement , Non-Response in PP I R ,  Qua l i ty Assurance 
Plan s , Qua l i ty As sur ance Repor ts , Frame Ac t i vi t ie s , and Sampl ing 
Act i v i t i e s . 

Retention Pe r iod . 

a .  General . B re a k  f i le every f i ve year s and br ing ac tive 
mater ials forward . De stroy when f i ve years old , except 
for b .  Projec t Record s ,  and c .  Re ference Mater i al s .  
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• 
b .  P roject Records .  ( 1 )  Project backg round suppor t ing 

record s should be screened annually and destroyed when 
no longer needed for current bus i ne ss .  ( 2 )  Othe r 
proj ect records are to be destroyed when 1 0  years old 
or when no longer needed for cur rent bus i ness , 
whichever occurs f i r s t .  

c .  Reference mater ials . Review at least annually and 
destroy when no longer needed for cur rent business . 

1 0 2 . "Qual ity Quar ter ly" Newsletter Record Copy . Cons i s ts 
of a copy of each issue of the Newsletter beg inn ing with its 
f i r s t  is sue in Apr i l  1 9 8 2 . Arranged by date . 

Retention Per iod:�1'!7�e��eR0fe!e{eaf: ye1'f ��r">,{a�� Rfo 
loRger needed for cat t ent bttsifteee , whie}1j'j9E' eee1:ue lateF . 
-the /VattM4 ) Al'c,/u'v�.J o f  t-A e l/�i-tp &f" 1 .;  I 'i" ,Y_e � r b/� v /r.,? 
"""h r,, --/'!I t. ,.,,, ,)-t Y� ''°"-t y � e.d ,,./  l.J 1 f"'ye t1 YJ c k{, 
1 0 3 . Qual ity Newslette r  Or iginal Ar t icles F ile s .  Cons ist o f  

case folder s  for each i ssue , includ ing such mater ials a s  a copy 
of the publ ished i ssue , drafts of art icles rece ived from authors 
(BLS personnel ) , and proce ssing check-l i sts . 

Retention Per iod . Destroy when f ive years old or when no 
longer needed for current busi ness , wh ichever occurs sooner .  

1 0 4 . Qual ity Newslette r Distr ibution Copies .  Extra copies 
of i s sues of the Pr ice s Qual i ty Newsletter  for re spond ing to BLS 
requests . 

Retent ion Per iod . Destroy when no longer needed for cur rent 
business . 

* 1 0 5 . I ntermed i ate Pr intouts , Job Runs , Wor ksheets . In 
car rying out the Qual ity Assurance Staff (QA) act ivi ties , QA 
program personnel obtain var ious intermed iate pr intouts , job 
runs , or wor ksheets as part of the computer proces sing requi red 
to suppor t the pr ice and pr ice index programs of the Off ice of 
Pr i ce s  and L iving Cond i t ions . These machine- produced l i st ings 
per ta in to such matters as : runs re lated to compil ing and 
analyz ing data for QA stud ies ;  changes , e r rors , etc . , involving 
the var ious data base s ;  problem and analys i s  repor ts ; as well as 
othe r pr intouts for management review .  Also involved are 
l i s t ings conce rning answer ing reque sts for informat ion ,  spec ial 
runs , runs related to developing or improving computer systems 
conce rned , and the l i ke .  Such l ist ings in th i s  i tem are not 
covered by other i tems of the Schedule l i s ted above . 

5 5  



b .  

• 

Project Records . 
records should be 
longer needed for 
records are to be 
longer needed for 
fir s t . 

• 

( 1 )  Pro ject backg round suppor ting 
sc reened annually and des t royed when no 
cur rent busines s .  ( 2 ) Other project 
des t royed when 10 year s old or when no 
cu r rent business ,  whichever occu r s  

c .  Reference materials . Review at least annua l ly and 
des t roy when no longer needed for cur rent business . 

1 0 2 . " Quality Qua r ter ly " News let ter Record Copy . Consis t s  
of a copy of  each issue o f  the News let ter beginning with it s 
fir s t  issue in April 1 9 8 2 . Ar ranged by date . 

Retention Period . 

a .  Record Copy . Permanen t .  Of fer for t r ansfer to the 
Nat ional Archives of the United S tates in blocks of 1 5  
yea r s  when the mos t  recent record i s  1 5  year s  old . 

b .  Al l other copies . Des t r oy when no longer needed for 
cu r rent bus ines s . 

1 0 3 .  Quality News let ter Original Ar ticles Files . Consis t 
of case folders for each issue , including such materials as a 
copy of the published issue , draf t s  of ar ticles received f rom 
autho r s  ( BLS personnel ) ,  and proces sing check-lis t s . 

Retention Period . Des troy when five years old or when no 
longer needed for cur rent busines s ,  whichever occu r s  
sooner . 

1 0 4 .  Quality News letter Dis t ribution Copies . Ex t ra copies 
of is sues of  the Pr ices Quality News let ter for responding to BLS 
reques t s . 

Retention Period . Des t r oy when no longer needed for 
c u r rent bus i nes s . 

* 1 0 5 . Intermediate Printouts , Job Runs , Wor k s heet s .  I n  
car rying ou t the Quality As su rance Staff ( QA )  ac t i v i ties , QA 
prog r am per sonnel obtain various intermediate printouts , j ob 
runs , or  wo r k sheet s as par t  of the compu ter proces sing required 
to s uppo r t  the price and price index programs of the Of fice of 
Prices and Living Conditions . These machine-produced listings 
per tain to s uch mat ter s  as: r uns related to compiling and 
analyzing data for QA s tudies ; changes , erro rs , etc . , involving 
the various data bases ; problem and analysis repo r t s ; as wel l  as 
other prin touts for management review . Also involved are 
lis t ing s concer ning answering reques ts for info rmation , spec ial 
runs , runs related to developing or improving compu ter sys tems 
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developing or improvi ng computer sys tems conce r ned , and the l i ke . Such 
l i s t i ngs in this i t em are not cove red by other i tems of the Schedule 
l i sted above . 

Re tent ion Pe r i od . Des t roy when essent ial i nforma t ion 
has been analyzed , tabulated , or  i s sued , or  when supe r s eded 
or  made obsolete , as  appropr iate . 

1 0 6 . Qua l i ty Assurance Technical Reference/Work i ng Fi les . These 
are  ext ra copies , pr i nted mat e r ials , wor king pape r s , copies 
of  i n s t r u c t i onal manua ls and the l i ke , wh i ch a r e  ma i ntai ned 
by the QA prog ram pe r sonnel cove r i ng the i r  a s s i gned a r eas of 
wor k  a s  we l l  as computer i zed operat ions and s ta t i s t ical 
procedu res and methodology . 

Retent ion Per i od . Des t roy when super seded , no 
longer needed for cur r ent bus i ness , or when 
obsolete , as  appropr iate . 

1 0 7 . QA Word P roces s i ng Med ia F i les . Cons i s t  of d i s k s  
used i n  prepa r ing cor r espondence or othe r textual or tabular  
ma te r i a l s , typically for  pub l i ca t i on or for i s sue of 
inte r nal  i n s t ruct ions . 

Re tent ion Pe r i od .  Scratch when a l l  essential  
i nfo rmat ion has been analyzed , tabu lated , or  i ss ued . 

1 0 8 . QA Machi ne Proce s s i ng Fi les . Cons i s t  of 
proces s i ng tape or d i s k  f i les of the Qua l i ty Ass u r ance 
act i v i t ies as de fi ned by Gene ral Records Schedu le ( GRS ) 2 0 , 
such a s  wor k  f i les , va l i d  t ransact ion f i les , and the l i ke 
cove r i ng machine readable r ecords not spec i f i ca l ly l i s ted 
unde r other schedule i tems . ( See page 1 7 9  of th i s  
Schedu l e . ) 

Re tent ion Pe r i od .  Apply the retent ion pe r iods of  
GRS 2 0 -Pa rt I I , I t ems 1 through 1 4 , as  appl i cabl e . 
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BRANCH OP DURABLE GOODS INDUSTRY PRICES 
ARD 

BRANCH OP NON-DURAB�GOODS INDUSTRY PRICES 
DIVISION OP INDUSTRIAL PRICES AND PRICE INDEXES 

OFFICE OP PRICES AND LIVING CONDITIONS 

BRANCH OP DURABLE GOODS INDUSTRY PRICES 

Func tions 

( 1 )  Conducts stud ies of the durable goods mar ket 
organ i zations , pr ice structures , pr ic ing patterns and pr ice 
var i ances to produce prec i se measure s of industry input and 
output , pr i ce changes , and commod i ty pr i ce movements . 

( 2 )  Class i f ies pr ice data and develops we igh ts in 
accordance w ith established procedures and the Standard 
Industr ial Class i f icat ion System . 

( 3 )  Selects i tems to be pr iced and represent sign i f icant 
durable good s pr ice trends  and to meet the need s of pr ice data .  

( 4 )  Develops spec i f ications for sampling plans to be used 
in obtain ing pr ice data . 

( 5 ) Analyzes data ini t iat ion re sults to ve r i fy adequacy of 
col lected data for prog ram obj ective s .  

( 6 )  Conducts econometr ic re search and d i rects nece ssary 
data collect ion to per form qual ity ad j ustments .  

( 7 )  Prepares wr i tten analys i s  of cur rent and hi stor ical 
pr i ce behavior in each industry . Develops models of industry 
behavior to suppor t such analys i s .  

BRANCH OP NON-DURABLE GOODS INDUSTRY PRICES 

Functions 

( 1 )  Conducts studies of the non-durable good s mar ket 
organ i zations , pr ice structure s ,  pr icing patterns and pr ice 
var i ance s to produce prec i se measure s of industry input and 
output , pr i ce changes , and commod i ty pr ice movements . 

( 2 ) Class i f ies pr ice data and develops we igh ts in 
accordance w ith established procedures and the S tandard 
Industr ial Class i f ication System . 
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( 3 )  Selects i tems to be pr iced to repre sent s ign i f icant 
non-durable goods pr ice trends  and to meet the needs of users of 
pr ice data . 

( 4 ) Develops spec i f icat ions for sampling plans to be used 
in obta ining pr ice data . 

( 5 ) Analyzes data in it iat ion re sults to ver i fy adequacy of 
collected data for program obj ectives . 

( 6 )  Conducts econometr ic resear ch and d i rects nece ssary 
data collect ion to per form qual i ty ad j us tments . 

( 7 )  Prepares wr i tten analys i s  of current and h i s tor ical 
pr ice behavior in each industry . Develops models of industry 
behavior to support such analys i s .  
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BRANCHES OF DURABLE ARD NON-DURABLE GOODS INDUSTRY PRICES 
DIVISION OF INDUSTRIAL PRICES ARD PRICE INDEXES 

OFl'ICE OF PRICES ARD LIVING CONDITIONS 

General 

For organi zational purposes , the D iv i s ion of Industr ial 
Pr ice s  and Pr ice Indexes (DIPP I )  d ivide s  the var ious 
manufactur ing or mining industry products for wh ich it generate s  
inde xes between two Branches - one for durable goods and one for 
non-durable goods .  The allocat ion of products between the two 
Branches i s  pr imar i ly based upon the Bureau of Census def in i t ion 
that products with an expected l i fet ime of less than three years 
are class i f i ed as non-durable , and products w i th a longer l i fe 
expectancy are cons idered to be durable good s .  

Wi th in this de f in i t ion , both Branches are re spons ible for 
the i ssuance of the commod i ty-based i ndexes of the Produce r  Pr ice 
Index (PPI-- former Whole sale Pr ice Index ) , and for the indexes of 
the P roducer Pr ice Index Revi sion , known as the PPIR. The switch 
to the revi sed statist ical methodology for generat ing the 
industry and product class , and other indexes of the PPIR began 
in 1978 . By mid-19 8 6 , PPIR i ndexes are expec ted to be ava i lable 
for 4 8 8  mining and manufactur ing industr i e s .  When this phase of 
the rev i s ion is completed , the PPIR i s  expec ted to involve each 
month some 9 0 , 0 0 0  product ive and nonproduct ive pr ice quotat ions 
cover ing some 6 , 0 00 publ i shed product indexes of the se 
industr ies . 

The former PP! be ing phased out , using i ts trad i t ional 
commod i ty-or iented methodology ,  generated some 3 , 00 0  commodi ty 
pr ice indexes ar ranged under a un ique BLS numer ical commod i ty 
cod ing system . The PPIR , however ,  using its comprehensively 
revi sed , industry-or iented , stat ist ical methodology , will 
cont inue to gene rate the same numer ically coded tabular commodi ty 
group i ngs and item pr ice indexes of the PPI (Table 6 )  formerly 
issued under the trad i t ional PPI methodology , in add i t ion to its 
other types of indexe s .  

The PPIR i s  an industry-based index ,  w i th i ts pr imary 
tabular i ndustry-product class indexes be ing structured in 
accordance w i th the Standard Industr ial Class i f icat ion System 
(SIC ) . I ts pr incipal tabular presentation , "Produce r Pr ice 
Indexes for the Net Output of Selected Industr ies and The i r  
Products "  (Table 4 ) , ar ranges the covered industr ies numer ically 
by 4-d i g i t  S IC codes , and the pr ice indexes for the products of 
each i ndustry by the more prec ise 5- to 9-d i g i t  S IC 
class i f icat ion levels thereunder .  As of 19 8 5 , Produce r Pr ice 
Indexes also began to be publ ished for industr ies aggregated at 
the 2- or 3-digit S IC leve l .  
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Deta i led procedure manua l s  have been deve loped to r e f lec t 
the methodology and re spon s ib i l i t i e s  o f  these  two B r anche s ,  a s  
we l l  a s  the other B ranche s of  DIPPI , the var ious he adquar te r s  
suppo r t o f f  i ces , and the Reg i onal O f f  i ce s  a l l  of  wh i ch wor k  
together in  genera t i ng PPI and PPIR i nde xe s .  

The produc tion cycle i n  the se two B r anche s o f  DIPPI for 
gene r a t i ng monthly PPIR inde xe s i nvolve s two maj o r  ac tivi t i e s : 
( 1 )  Deve loping or r ecyc l i ng ( re d r awing ) the s ample segments to 
ident i fy the appropr iate number of  e s tabli shments  or f i rms wh ich 
mus t  repor t monthly the pr i ce s  of  the i r  produc ts  for each o f  the 
4 8 8  manufac tur ing or m i n ing i nd u str ies  cove red by the se two 
Branche s for the PP IR; also i n i t i ally r e ce i ving and enter ing i nto 
the PPIR sys tem data bases pr ice quot a t i ons and othe r data from 
such e s tab l i shments w i t h i n  each i ndus t r y ;  ( 2 )  Monthly repr i c ing 
or ma intenance ac t i v i t i e s  w i th i n  the Branches requ i red to review 
the monthly pr ice quotations r e ce i ved f rom repor t ing 
e s tab l i shments and to e s t imate and pub l i sh the var ious PPIR 
inde x e s . 

1 .  Industry Sample Deve lopment and I n i t i at ion of  I ndustry 
Repo r t i ng .  Some 2 1  sample segments have been deve loped s i nce 
1 9 7 8  to provide the appropr i ate number of e s tab l i shme nts 
repor t i ng monthly pr ice s  for each of the 4 8 8  manu f ac tur ing and 
mining i ndustr ies cove red by the B ranche s .  At the t ime of t h i s  
wr i t i ng ,  the sample s for industr ies  cove red b y  3 s ample segment s 
are be ing redrawn to provide for up-to-d ate e f fec t i ve 
estab l i shment repor t i ng . 

Cent ral to developing i ndustry sample s and i n i t i a t ing 
of repor t i ng by the e s tab l i shments of an industry are the 
ind u s t r y  s t ud i es ca r r ied out by the industry analys ts  
(econom i s t s ) of DIPPI . Each B r anch analys t und e r  the d i r ec t ion 

of a team leader i s  re spons ible for a spec i f i ed number of  
indus t r ie s .  Work ing w i th the  B r anch o f  I ndex Analy s i s  and 
Con t r o l  of DIPPI , the suppor t  he adquar te r s  o f f ice s ,  and the 
Reg i onal Of f i ces , the analysts  carry out industry stud i e s  for 
wh i cheve r  of  the ir industr ies  are inc l uded in  the development or 
recyc l i ng of the sample segments be ing wor ked on . 

An industry study i s  a developmental research e f for t 
that c ulminate s  in the automated pub l i c a t ion o f  producer pr ice 
ind e x e s  for the selec ted products of the indu s t r y .  Each industry 
has i t s own character i s t ic s  and spec i a l  prob lems wh ich mus t  be 
add r e s sed dur ing the study to f i t  i ts pr ic ing repor ts  into the 
PP IR System and gene rate useful , accurate , and e f f i c ie ntly 
prod uced i ndexe s .  

When a study i s  completed , the analys ts  and supe r v i sors  
of the B r anches and the  suppor t headquar ters  o f f  i ce s  w i ll have 
prov ided the Regional O f f i ce s  w i th enough detai led information 
descr iptive of  the i ndustry and i ts produc t s  so that the Reg ional 
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Repre sentat i ve s  will  know wh ich e s tabl i shments the y should v i s i t  
to i n i t i a te repor t ing and be gu ided i n  selec t i ng the par t icular 
products  o f  the industry for wh ich pr ice quote s are to be 
repo r ted . 

I n  add i t ion ,  the nece ssary informat ion w i l l have been 
deve loped to guide the s uppor t  o f f i ce of  I ndustr ial  P r i ce s  and 
Indu s t r ial Re lat ions ( IPIR)  in ente r ing the requ i red data on the 
ind u stry and i ts produc t s  i nto the PPIR computer sys tem so that 
the r epr i c i ng and ma intenance ac tivi ties  involving the monthly 
pub l icat ion of the i ndustry producer pr i ce i ndexe s can beg i n .  

S uch monthly repr ic ing ac t i v i t i e s  can beg i n  a f te r  the 
Indus try Analysts and othe r DIPPI reviewe r s rece ive the i n i t i­
at i on quote s ,  obta i ned by the Reg i ons from the e s tab l i shment s  o f  
the i ndus t r y , revi ew and revise them , and approve the entry of  
the e s tabli shments ' reports  into the  compu te r i zed collec tion 
sys tem (data base) , wh ich serve s  a s  the i n i t i al po i n t  of entry 
into the au tomated index publica t ion system . Th i s  sys tem , the 
Au toma ted Producer Pr ice Rev i s ion I ndex Sys tem for Econom i s t s , i s  
known a s  APPRISE ,  and wa s placed into ope r a t i on a s  o f  
Novembe r 1 9 8 4 . 

2 .  B r anch Monthly Repr i c i ng and Ma i ntenance Ac t i v i t i e s . 
Unde r APPRI SE , the monthly repr i c i ng schedule s are compu te r­
gene r a ted and ma iled to the e s tabli shments by head quar ter s 
off  i ce s .  The returned rou t ine schedules are e nte r ed i n to the 
APPRISE Data Base by an Opt ical Char acte r Read ing Sys tem. Any 
non- routine schedules are separated out and cop ies  are se nt to 
the appropr i ate Br anch Industry Analyst . After  Analyst and other 
DIPPI re v i ews , the repor ted schedule data are ente red i nto the 
APPRI SE Data Base . From the re , the monthly repor ted repr i c i ng 
data are  e nte red into the E s t ima t ion Sys tem (Data Base ) wh ich 
au tomate s the produc t ion of  the monthly pub l i shed tabular 
i nd u s try-product i ndexe s of  the PPI R ,  a s  we l l  a s  the commod i ty­
based inde xes of the PPI includ i ng the S tage of Proce s s i ng 
Inde xe s and othe r I ndexe s .  

Throughout th i s  index prod uc t ion proce s s , a heavy f low 
of var ious types of mach ine l i s t ing sheets  are sent to the 
Ind u s t r y  Analys\s or othe r DIPP I reviewe r s  to keep them appr i s ed 
of the s tatus of the i ndustry repor t ing a nd i ndex produc t ion 
ac t i v i t i e s  and of the status of the data ma int a i ned in the PPIR 
computer f i les . Each I ndustry Analys t has h i s  own terminal and 
scre en and has acce ss to and can inpu t data into the PP IR 
computer f i le s  for h i s  a s s igned industr i e s .  These f i le s ,  howeve r 
are ma inta i ned by the Support  O f f ice of I ndustry Pr ice s and 
Indu s t r i a l  Re lations ( IPIR) , rather than by DIPPI . 
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Branch Records on the PPIR 

The bulk of the record s o f  these  two B r anches of DIPP I 
are conce r ned wi th un i form type s of  i ndex produc t i on proce sses  
involving the car r y i ng out  of i ndu stry analyt ical  stud i e s  and the 
deve lopme nt of  industry sample s ,  the i n i t i at ion o f  repor ted data 
from the s ampled e s tabl i shments of  the i ndustr ies , the def i ne and 
ente r ac t i v i ties  conce rned w i th inpu t t i ng the collec ted data i nto 
the PP IR sys tem , the monthly repr i c i ng repor t i ng proce sses  from 
the e s tab l i shments , and the au tomated monthly produc t i on and 
pub l i cat ion of the compu te r-generated tabular PPIR i ndexe s . 
The se  i ndex data are pub l i shed monthly a s  a P r e s s  Re lease , 
"Prod uce r P r ice Ind e xe s " ; and a s  a Monthly Bulle t i n  and Annual 
Supplement , "Produce r Pr i ce s  and Pr i ce Indexe s " ; as we l l  as in 
mach i ne re adable format in LABSTAT . 

Special Branch Records 

In  add i t ion to the basic  un i form i nde x-prod uc t ion- type s of 
record s ,  var ious other type s of  r ecords  are ma i ntained in the 
Branche s .  These include : ( 1 )  prog ram sub j ec t  and admi n i s tr a t i ve 
f i le s of  the Branch Ch i e f s  and the team lead e r s  conce rned w i th 
supe r v i s i on and re v i ew of  industry analyst wor k  and w i th the i r  
role s i n  par t i c ipat ing i n  var ious Bureau ta s k  forces conce rned 
with system development and d e s i g n ;  ( 2 )  spec i a l  collect ion s  
conce r ned w i th prov id ing guideline s  on qua l i ty ad j us tme nt 
problems conce rn ing i ndustr ies w i th comple x product 
spec i f icat ions such as motor veh icle s , s tee l , electron ic 
equipment , heavy mach i ne r y , and the l i ke ;  ( 3 )  col lec t i ons 
conce rn ing spec ial i ndexe s or pub l icat ions i s s ued for ce r ta i n  
type s of  i ndustr ie s ,  such a s  those for motor veh i c le s , steel 
ve ssel s , r e f ined petroleum products , and the l i ke ;  ( 4 ) 
collec t ion s  conce rned w i th repor t i ng requi rements for 
cong lome r a te s  and other mul t i -S IC corporat ions wh ich do no t 
conform to the standard 4-d i g i t  industry repor t i ng procedu re s ;  
( 5 ) col lec t ions conce r ned w i th develop i ng h i ghe r S I C  level 
inde xe s ;  and ( 6 ) ce r ta i n  inact ive collect ions per ta i n ing to the 
forme r WP I ( PPI ) i ndexe s . 

I n  add i t ion , i n  the ar ea of i ndustr ies  conce rned w i th food 
and agr icultural produc t repor t ing , to avo id  d up l ic at ion o f  
effor t ,  analysts of the Branch of Food and Farm P roduc ts o f  the 
D i v i s ion of Consume r Pr i ce s  and Pr i ce I ndexes are involved i n  
develop i ng PP IR inde xe s for those indust r ies . The team of  t h i s  
Branch conce rned w i th Produce r Pr i ce I ndexe s c ar r i e s  out much the 
same type of  ac tivi t i e s  as those of  the DIPPI te ams , except that 
the sour ce d ata cove r ing pr i ce s  rece i ved by farme r s  are obtained 
d i rec tly f rom the Depar tment of  Ag r icul ture . The bu l k  of the 
wor k  o f  th i s  team , howeve r ,  i nvolve s s tand ard-type producer pr i ce 
inde x produc tion .  
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SUPERVISORY PILES COVERING BOTH BRANCHES 

* 1 09 . B r anch C h i e f  P rogram and Admi n i s t r a t ive S ubj ec t and 
L i s t i ng Shee t F i le s . The Branch C h i e f  f i le s for the Durable and 
Non-du r able Good s B r anch e s  cover both prog r am and admi n i s t rat ive 
sub j ec t  mat te r s . The f i l e s  of  the B r anch C h i e f s  cons i s t  of 
Branch cop i e s  of  cor re sponde nce ; copie s o f  i ndustry study 
documents involved in sample segment development or recyc l i ng ;  
reco r d s  pe r ta i n ing to B ranch C h i e f  super v i s ion o f  teams and 
indu stry  analysts , such as we e k ly i ndustry study prog r e s s  repor t 
l i s t i ng sheets , wor k  schedul ing documents , per sonnel evaluation 
documents , and the l i ke ;  fle x i t ime and t ime and attend ance 
reco rd s ;  r ecord s of commi t te e s  or confe rence s  at tended ; B r anch 
Ch i e f  t r avel recor d s ;  tr ansmi ttal records  involv i ng send ing of 
mate r i al s  to IPIR or  to SMD ; copie s of  i nstruc t i onal mater i al s  
and g u i de l i ne s  for produce r pr ice repor t i ng ;  mate r ials  re f lec t i ng 
the p ar t i c ipation of  B r anch Ch i e f s  i n  var ious Bureau , O f f i ce ,  or 
Divi s i on task force s or committees  involv i ng the deve lopment of 
systems or  var ious repo r t ing procedu re s ;  selected l i st ing sheets ; 
and the l i ke .  

Rete ntion Pe r i od .  

a .  P rogram Record s .  Break  f i le s eve r y  f i ve year s and 
br ing forward ac t i ve mate r ials  to new f i le s as 
requi red . Destroy whe n ten year s old or  when no longe r 
needed for current bu siness , wh ichever i s  soone r .  

b .  Administrat ive Record s .  De stroy whe n three year s old 
except for ( 1 )  wee k ly industry s tudy prog r e s s  reports  
wh ich shall  be  destroyed whe n one year old and ( 2 )  
r ecords on i nd ividual employee s  wh ich shall be 
destroyed one year a f te r  separ a t ion of employee .  

c .  P rogr am Mac h i ne L i s t ing She ets . De s t roy when 
supe r seded or when no longe r needed for curr ent 
bu siness , as appropr iate . 

1 1 0 . B r anch Ch rono log i cal F i le s .  F i le s  cons i s t  of b i nders  
conta i n ing e xtra  cop i e s  o f  memo r anda or  letters  p repared i n  the 
Branche s ar r anged in chronolog ical orde r . 

Re te ntion Per i od . De s troy when three ye a r s  old . 

* 11 1 . Inac tive f i le of  Forme r  B r anch Ch i e f ,  Buford Pa schal . 
Con s i s t s  of  col lected ma te r i al s  of  forme r B ranch Chie f ,  Buford 
Pasch a l , lar gely of a sub j ec t  matter nature , cover ing both 
prog r am and admi n i s t r a t ive ac t i v i t i e s  of  the B ranch and h i s  
supe r v i s i ng o f  the indu stry analys ts  of  the B ranch . Much o f  the 
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f i le conce rns the deve lopment and ma intenance o f  the commod i ty 
i ndexes o f  the forme r Wholesale Pr i ce I ndex cover ing the motor 
veh i cles , metal s ,  e lec tr ical and non-elec tr ical  mach ine r y , 
t r an spor tat ion equ ipment , and other i ndustr i e s  or commod i t i e s  
a s s i g ned to the B r anch . The f i le a l so cons i s t s  o f  var ious  
pub l i shed backg round mater i al s  on e s tab l i sh i ng i ndexes or 
obt a i n ing pr ices on the se commod i t i e s  and indu s tr ies . Also 
included are  B ranch copi e s  o f  cor r e spondence pe r ta ining to 
internal c learance w i th i n  the D i v i s i on of i n i t i at ion or repr ic i ng 
d a t a  obt a i ned from repor t i ng e s tab l i shme nts and pub l i shed in  the 
PP I or PP I R ,  as we l l  as cop i e s  of cor r e spondence to outside  
organ i zations typically s igned by the o f f  ice  head . 

The file a l so inc lud e s  handwr i tten wor k pape r s  and 
d r a f ts o f  Mr . Paschal , handwr i tten notes of  me e t ings of  var ious 
commi ttee s , folde r s  cove r ing var ious commod i t i e s  or indus t r ies , 
folde r s  on pe r sonne l ,  t rave l , budg e t , f le x i t ime , or other 
admi n i s t r a t ive topics , extra  copies  of mate r i a l s  transmi tted to 
IPIR,  some f i les on change s  i n  automob i le qua l i ty or 
spec i f i cat i ons as they a f fec ted the PP I or PP I R ,  1 9 7 5- 1 9 80 , and 
the l i ke .  

Documentat ion regar d i ng guide l i ne s for report ing , index 
methodology , procedure s ,  or pol i c i e s , wh ich may h ave or i g i nated 
in the B ranch , typically wa s forwar ded for review by D i v i s i on or 
O f f i ce level offi c i al s  or spec i al r e v i ew commi t tee s ,  and , a s  
such , would b e  reflected w i th i n  higher  eche lon f i le s .  

Re te ntion Per i od . B r i ng forward mater i a l s  on mo tor vehicle 
qua l i ty or spec i f icat i on change s or othe r cur rent mate r ials 
as they af fec t the producer pr i ce indexe s to appropr i a te 
team leader f i le s  or D iv i s i on f i le s .  Rema i nder--destroy 
when screen ing i s  completed . 

* 11 2 .  Team Leader  Progr am and Adm i n i s tr a t i ve S ubj ec t ,  and 
L i s t i ng She e t  F i le s . Team leade rs , as pr inc ipal supe r v i so r s  of 
the i r  respec t ive i ndustry analys ts , ma i ntain  smal l  prog ram and 
admi n i s t r a t ive sub j ec t  f i le s  re f lec t i ng procedu re s followe d , 
pe r sonne l matte r s ,  and the status of the wor k  be i ng done . The se 
f i le s  include copi e s  of  pr ice note s prepared by analys ts  for 
pos s ib le use in nar r a t i ve segments of monthly pub l icat ions , 
var i ous  pe r iod ic summar y  mach i ne l i s t i ngs re flec t i ng the s tatus 
of the e s t imat ion data base or indexes cover ing the i r  a s s ig ned 
i nd u str ies , copies of  pre ss release s  and spec i a l  repor ts , extra 
cop i e s  of  i nte rnal cor re spondence , cop i e s  of  pe r sonnel 
e va l ua tion s , copies of  prog r e s s  repor ts , cop i e s  o f  var ious 
reg i onal e nd-of-survey repor ts  or guideline s , a nd o ther 
procedural memorandums pe r t i nent to the i r  re spons i b i l i t i e s , and 
the l i k e .  I n  ce rta i n  ins tance s , f i le s  are i nher i ted from 
predece sso r s . 
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Ce r tain  team leaders  have backg round mate r i al s ,  d r a f t s , 
wor k i ng pape r s , clea rance pape r s , and tabular r ecords pe r tain ing 
to ar t i c l e s  wr itten for Monthly Labor Review or pub l i cat ion in 
other economic journals ,  presentations , and the l i ke . 

S ee I tem 1 2 6  for deta i led descr ipt i on of  team le ader 
indus try s tudy f i le s .  

Retent i on Pe r iod . 

( 1 )  Program and Admi n i s t r a t i ve F i le s .  B r e a k  f i l e s  every 
f i ve years  and br ing forward ac t i ve mater i al s  to  new 
f i le s  as requ i red . De s troy when f i ve year s old or whe n 
no longe r needed for cur rent bu s i ne s s , wh i chever i s  
soone r ,  e xcept that team leade r cop i e s  of  i ndustry 
s t ud ies or i n i t i ation docume nt s shall be dest royed 
a f te r  replacement by a recyc l i ng i ndustry study . 

( 2 )  Program Machine L i s ting She et s .  Destroy when 
s uper seded , or when no longer needed for current 
bus iness . 

CENTRALIZED PILES COVERING BOTH BRANCHES 

* 11 3 . Mul ti-SIC Indus try Company Par t i c ipat i on F i le s . Und e r  
the PP I R ,  spec ial hand l i ng i s  requi red for cong lome rates or other  
lar ge corporat ions wh i ch involve mul t i -S IC industr ies . 
Typ i c ally , the repor t ing by the se e s tab l i shme nts requ i r e s  cen t r a l  
off i ce clear ance and spec i al procedu re s .  At pre sent , some 40 
corpo r ation s  are con side red as mul t i-SIC compan i e s . Separate 
fold e r s  are  ma intai ned for each company conta i n ing the 
nego t i at ion package to repor t as a mul t i -SIC company under the 
prog r am ,  cor re spondence w i th the compan ies , and backg round data 
on the companie s .  The prog ram for mul t i -SIC compan i e s  wa s 
ins t i tuted in  1982 . 

Re tent i on Pe r iod . De s troy whe n no longe r needed for current 
bu sine s s . 

1 1 4 . Procedure Development F i le s ,  Mul t i-SIC  Company 
Program.  Spec ial guide l i ne s  and othe r procedural memor and a are 
coope r a t i vely prepared by the DIPPI i ndustry analys t ,  the IPIR 
per sonne l ,  and the O f f i ce of  F ield Ope r a t ion s  for the mul t i -S IC 
company prog ram .  S uch procedu res  or guidance are formally is sue d  
by t h e  O f f ice o f  F i eld Operat ion s , a s  they i nvolve Reg i onal 
ac t i v i t ie s .  
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The f i le s cons i s t  of  dr a f ts , clear ance pape r s , 
backg round mate r ials , and copies  of  the g u i d e l ines  or techn ical  
memoranda . 

Re tent ion Per iod . De stroy d r a f t s  and super seded mate r i a l s  
a f te r  f inal issuance of  procedur e s .  Dest roy DIPPI copy o f  
formal procedu res  when no longer needed for current 
bu s i ne s s .  

* 11 5 .  Mul ti-SIC Company Subd i v i s i on Ident i f icat ion F i le s . 
The analys t re sponsi ble for ident i fying the var ious subd i v i s ions 
of Mul t i-SIC  compan i e s  that will  repor t under  the program uses 
var ious machine l i s t ing sheets  and bac kg round r ecords  to a id in 
ident i fy i ng these subd i v i s i on repor t i ng un i ts .  S uch mach i ne 
li s t i ng shee t s  as the fol low ing would be included : the UI 
(Unemployment Insurance ) Un iver se  L i s t i ng s  of  E s tabl i shment s ,  the 

We i gh t  Data Base L i s t i ng s , the M i sclas s i f ied  Company L i s t ings , 
and the Company Match L i s t ings , and the l i ke .  Updated ver s i ons 
of the s e  l i s t ings are obta i ned pe r i od ically . 

Re ten t i on Pe r iod . Des troy whe n supe r s eded , or whe n no 
long e r  needed for cur rent bu s i ne s s , as appropr i ate . 

* 11 6 . Repr ic ing Mon i tor ing F i le s ,  Mul ti-SIC Compan ies . To 
mon i tor the repr ic ing report ing of  the var ious subd ivi sions of  
the mul t i-SIC compan ies , var ious mach ine l i s t i ngs are obt a i ned 
pe r i od ical ly . Such mach ine l i s t ings as the fol low ing are 
inc l uded : the sample Segment Se lec t ion Un i t  L i s t i ngs , and the 
Monthly Repo r te r  Add r e s s  Reports  r e f lec t ing the s tatus of  the 
Repr i c i ng Data Base , and the l i ke .  

Re tention Pe r iod . Dest roy when s upe rseded , or when no 
longe r needed for cur rent bu s i ne s s , as appropr iate . 

1 1 7 . H ighe r  Leve l S IC I ndus try I ndex F i le s .  Tab le 4 
(Prod uce r P r ice Indexes for the ne t outpu t o f  selec ted industr i e s  
and the i r  products ) of  t h e  Monthly Bulle t i n ,  "Produce r Pr i ce s  and 
Pr ice Inde xes  Data , " has been revi sed by the inse r t ion of 2- or 
3- d i g i t  SIC Indus try i ndex data w i th i n  the numer ical  S IC 
ar r angement of  the previous 4-d ig i t  industry i nd e x  tabulat ions . 

A ser ies of  spe c i al l i s t ing she ets cover ing both 
Branches was generated to inser t  the appropr iate 2- or 3-dig i t  
agg r e g a ted i ndex data w i thin  the computer e s t ima tion data base 
for 4 -d ig i t  S IC indu str ies  for pub l i c a t i on into table 4 .  

The se listing sheets  include : h i gher level 2 - o r  3-
dig i t  SIC i ndus try de f i ne and ente r l i s t i ng s  for each of the 
cove red 4-d i g i t  SIC i ndustry indexe s , i ndus try e x t r act we i gh t  

6 6  





Re ten t i on Per iod . De stroy when check- l i s t  in format ion is  
succe s s fully ente red i nto the  d ata base . 

* 1 2 1 .  Cent ral Collec t ion Data Base Machine L i s t i ng Update 
File s .  As check- l i s t  data are " translated"  and entered into the 
coll e c t ion sys tem for the i ndus t r i e s  cove red by a par t i cular 
sample segment be i ng recyc led , mach i ne l i s t ings are  obt a i ned 
re flect ing the status of  the data base with  the i nputting of  the 
in i t i a t ion check- l i s t  data for the industr ies cove red by a sample 
segme nt r ecyc ling . Typically sample segme nts are r ecycled on a 
4-month basi s .  

Reten t i on Per iod . Destroy when replaced by updated s tatus 
machine l i s t i ng sheets . 

* 12 2 . WP I Inte r im We igh t Adj ustment F i le s . Cons i s t  of 
inac t i ve f i les of an I nter im We ight Ad j us tme nt Ta sk  For ce wh ich 
in 1 9 7 5  recompu ted we igh ts  for both WPI i ndustry S ICs and WPI 
commod i t i e s  based on such Bureau of the Census d a ta as the Census 
of the Manufac ture s publ i cat ions , Cur rent I ndustr ial Reports , and 
the l i k e . 

One of the f i les i s  numer ically ar ranged by BLS 
nume r ical  commod ity cod e s  inc luded in the WPI , and the other i s  
nume r ically ar ranged b y  3-d ig i t  SIC industry cod e s  for the 
indu s tr ies  cove red by the WPI .  Al so i nc luded is a d r awer of 
var ious  Census pub l i cations serving as source mater ial for the 
analys t s  who recommended the we igh t  ad j us tme nts to the ta sk 
for ce . The commod i ty or industry  folders  conta i n  inte rnal 
memo r and a ,  se lected Census publ icat ions , and hand tabulat ions 
cove r ing we igh t development .  

Re ten t i on Pe r iod . Des troy when the PP I sys tem i s  phased out 
and replaced by the PPIR sys tem . 

* 1 2 3 .  Central Sample Deve lopment or Recyc l i ng I ndustry S tudy 
File s I nc l ud i ng Prete st  Records . The ce ntral industry study 
f i le , a r r anged nume r ically by 4-d i g i t  I ndustry S I C  numbe r ,  ser ve s  
as t h e  record copy f i le of  the D i v i s i on of  I ndu s t r ial Pr ice and 
Pr i ce I ndexes reflect ing the ac t i v i t ie s  o f  both the Durable and 
Non-durable Good s B r anche s in developing or recyc l i ng sample s 
involvi ng the par t icular i ndust r i e s  cove red . Such stud i e s  resul t 
in the development of a par t icular l i s t ing o f  e s tabli shments to 
be i n i t ially contacted by the BLS Reg ions to provide i n i t i at ion 
and repr ic i ng report ing on the pr ice data for spec i f ic products 
of the i ndus try by the e s tab l i shments i n  the sample , typ ically at 
the 7 - to 9-d ig i t  S IC leve l s .  Also deve loped are  gu idance 
mate r i a l s  for reg ional pe r sonnel in mak ing i n i t i a l  i n te r v i ews of  
the e stabli shments . 
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A standar d i zed se r ie s  of s teps are involved in  industry 
stud i e s , some of wh ich can be more comprehe n s i ve than others , 
depend ing on the type of  indu stry cove red . A chec k l i s t  i s  
typ i c al ly placed in  the folde r ,  out l i n ing the var ious docume nts 
to b e  prepared dur ing the study . The numbe r before each l i s ted 
docume nt i s  c i r c led by the supe r v i sor when he r e leases the 
comple ted document s for the f i le .  

The follow ing types of  documents are typ ically i ncluded 
in an i ndus t ry study folder , although no t all stud ie s  inc lude all 
of these documents : ( 1 )  Indu s�ry bac kg round or summary 
stateme nt ( Phase I and Phase I I ) , ( 2 )  Pub l icat ions Goals P ackage , 
( 3 )  Chec k l i s t  and Def i n i t ions , ( 4 ) Pre test  Dec i s ion S tatement , 
( 5 )  P r e te s t  Un i t  Proposal , ( 6 ) F i le Re f i neme nt and Clus ter 

Pac kage , ( 7 )  Sample Recommendation ,  ( 8 )  Indus try Que stions and 
Procedures , ( 9 ) Pretest  Package , ( 1 0 )  D r a f t  Synop s i s  for 
Commen t , ( 11 )  Final I ndustry Synopsi s ,  ( 1 2 )  We igh ts  Update 
Memor andum , ( 1 3 )  F i nal Trans lator s ,  and ( 1 4 )  Wylbur Data Set 
Information . 

I n  the food proce s s i ng i ndustry ar ea , i ndustry studies  
are c a r r ied out by the Food and F arm Products  Team of  the 
Cons ume r P r ice Index D i v i s i on .  The record cop i e s  of  the se 
ind u s t ry stud i es , howeve r ,  are sent to the DIPPI , Non-Du rable 
Good s Branch Chi e f ,  for inclusion in 4-d ig i t  S IC orde r , in  this  
Div i s i on I ndus try S tudy f i le . 

Certain documents , such a s  s ample frame mach ine 
l i s t ings from the UI or CDC Un i ve rses  and qua l i ty reports  on the 
ope r a t ion of the previous sample may a l so be included in the 
f i le s ,  although they are not spec i f ically l i s ted on the 
chec k l i s t . Because the s ample deve lopment wor k  re sults in  
l i s t ings o f  ind i vidual e s tab l i shments , these f i le s  must be  
con s i de red con f ident ial . 

Dup l i cate s of  ce r ta i n  of  the documents included in 
the s e  D i v i s ion f i le s  are ma i ntained at  the team leader level and 
al so by i nd i vidual i ndu stry  analysts . 

P r etest r ecord s involve repor ted pr i ce data at  se lected 
e s ta b l i shments as requ i red in  pi lot te s t i ng of  s ample l i s t ings 
and guide l i ne mate r i al s  fur n i shed the Reg ional Of f i ce s . Such 
pre t e s t ing i s  only i nvolved in  ce r t a i n  of the se s tud i es , 
depe nd ing on var i ous f ac to r s .  Th i s  sample deve lopme nt and 
recyc l i ng i ndustry study f i les  methodo logy may be extended in the 
fut u r e  to other industry pr ice s  areas such a s  ser v i ce i ndustr ie s .  

Retent ion Pe r iod . Destroy folde r s  pe r t a i n ing to previous 
i ndus t ry sample deve lopme nt or recyc l i ng s tud i e s  when the 
replacement sample produce s pr ice data for pub l icat i on 
involv ing the same i ndustr i e s . Avo id ma i n tenance of  
dup l i c ate cop i e s  of documents in  the f i le . 
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NON-CENTRALIZED FILES MAINTAINED IN SEVERAL 
OFFICES OF BOTH BRANCHES 

1 2 4 . COM micro f i che Summary Index Re fe rence F i le s .  COM 
micro f i che are prepared to provide on- s i te acce ss to selec ted 
index data and other data sets ma i ntained in mach ine readable 
format at  the central compu ter cente r .  The se sma l l  micro f i che 
collec tion s  include f i che cove r i ng such areas as the up- to-d ate 
pub l i c  LABSTAT inde x t ime ser ies  number data for the PP I and the , 
PP IR i ndexe s , the I SPI Sub f i le 19 80- , the PPI deta i led 
spec i f icat ions 1/79 , and the WPI and S IC we igh t d i agrams 1 9 7 2  and 
the l i ke .  

Sets  of the se microf i che f ile s are ma int a i ned ne xt to 
read e r -pr i nter mach ines at  st rateg ic  locat ions for use by 
per sonne l of the two Branche s a s  we l l  a s  pe r sonne l of the B r anch 
of Index Ana lys is  and Cont rol (BIAC ) . Microf iche are upd a ted at  
per iod ic  i nte r va l s .  

Retent ion Pe r iod . Destroy whe n super seded , or when no 
longe r  needed for cu r rent bu siness , as appropr iate . 

1 2 5 . Wor d  Proce s s i ng Med i a  F i les  of  the B ranche s .  F i l e s  
con s i s t  of  word proce s s ing med ia  ( such a s  d i sks )  contain ing 
drafts  and/or final ve r s i ons of  textual and tabular mater ials  
wh ich are produced on  paper , such a s  cor re spondence , ma i l ing 
lists , admi n i strative repor ts , and prog r am document s . Such f i le s 
are ma i ntai ned by Branch Ch ief  and team leader sec retar i e s . 

Re ten t i on Per iod . Scra tch when all  essen t i a l in formation 
has  been analyzed , tabulated , ma i led , or issued . 

INDUSTRY ANALYST--TEAM LEADER STANDARD 
PPIR PRODUCTION FILES 

(1) PPIR Sample Development or Recycl ing Industry Stud ies F iles 

* 1 2 6 . Team Leade r Industry S tudy F i le s .  Team leade rs  provide 
the pr incipal review of  industry analysts ' wor k  in prepar ing 
indus try s tud ies  pe r ta i n i ng to sample deve lopme nt or r ecyc l ing 
for the par t i cular indu str ies  conce rned . Team leade r s  rece ived 
copies  o f  memorandums prepared by the i r  industry analys ts  as we l l  
as cop i e s  o f  the var ious document s  a s  outl i ned i n  I tem 1 2 3  
involved in  i ndustry stud i e s .  They review and comme nt on 
analysts ' wor k  and pass on the mater ials  for Br anch Ch i e f  review , 
comme nt , and s ignature o f  i nte rnal memo randums add r e s sed to 
suppor t o f f i ce s  of the Bureau also involved in such stud i e s .  
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As such , team leader  i ndustry study f i le s  dup l i c ate 
those at the Divis ion and industry analyst leve l s  and are 
ma int a i ned pr imar ily for ease of  refe rence of the team le ade r . 

Re tention Per iod . Des troy dup l icate copi e s  and supe r seded 
d r a f ts in  the f i le a f te r  complet ion of  the s tudy . Destroy 
e n t i r e  supe rseded f i le a f te r  i ts replaceme nt by the recycled 
s ample and the produc tion of  pub l i shed pr ice data us i ng the 
replaceme nt sample . 

* 1 2 7 . I ndustry Analyst I ndustry S tudy F i le s . The industry 
analys t s  of  the Br anches prepare the var ious docume nts and 
transmi ttal memorandums included in  D i v i s i on record copy i ndustry 
study f i le a s  descr ibed in  I tem 1 2 3 .  The analysts  ma i ntain  
dr a f ts and the i r  cop i e s  of  the transmi ttals  and the var ious 
documents  wh ich are pas sed along to the team leader and f r om the 
lead e r  to the Branch Ch i e f  for review and comment . 

The comple tene s s  of  the i ndustry analys ts ' f i les  var i e s  
with each analys t .  Some ma inta in d r a f ts , mul t i ple cop i e s  o f  
documents , b ackg round r e fe rence ma ter i al s , and the l i ke in  the se  
nume r ic ally arr anged industry f i le s  a s  an  on-go ing f i le 
accumulated dur ing a s tudy . Othe r s  mai ntain  only the f i nal copy 
of the mos t impor tant of the study documents a ssembled a f te r  the 
complet ion of  a study . Such analyst f i le s are only ma i ntained 
for e a se of  re ference close to the desk  of  the analys t .  

Re tention Per iod . Dest roy duplicate cop i e s  and supe r seded 
d r a f ts in a f i le a f te r  complet ion of  the study . De s troy 
enti r e  supe rseded f i le af ter i t s  replaceme nt by the recycled 
s ample and the produc tion of  pub l i shed pr ice data us i ng the 
repla cement sample . 

(2) PPIR Establ i shment Initiat ion P iles 

* 12 8 . Collected Estab l i shme nt and I tem L i s t i ng Sheets  and 
Rel a ted Company Record s .  A f te r  f i eld repre sentat ive s  vi s i t  the 
var ious  e s tab l i shments se lec ted for sampling for a par t icular 
ind u s t r y  a f ter comple t i on of an industry study , the data 
col le c ted dur ing the i nte r v i ew are sent b ack  to headquar ters  
off  i ce s  and entered into the col lec t i on data base . L i s t i ng 
she e t s  r e f lec ting the entr i e s  are sent to the appropr i ate 
ind u s t r y  analysts who revi ew the data and make corrections as 
nece s s ary , u s ing spec i al forms to no t i fy IPIR.  After f i nal 
approva l  is obta ined of  the cor r e c ted i n i t iat ion data on the 
pr i c ing of the product s  from the e s tab l i shme nt ,  a f i nal l i s t ing 
sheet  is  sent to the industry analyst and the information i s  
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tra n s fe r re d  to the repr i c i ng data base , to be re ady for schedule 
prepa r a t ion and pe r i od ic  r epr i ci ng . 

C e r tain  of the analysts ma intain  these l i s t i ng sheets  
sepa r a tely from other r ecord s .  Other analysts , howeve r ,  i nclude 
ext r a  cop i e s  of the schedules  rece ived or SO- S O  r e v i s i on data 
she e t s  w i th the l i s t ing sheets  to have , in  e f fect a company f i le . 

Retent i on Per iod . 

( 1 )  P r e l imi nary col lec t ion l i s t i ng shee t s  and rev 1 s 1 on 
not i f ication forms . De stroy whe n supe r s eded by revi sed 
l i s t i ng .  

( 2 ) F inal establ i s hment co llec ti on l i s t i ng sheet s .  Destroy 
when the sample for the i ndustry i s  replaced by a 
recyc led sample . 

(3) Monitor ing F iles on Repr icing--Index Estimation 

* 1 2 9 . I nd i vidual Establi shment Repr i c i ng Rev i s i on F i le s 
(SO- S O , 7 2 6 ,  Schedule s ) . Afte r  e stabl i shment repr i c i ng schedule s 
are r e ce i ved and entered i n to the repr ic ing data base by OCR 
read i ng ,  they are reviewed by IP IR.  Extra cop i e s  of non- rout ine 
schedules are sent to the appropr i ate industry analysts for 
re v i ew pr i or to final ent r y .  

Be fore November 1984 , when the APPRI SE Sys tem wa s 
placed in  e f fec t ,  an S0- 7 2 6  t ransm i t tal she e t  was prepared i n  
IP I R  t o  t r an smit the Schedule to the analys t .  I f  rev i s i on s  we re 
needed , the analys t would e nter h i s  i nstruc t ions for rev i s ions on 
SO- S O  forms or on the 7 2 6  form wh i ch , a f te r  r e v i ew w i th i n  the 
Di v i s i on ,  would be sent back to IPIR for entry i nto the repr ic ing 
data base . 

Wi th the APPRI SE System i n  ope r a t i on ,  a l l  that IPIR 
pre sently send s to analysts  for review i s  an e x t r a  copy o f  the 
non-routine schedule s .  Rev i s ions , as nece ssar y ,  are enter ed into 
the d a ta base via terminals at  analyst o f f i ce s , and proposed 
change s ar e re viewed by the team leader and BIAC .  

Record cop i e s  o f  the Schedule s and o f  the pre-APPRISE 
change documentation ar e ma i nta ined by IPIR.  Cop i e s  of  the se 
rev i s ion documents are ma i ntained at both the team leader and 
ind i v i dual analyst leve l s . 

Reten t i on Pe r iod . De stroy when s i x  months old , w i th the 
except ion of the motor veh icle change docume ntation wh ich 
shal l be destroyed when two year s old . 
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* 13 0 . Repr ic ing Rev i s i on Document Log Books . I n  order to 
encou r age prompt hand l i ng o f  rev i s ions to repr i c ing schedule s ,  
log books  we re ma i nt a i ned at  the team leade r s ' o f f ice s  to mon i to r  
the moveme nt of these  revi s ion documents f rom t h e  t ime they we re 
rece i ved in  the Br anch unt i l  they we re sent back to IPIR a f te r  
rev i ew b y  appropr i ate o f f i c ials . 

Re tention Per iod . Destroy upon f i nal approva l of this  
S chedule . 

* 1 3 1 .  Analyst Mach ine L i s t ing Sheet  Mon i tor ing F i le s  for 
Repr i c i ng or Index Est imat ion . Typically on a monthly basi s ,  
analys t s  r ece ive var ious  type s of  mach ine l i s t ing sheets  
re f lec t i ng the sta tus of  the e s t imat ion data base  for  the var ious 
indu s t r i e s  of  the PP IR or the commod i t i e s  of  the PPI for wh ich 
they are re spons ible . S uch l i s t i ng sheets  are used in mon i tor ing 
the produc tion of the PPI or PP IR in  the i r  area s .  They provide 
on- s i te acce ss to the analysts of  the mach ine readable data 
ma i n t a i ned a t  the cent ral bureau computer ce nte r .  

Analys ts review the l i s t ings and a s  requ i red ma ke 
nece s s ary r e v i s ions or update s .  Such l i s t ing s for each month are 
rece i ved in  pre liminary and f i nal format . Only f i nal l i s t i ngs 
are r e tained , as pre l iminary l i s t i ng s  are replaced . 

S uch mach i ne l i s t ing sheets  a s  the follow i ng are 
included , although othe r l i s t ings may be gene rated : 

( 1 )  Monthly ce l l  a s s ignment l i st i ngs that ind icate 
what i tems are included in  each ce ll , such a s  agg regated data , 
est imat ion data , we igh t data , and the l i ke .  

( 2 )  Nonac t ive Rev i ew l i s t ings that cover repor ted data 
from e s tab l i shment s and that do not yet have three produc t i ve 
pr i ce repo r t s  needed for basing i n to the APPRISE Sys tem . 

( 3 )  P r i ce Rev i ew l i s t i ngs that ind i cate some 6-7 
months pr i ce s  repor ted and comme nts of  repor te r s .  

( 4 )  Det a i led Cell  I ndex l i s t ings ind i cat ing the 
company included in each cell and i t s  repo r ted pr i ce s .  

( 5 ) Agg regate Inde x Analys i s  l i s t i ng s  that ind ica te by 
cell code the i nde x pub l icat ion data for the late s t  month . 

( 6 )  Monthly PPI Index Analys i s  l i s t i ngs ind i ca t i ng 
unad j us ted data by commod i ty code . 

( 7 )  Such other monthly mon i tor ing l i s t i ngs a s  are 
requ i red , such as seasonal facto r s  table s ,  var i ance table s , and 
the l i ke .  
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Retent ion Pe r iod . 

( 1 )  P r e l iminary L i s t ings . De stroy when replaced by 
s upe rsed ing l i s t ings for the month . 

( 2 )  F i nal l i st i ngs : 

( a )  Cel l  Ass ignment L i s t i ngs and Nonac t i ve Rev i ew 
L i s t i ng .  De stroy upon rece ipt o f  next month ' s  
l i s t ing . 

( b )  Pr ice Rev i ew ,  Aggregate Ind e x  Analys i s ,  Det a i led 
Cel l  I nd e x  L i s t i ngs , and othe r monthly l i s t i ngs . 
De stroy when one ye ar old or when no longer needed 
for current bu s i ne s s , as appropr iate except for 
motor veh i c le pr i ce cel l  l i s t i ng sheets  wh ich 
shall  be d e s troyed whe n f i ve year s old . 

NON-STANDARD DURABLE GOODS BRANCH TEAM 
LEADER-INDUSTRY ANALYST PPIR PRODUCTION PILES 

(1) Motor Veh icle Quality Adjustment P iles 

1 3 2 .  Annua l Motor Veh icle Qua l i ty Adj u s tment P r e s s  Release 
F ile . Each year as of  Oc tobe r at  mod e l  change t ime , the Branch 
issue s  a spe c i al one-page pre ss release conce rn ing the qua l i ty 
ad j u s tments  to pas senge r  cars and the a f fec t on the Produce r 
Pr i ce I ndex and its predecessor s .  The sma l l  f i le for the record 
copy i s  pre sently kept chrono log ically in one b i nder  and cove r s  
the pe r i od 1 9 7 4  to date . Some cor r e spondence i s  mai nta ined w i t h  
pe rsons re que sting copi e s . 

Re te ntion Per iod .  

( 1 )  Record copy . Pe rmanent . Offer  record copy for 
t r ansfer to the Archive s  of  the Uni ted S tate s in bloc ks 
of  f i f teen year s when the mos t recent release is 
f i f teen ye a r s  old . 

( 2 ) All othe r copi e s . De s troy when no longer needed for 
cur rent bu s i ne s s . 

( 3 )  Cor re spondence w i th reque ste r s . De stroy whe n placed on 
ma i l ing l i s t  or when i nd i vidua l  copy is sent . 
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* 13 3 . Data Base on Qua l i ty Adj u s tments for Motor Veh i c le s . A 
time se r ie s  d ata base conta i n i ng con f ident i a l  data on mod e l  
changes  and qua l i ty ad j ustments reported b y  manufac ture s ,  i s  
ma i n t a i ned a t  the central  Bureau compu ter fac i l i ty by the te am 
conce r ned w i th motor veh i cle s .  In add i t ion , othe r relate d  
qua l i ty ad j u s tment data are i nc luded i nvolving change s to moto r 
veh i cle  spec i f i cat ions a s  they a f fec t the pr ice inde xes  based on 
eva l ua t ion s tudies of  the team .  Th i s  on- line d i s k  f i le contains 
the prog r ams requi red for the f i le a s  we l l  a s  the data sets 
inpu t ted via te rmi nal s of  the te am .  

The standard pe r iod ic f i le secu r i ty dump to tape 
car r i e d  out at the central  bureau computer f ac i l i ty i s  applied  to 
th i s  small  data base . 

Retent i on Per iod . S c r a tch when a l l  e s sent i a l  informa t i on 
has  been analy zed , tabulated , o r  pub l i shed . 

* 1 3 4 .  Mo tor Veh icle Qua l i ty Adj ustment Est ima t i on F i le s . The 
preparat ion of producer pr i ce i ndex data for motor veh i cle s , 
inc lud ing t r ucks , buse s ,  as we l l  a s  the many mod e l s  of passenger 
car s , pos e s  special prob lems because of  the need to take i nto 
account the many change s in veh icle spec i f icat ions of the annua l 
mode l  change s ,  and the e f fect on the conti nuous i ndexe s of  the 
qua l i ty change s of the veh icle s .  Qua l i ty ad j u stment procedu re s 
and s t ud i e s  have been i n  e f fec t over the ye ars  to over come these 
spec i al inde x i ng prob lems i nvolv i ng change s in  the  value of  the 
veh i c le s  c aused by model spe c i f icat ion change s .  

Extensive hard copy records have been kept document ing 
the deta i le d  spec i f icat ions of  the var ious veh icle s  cove red , the 
con f i dent i a l  manufac ture r ' s  cla imed va lue of the var ious 
spe c i f ication change s of the veh icle s , and the stud i e s  of  the 
team in eva luat ing the cla imed value change s  and determining an 
accepted Bureau qua l i ty ad j us tme nt . 

Spec ial Bure au commi t te e s  have reviewed the veh icle  
qua l i ty ad j us tments , the  team propos als to  accommod ate veh i c le 
spec i f i cat i on changes , and spec i al instruc t ions or guide l ines . 
out l i n i ng Bureau pol i c i e s  i n  prov id ing for qua l i ty ad j us tme nt s . 

The veh icle qua l i ty ad j u s tment recor d s  cover w i th some 
gaps the pe r i od 1 9 4 5  to d a te , w i th record s for e ach ye ar from 
1 9 6 3  to date . Typically , the more recent year s '  f i le s include 
cor r e spondence and sour ce data on cos t  o f  changes  to models  
obta i ned f rom the compan i e s  and the spec i f icat ions for new or 
changed mod e l s ;  var ious wor ksheets  and tabu lat ions and the l i ke 
prepar ed by the team in  eva lua t ing the cla imed value of  the 
changes  of the manufac ture r s ; i n te rnal  memor anda in the var ious 
re v i ew steps w i thin the B r anch , D i v i s i on ,  and Bureau in 
dete rmining an accepte d  Bureau pos i t ion on qua l i ty ad j us tments ; 
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• 
and cop i e s  o f  c o r r e spon d e nce , s i g ne d  typ i c a l ly a t  h i gh e r  B u r e au 
e c h e lons t h a n  the B r a n c h  i n  commun i c a t i o n s  w i th t h e  man u f ac t u r e r s  
conce r n i ng the B u r e a u ' s qua l i ty ad j us tmen t s . Th e s e  comp a ny 
ad j u s tme n t  r ec o r d s  a r e  a l so u s e d  b v  t h e  CP I i n  i t s i nd e xe s . 

S i nce 1 9 7 9 , a spec i a l mac h i ne d a t a  b a s e  h a s  b e e n  
e � t a b l i s h e d  b y  the te am c o v e r i ng t h e se q ua l i ty ad j u s tme n ts ( s e e  
I tem 13 3 ) . A l so , spec i a l  p r e s s  r e l e a s e s  a r e  i s s ue d  c o ve r i n g  
ve h i c le q ua l i ty ad j u s tme n t s  a �  o f  Oc tobe r .  

Ret e n t i o n  P e r i od . 

( 1 )  P r i o r  to 1 9 7 9 . T r a n s f e r  i mme d i a t e l y  t o  WNRC . 
De s t r oy whe n  l a t e s t  d a t e d  r e c o r d  i s  t w e n t y  y e a r s  o l d  
( Ja n u a r y  1 9 9 9 ) . 

( 2 ) 1 9 7 9  t o  da t e . De s t r oy when the p r e v i o u s  s amp l e  f o r  
t h e  i nd u s t r y i s  r ep l a c e d  b y  a r ec y c l e d  samp l e . 

1 3 5 .  Company L i te r a t u r e - -? e r i od i c al B a c k g r o und F i l e s  on 
Mo to r Veh i c l e s . S pec i a l b ac kg r o und pr i n t e d  ma t e r i a l s  a r e  
ob t a i ned b y  t h e  team c o n ce r ne d  w i th t r a n spo r t a t i o n  a nd mo to r 
veh i c l e s .  The se i nc l ud e  v a r i o u s  s hop manua l s , c a t a l og s , s a l e s  
b r oc hu r e s , and o th e r  man u f a c t u r e r -p r od u c e d  l i te r a t u r e  d e s c r i p t i ve 
o f  the spec i f i c a t i o n s  o f  t he va r i o u s  mod e l s  o f  ve h i c l e s  i nv o l v e d  
i n  q ua l i ty ad j u s tme nt s t ud i e s  o f  t h e  te am .  A l so i n c l u d e d  a r e  
C e n s u s  o f  Man u f ac tu r e r s ' b u l le t i n s , B u l l e t i n s  o f  t he N a t i o n a l  
H i ghway S a f e t y  Adm i n i s t r a t i on , m a te r i a l s  o n  e m i s s i o n  c o n t r o l s , 
and the l i k e . 

S p e c i a l pe r i od i c a l s  s u c h  a s  " Wa r d ' s  Au tomo t i ve Re po r t "  
o r  we e � l y  a n d  an nual i s s ue s  o f  " Au t omo t i ve N e w s " a r e  a l s o  
co l le c ted b y  the te am . 

Re te n t i on Pe r i od . 

a .  Como an� P ro d u c e d  - gove r nme n t  age n cy ma.te r i al s . 
D e s t r oy w h e n  s upe r s e d e d , o r  whe n  t e n  y e a r s  o ld , a s  
app r o p r i a te . 

b .  War d s  Automo t i ve Repo r t s . D e s t r o y  whe n te n y e a r s o ld . 

c .  Wee k ly Au tomo t i ve N e w s . D e s t r oy whe:l t wo y e a r s  o l d . 

d .  Ann ua l A u tomo t i ve New s . De s tr o y  w h e n  ten y e a r s o l d . 
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(2)  Other Non-Standard Durable Goods Branch F iles 

1 3 6 .  Du rable Good s Special  Pr i ce I ndex I s suance s . 
Pre sently , four spec i a l  indexe s are be ing gene r a ted cove r ing 
producer pr i ce s  of Hyd raul i c  Turb ines ( i s sued b imonthly ) , and 
monthly i ndexes cove r i ng Gene r a l  Purpose Tac t ical  Veh icles , S te e l  
Ve s s e l  Cont r acts , and E lec t r ical Equ ipment . These spec i al 
inde xe s ,  wh i ch cove r the pe r iod 1 9 7 0  to d ate are d i s t r ibuted 
through the O f f  ice of  Pub l icat ions wh ich ma i ntains ma i l ing lists  
of pe rsons or f i rms re que s t i ng them . Typ i c a l ly , the y are  used by  
reque s t e r s  for  determin i ng cont ract escalat ion agreements and the 
l i ke . 

The team leader  for metals  ma int a i ns a record copy f i le 
and d i s t r ibu t ion cop i e s  of  these i ndex i s s uance s , a s  we l l  as a 
cor re spondence f i le cove r ing re que sts for them . The ac tua l  
computat ion of  the i ndexes i s  c ar r i ed o u t  at  IPIR. 

Re tent ion Per iod : 

a .  Record Copy . Permanent . Of fer record copy for 
t r ansfer to the Arch i ve s  of  the Un i ted S tates i n  bloc ks  
of f i f teen year s when the mos t  recent pub l i cat ion i s  
f i f teen ye ar s old . 

b .  All othe r copi e s . De s troy when no longer needed for 
cur rent bu s i ne s s . 

c .  Cor re spondence w i th regue s te r s . Destroy whe n name is  
placed on ma i l ing l i s t  or when ind i v idua l  copy i s  sent . 

* 1 3 7 . I nac tive F il e  on Farm Mach ine ry ,  Copi e r s , and 
Photography Compan ies  Spec i f i cat ions--Pr i c i ng .  File  cons i s ts  of  
cor re spondence reports  o f  mee t i ng s ,  spec i f icat ions , and other 
bac kg round mate r ial s , and mate r ial s from the Farm I ndustr ial and 
Equ i pme nt I n s t i tute cove r ing contact s  w i th the I ns t i tu te on 
spec i f icat i ons of var ious type s of farm e qu i pment and r e lated 
pr i c ing i s s ue s .  In  add i t i on , some old PB- 1 8  speci f ication change 
memorandums are on-hand cove r ing f arm or othe r mach inery pr i c i ng 
as we l l  a s  mate r ials on copi e r  or photog r aphy compan i e s . 

Retent ion Per iod . De s troy whe n ten year s old or whe n no 
longe r  needed for cur rent bus i ness , whi chever i s  sooner .  

* 1 3 8 .  I nac tive F i le on S te e l  and Metals  P r i c i ng .  Cons i s t s o f  
cop i e s  of  correspondence ma i ntained at the team o r  analyst leve l 
conce rn ing the pr i c i ng o f  steel or othe r metals  in the Who le sale 
Pr i ce I nde x , handwr i t ten no te s and d r a f t s  of i ndus try ana lys ts , 
re fe rence mater ial s ,  c l i ppings , hand tabulat ions , mate r ials  on 
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deve lop i ng we igh ts in 1 9 5 2  or 1 9 5 8  for s te e l  or me tal 
commod i t i e s , mater i al on pr i c ing or samp l i ng , and the l i ke . 

The bulk of the f i le i s  on steel and facto r s  affec t i ng 
stee l product pr icing , such a s  mate r i a l s  on sc rap pr i c ing , 1 9 58 ;  
stee l pr ice increase s ,  U . S .  S te e l  Company forged product  pr i c i ng ,  
19 7 8 ; and s teel  pr i ce change s ,  1 9 63 . Much of  the mate r i a l  
appeared to have been accumulated b y  Buford Paschal whe n h e  was 
re spon s ible for steel  and s te e l  product pr i ce s .  

A l so incl uded are D i v i s i onal leve l folde r s  ma inta i ned 
in the As s i s tant Comm i s sioner ' s  O f f i ce cover ing s te e l  and r e l a ted 
produ c t  pr i c i ng ,  such a s  cop i e s  of  cor r e spondence on steel pr ice 
e s t imates sent to Counc il  of  Economi c  Adv i se r s , 1 9 5 6- 1 9 6 1 ;  
bac kg round mate r ials on s tee l hear ing s , 1 9 63 ; wor k  paper s and 
hand tabulat ions on s te e l  pr i c i ng , 19 6 5 ;  e xplanatory memo rand a on 
ste e l  pr ic i ng in WPI in 1 9 5 6- 6 1 ;  and on P r i c i ng i n  1 9 6 3 ; and the 
l i ke . 

Re tent ion Per iod . Destroy when f i f teen year s old or whe n no 
longe r  needed for cur rent bu siness , wh ichever i s  sooner . 

* 1 3 9 .  WP I Stee l--Metal Company Cor r e spondence F i le . Con s i sts 
of cop i e s  o f  cor re spondence and related form r ecor d s  pe r ta i n i ng 
to contac ts  w i th stee l and me tal prod uc i ng compan i e s  repo r t i ng on 
monthly pr i c ing quote s ,  r e v i s i ons , ab i l i ty to cont i nue repor t ing , 
spec i f icat ions or change s in product l i ne s , reque sts  to commence 
repo r t ing , and the l i ke . Alphabet ically ma i ntained by company 
name . 

Re te n t i on Pe r iod . Destroy whe n ten year s old . 

1 4 0 .  Spec i f icat ions and Guideline s  for Repo r t ing on Var ious 
WPI Mach inery Commod i t i e s . Con s i s ts of  extra  cop i e s  of BLS 
memor andums and guidelines for repor t i ng for WPI on var ious 
commod i t i e s  for wh i ch the non- e lec tr ical mach inery team was 
re spons ible . The f i le is  c losed and is  ar ranged by WPI commod i ty 
numb e r . 

Re tent ion Per iod . Destroy whe n ten year s old . 
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NON-STANDARD NON-DURABLE GOODS BRANCH 
TEAM LEADER--INDUSTRY ANALYST PPIR PRODUCTION FILES 

1 4 1 .  Special  I s suance s  on  Produce r Pr i ce s  for  B i tuminous 
Coa l and Re f i ned Pet roleum Produc t s . Two spec i al index table s 
cove r i ng r e f i ned petroleum product s  monthly and annual B i tuminous 
Coal Produce r Pr ice s by Reg i on we re i s sued by the Non-Durable 
Good s B r anch . The coal pr i ce r ecord copy f i le cove r s  the per i od 
19 7 5  to 1 9 8 1 , when the ind e x  wa s d i scont inued . The monthly 
pet r oleum products special  i ndex (Table 7) cove r s  the per i od 1 9 7 5  
to d a te o f  thi s wr i t i ng ,  but i t  is  planned to be d i scont i nued 
dur i ng 19 8 5 .  The f i le s are mai ntai ned in two binders  and are 
chronolog ically ar ranged . Ma i l ing l i s t  folde r s  are a l so 
ma i n t a i ned . 

Retent i on Per iod . 

( 1 )  Record Copy . Pe rmanent . Offer  for transfer  to the 
Ar chives  of the Un i ted S tate s when the mos t r ece nt 
pub l i cat ion is f i f teen year s old . 

( 2 ) All other copie s .  De s troy when no longer needed for 
cur rent bu s i ne s s . 

( 3 )  Cor r e spondence w i th reque ste r s . Des troy whe n name i s  
placed on the ma il  l i s t  or when sing le issuance is  
sent . 

1 4 2 . Depar tment of Ene rgy Reports  on E lec tr ic Powe r 
Indu s t ry. Monthly repor t forms are rece ived f rom the Depar tment 
of  Energy cover ing both producer pr i ce s  rece i ved f rom se lected 
sampled e lec tr ic powe r compan ies  a s  we l l  as consumer po int-of­
pur chase pr i ce s  from the power compan ie s .  Copi e s  of  these  
repo r ts are forwarded to appropr iate CPI  off ice s .  These data are  
ente red i nto the appropr i ate data base s of  the PPIR Sys tem . 

Re tent ion Pe r iod : Destroy whe n one year old , or whe n no 
long e r  needed for cur rent bus i ne s s , wh i chever i s  soone r .  

1 4 3 . Source Data F i les  for PP ! or PPIR I ndexe s , Food , and 
Farm P roduc ts Price s .  To obtain  data on monthly pr ice s rece ived 
by f arme r s , publ ished d a ta of  the C rop Repor t ing Board or of the 
Mar ket  News Ser vice of  the Depar tment of  Ag r icul ture are used . 
I n  add i t ion , pr ivate mar ket news repor t s  are obtained cover ing 
such mar kets as Ch icago and New Yor k .  I n  some ins tance s ,  
te lephone data are rece i ved from Depar tme nt of  Ag r iculture 
off  i ce s  in  order to mee t  pub l i cat ion deadl i ne s .  

7 9  



These data are  entered into the appropr i ate data bases 
of the PP IR system .  

Retent i on Per iod . Destroy when one year old or when no 
longer needed for cur rent bu siness , wh ichever i s  sooner . 

1 4 4 . PP I Ave rage P r ice Table s for Selected Food and Farm 
Product  Produce r P r ice s .  The f i le cons i s ts of two b i nde rs  
con t a i ning manual entr i e s  for  t ime se r i es  cover i ng var ious WPI 
Food and Farm produc ts  producer  average pr ice indexe s , no longe r  
ma i ntained . 

Retent i on Pe r iod . Destroy when all  e s sent i al in format ion 
has been analyzed , tabu late d ,  or pub l i shed , a s  appropr i at e .  

RECORDS COMMON TO All OFFICES OF THE BRANCHES 

1 4 5 . P roduce r Pr ice s Techn ical Re ference , Backg round , 
Pub l i shed Source Data,  or Wor k F i le s .  In  car rying out indus try 
stud i e s , for sample segme nt deve lopme nt or recyc l ing , qua l i ty 
ad j us tment e f for ts to account for produc t spec i f icat ion change s ,  
or i n  othe r producer pr i ce i nde x wor k ,  i ndustry analysts , and 
othe r Branch program pe rsonne l ,  accumulate extra copi e s , d r a f ts , 
pub l i shed mate r ials , pe r i od icals , industry l i terature or 
ca talogs , cop ies of instruct ional manua l s , wor k i ng pape r s , 
clipping s , Fede ral gove r nme nt pub l icat ions , and the l i ke cover ing 
the i r  a s s i g ned indu str ies  or commod i t ies . In  add i t ion ,  such 
mate r i als may concern compu te r i zed ope rat ions and sys tems , 
stat i s t ical procedure s and methodology , and the l i ke . 

For ce r ta i n  special  i ndustr ies , bu sine s s  newspape r s  
such a s  Journal of Commer ce o r  trade j ournals may b e  used a s  
sou r ce s  o f  pr ice quote s o r  chec ks  on pr i ce quo te s .  

Th i s  item doe s  not cover pub l i shed sour ce data f i le s or 
bac kg round r e fe rence f i le s l i sted above a s  spec i f i c i tems of th i s  
Schedule . 

Retent ion Pe r iod : Review f i les at  least once a year to 
ident i fy d i sposable mater i al s .  De s troy when s upersede d , 
obsoleted , or no longe r needed for cur rent bus i ness , a s  
appropr iate . 

* 1 4 6 . Produce r P r ice s I ntermed i ate P r intouts Job Run s , or 
Wor kshee t s . In gene r a t i ng produce r pr ice inde xe s , industry 
analysts or team leade r s , and othe r prog r am pe r sonnel of the 
Branche s , obta in var ious intermed i ate pr intouts , job r uns , or 
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wor kshee t s  a s  par t of  the compu te r proce s s i ng of  the se  indexes  
i s s ue d  by  the  Divis ion . F r eque ntly , p r e l iminary l i s t i ng s  or  
wor k sheets represent ing ear l i e r  phases  of  the ind e x  prod uc t i on 
cycle are replaced by later pr i ntou t s . I n  some spec i al case s , 
manua l tabulat ions or wor ksheets may be involved . 

These inte rme d i ate machine or manual l i s t i ng s  can 
involve such steps in  the produc t i on cyc le a s :  conduc t i ng 
ind u stry s tud ies relat ing to sample segme nt deve lopme nt o r  
recyc l i ng ,  i n i t iat ion of  collect ion o f  repor ted d a t a  f rom s ampled 
e s tab l i shments , rev i ew and r e v i s ion of monthly repor ted repr i c i ng 
data f rom e s tabli shment s ,  determin ing qua l i ty ad j us tments 
requ i red f r om produc t spec i f ic a tion change s ,  analy z i ng repo r ted 
data and tabulat ing and e s t imat ing pre l iminary and f i nal i nd e xe s , 
and i s suing i ndexe s i n  press  r e lease o r  other formats . 

A l so involve d are inte rmedi ate l i s t i ngs conce rn ing 
answe r i ng requests for information , proces sing spec i al r un s  or 
r un s  r e la t i ng to deve lop i ng and te s t i ng the var ious compu te r 
sys tems u t i l i zed , improv ing e x i s t i ng compu ter sys tems , and the 
l i ke . 

Th i s  item doe s  not cove r inte rmed i ate mach ine or o the r 
l i s t ings  or wor ksheets cove red spec i f ically i n  other  i tems of  
th i s  Schedule for the Durable or Non-Durable Good s B r anche s .  

Re tent ion Pe r i od : De s troy when supe r seded or obso le te d , or 
when a l l  essent ial  informat ion has been analyzed , tabu lated , 
or pub l ished , a s  appropr i ate . 

* 14 7 . Produce r Pr ice s Inte rmed i ate Mach ine Proce s s i ng 
F i le s .  F i l e s  cons i s t  of inte rmed i ate proce s s i ng tape or d i s k , or 
mas s  s torage f i le s of  the produce r  pr i ce s  prog r am as d e f i ned by 
Gene r a l  Schedule 2 0 , such a s  wor k f i le s , te st  f i le s , inpu t source 
f i le s , i nte rmed iate inpu t/ou tpu t f i le s ,  val i d  t ransac t ion f i le s , 
and the l i ke cover ing mach ine-read able records not spec i f ical ly 
l i s te d  unde r  the above Schedule i tems for the B ranches ( se e  pag e 
1 7 9  of  th i s  Schedule ) . 

Reten t i on Pe r iod : Apply the re tent ion pe r iod s of  GRS 2 0  -
P a r t  I I , I tems 1-14  a s  app l i cab le . 
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BRANCH OF INDEX ANALYSIS AND CONTROL 
DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES 

Branch of I ndex Analysi s  and Control 

F unc t i ons 

( 1 )  Develops and eva lua te s techn i que s and procedures to be 
used in cons truction and analy s i s  of  Prod uce r P r i ce I nde xes  
(PP I ) , Industry Sec tor P r ice Indexes ( I SP I ) ,  S tage of  Proce ss 
(SOP ) , and newly deve loped i ndus tr i al pr i ce i ndexe s such a s  i ndex 
formu la s ,  mi ss ing pr ice e s t ima te s ,  i nte rnal we igh t determi nat ion , 
seasona l  ad j us tment ,  and data col lec t ion procedure s .  

( 2 )  Adv i ses other g roups i n  the con s t r uc t i on ,  use , and 
l im i tat ions of PPI , I SP I , SOP , and new indexe s .  

( 3 )  Analyzes and inte rpre t s  PP I , ISP I , SOP , and other 
indu s tr i a l  pr ice indexes and index moveme nts .  

( 4 )  I s  re spon s ible for index i nteg r i ty wh i ch includ e s  
deve lopme nt and mon i tor ing o f  procedur e s  t o  ensure the pre scr ibed 
procedure s are fol lowed by analyst and support  o f f ice s .  

( 5 ) Ident i f i e s  all  sou r ce s  of  non-sampling e r ror and 
deve lops procedure s to mea sure and reduce such e r ror . 

( 6 )  Makes stud i e s  of  sign i f i cant i tems and group i ndex 
movements . 

( 7 )  P repares regular repor ts and pub l i shes PPI , I SP I , SOP , 
and new I nd e xe s .  De s igns and controls pub l icat ion procedu res . 
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• 

BRANCH OP INDEX ANALYSIS AND CONTROL (BIAC) 
DIVISION OP INDUSTRIAL PRICES AND PRICE INDEXES 

OPPICE OP PRICES AND LIVING CONDITIONS 

The B ranch of I ndex Analys i s  and Cont rol of  DIPP I has 
re spons ib i l i ty for review ,  coordination , and mon i tor ing o f  the 
ac t i v i t i e s  of  the Non-Durable and Durable Good s B ranche s--and as 
i nteg r ated into the APPRISE sys tem, of the S e r v i ce I ndustry 
Branch - i n  genera t i ng PP ! or PPIR indexes  to ensure the 
integ r i ty o f  such i ndexe s .  

I n  add i t ion ,  the B r anch i s  re spons i b le for analy z i ng and 
i nte rpreting the var ious  Produce r Pr i ce I ndexes and for 
pub l i shing the monthly Pre s s  Re lease , "Prod uce r P r i ce Indexe s , "  
the monthly Bullet i n ,  "Produce r Pr i ce s  and Pr i ce I ndexes , "  and 
the Annua l S upplement ,  "Produce r P r ice s and Pr ice I ndexes . "  I t  
also t ransm i t s  monthly updated � h i s tor ical , mach ine- readable t ime 
ser i e s  Produce r Pr ice inde xe s to the LABSTAT un i t  of  BLS . 

The B r anch d i str ibute s  to appropr i ate teams o f  othe r DIPPI 
Branche s the collec t i on ( i n i t i at ion )  pr ice data rece ived from 
repo r t ing e s tabli shments , a s  wel l  a s  the monthly repr ic ing d ata 
rece i ved f rom repo r te r s , and ce r ta i n  pe r t i nent mach i ne l i s t i ng 
she e t s  r e f l ec t ing the s tatus of  the monthly cycle i n  generat ing 
prod uce r pr ice indexe s . 

I t  mon i tors and reviews the ac t i v i t i e s  of  the othe r DIPPI 
Br anches und er the APPRISE sys tem in r e v i sing repor ted 
e s tab l i shment data and in e s t imat ing the i ndexe s , and ensur e s  
th at  monthly produc t ion schedules a r e  me t i n  gene rat ing the 
inde xe s .  

BIAC i s  present ly composed of  the O f f  ice of the B ranch Chief  
and two te ams of  Econom i s t s . One team ,  th e Control Te am , is  
re spon s i ble for the d i s t r ibu t i on , rev i ew , and mon i to r ing 
ac t i v i t i e s  of  BIAC . The other team ,  the Analy s i s  Team , i s  
re spon s ible for analyz ing the index data and prepar ing the text 
of  the var i ous pub l i c at ions , for as semb l ing and i s s u ing the 
pub l i cat ion s , and for inte rpret i ng the P roduce r P r ice Indexes in 
answer to i nqui r i e s  rece i ved . 

General 

• 

* 1 4 8 . B ranch Ch i e f  Program and Adm i n i s trat ive S ubj ec t ,  and 
L i s t i ng Sheet F ile s . The sub j ec t  f i le s o f  the Ch i e f  of  the 
B ranch o f  I ndex Analy s i s  and Control cove r both admi n i s t r at i ve 
and program matters . The y cons i s t of  B r anch Ch i e f  cop i e s  of  
cor r e sponde nce ; records pe r tain ing to B r anch Ch i e f  s upe r v i sion of  
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te ams such a s  progre s s  repor ts , wor k  s chedul i ng documents , 
pe r sonne l e valuation documents , and the l i k e ; r ecord s of  
comm i t tee s and conference s at tended ; B r anch Ch i e f  tr ave l record s ;  
tran sm i t tal r ecords involving send ing mater ials  to IPIR o r  to 
SMD ; cop i e s  of instr uc t ional mater ials  and guide l i ne s  for 
producer pr ice repor ting ; mate r ials  r e f lect ing the par t i c ipation 
of  the Branch Ch ief in  var ious B u re au , O f f i ce , or D i v i s i on task 
for ce s or committees involving the deve lopme nt of  sys tems or 
var ious repor t i ng procedu re s ;  selec ted l i s t i ng she et s ;  and the 
l i ke . 

Retent i on Pe r iod . 

a .  P r og ram Record s .  B re a k  f i le s eve ry f ive year s and 
br ing forward ac t i ve mate r i al s  to new f i les as 
r e qu i red . Des troy whe n ten year s old or whe n no longer 
needed for cur rent bu sine s s , wh i chever is sooner .  

b .  Administr a t i ve Record s .  De s troy whe n three year s old , 
e x cept ( 1 )  prog ress  repor t s  wh ich shall be destroyed 
when one year old ; and ( 2 )  record s on i nd ividua l 
employees which shall be des troyed one year a f te r  
separ at ion of  employee .  

c .  P rogram Machine L i s t ing She et s .  De s t roy when 
superseded o r  when no longe r needed for  cur rent 
bus iness , as appropr i ate . 

1 4 9 . B ranch Cor r e spondence F i le s .  Con s i s t  of  three-r ing 
b i nd e r s  containing cop i e s  of  memorand a ,  lette r s , etc . , prepared 
in the branch , ar ranged by date . In  some ins tance s ,  cop i e s  of 
incoming commun icat ions , that are be i ng answe red , are at tached . 

Retent i on Per iod . De stroy when f i ve year s old . 

* 1 5 0 . B r anch Time and At tendance F i le s .  Con s i s t of B ranch 
cop i e s  of  t ime and a t tendance , leave and e a r n i ng s , and re l ated 
f le x i t ime r ecords pe r ta i n i ng to B r anch employee s . Off i c i al 
recor d s  ar e ma inta ined in  the central  BLS Off  i ce of  
Adm i n istration .  Such r ecords  appe ar to  be cove red by the Pr i vacy 
Ac t . 

Reten t i on Pe r iod : Dest roy when three year s old . 

1 5 1 .  B r anch I nte rnal Proce s s i ng I n s t r uc t ions F i le s .  Con s i s t  
of  B r anch f i le o f  i nternal operat ing i n s tr uc t ions o n  such 
sub j ects as del inquency follow- up , repr i c ing schedule r e fe r ral 
and review , i ndex review unde r APPRISE , and the l i k e .  The se are 
separ ate f r om the PP IR sys tem manual s .  
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Reten t i on Pe r iod . De s troy when obsolete or no longer  needed 
for c u r rent bu s i ne s s , as appropr i a te . 

1 52 . B ranch Word Proce s s i ng Med i a  F i le s . Cons i s t  of word 
proce s sing med i a  ( s uch as d i s k s )  conta i n i ng d r a f t s  and/or f inal  
ve r s i ons o f  textua l and tabular mater i a l s  wh ich are produced on 
pape r such a s  cor re sponde nce , ma i l ing l i s t s , admin i s t r a t i ve 
repor ts , i nte rnal i n s t r uc t ions , and prog r am document s .  

Rete nt ion Pe r i od . S c r atch whe n all  essent i al info rmat ion 
has been analyzed , tabulated , or i s s ued . 

* 1 5 3 . Team Leade r Program S ubjec t--L i s t ing She e t  F i le s .  Team 
leade r s , as pr inc ipal supe r v i so r s  of the i r  r e spec t i ve team 
econom i s t s , ma i nta i n  smal l  prog ram subj ec t f i le s .  The se f i les 
cons i s t  o f  such mate r i a l s  a s :  progress  repor ts  or product ion 
schedules , copies o f  cor respondence involving answer ing requests  
for  i nforma t i on or  other  matte r s  involved in  produc i ng i ndexe s ,  
cop i e s  o f  pr i ce note s ob tained from indus try analys ts , extra  
cop i e s  of i nstructional manua l s  or other procedural i s suance s ,  
e x t r a  cop i e s  of pr i ce pub l ic a t i ons , bac kg round mater ials  and 
d r a f ts , var ious pe r iod ic summar y  mach ine l i s t i ng shee t s  
re f lec ting var ious pha se s  i n  the monthly i ndex produc t ion cycle , 
wor k i ng pape r s , and the l i ke .  

I n  add i t ion , the f i le s may inc lude bac kground 
mate r ial s , wor k i ng pape r s  and tabu lar record s ,  and d r a f ts 
pe r ta i n ing to ar ticles prepared for pub l i c a t ion in  such med i a  a s  
Mont hly Labor Rev i ew or othe r economic j ournal s .  Sma l l  amount s 
of admin i s t r a t ive f i le s  may be i ntermixed . 

Retent i on Pe r iod : 

( 1 )  P rogram Subject  F i l e s . Des troy when f i ve year s old or  
when no longer needed for  cur re nt bu sine s s , wh i chever 
is soone r .  

( 2 ) Prog ram Mach i ne L i s t i ng Shee t s . Des troy whe n 
s upe r seded o r  when no longer needed for current 
business , as appropr i ate . 

1 5 4 . Record Copy o f  Monthly P r e s s  Re lease "Produce r Pr i ce 
Ind e xe s , "  Monthly Bul let in  and Annua l S upplement , "P roduce r 
Pr i ce s and P r ice Indexes . "  Record cop i e s  are ma inta ined for the 
Monthly P r e s s  Re leas e , "P roduce r Pr i ce I ndexe s"  cove r i ng the 
per i od 1 9 7 1  to date , as we l l  as d i s tr ibu t i on copi es . I n  
add i t ion , a r ecord copy s e t  o f  the Monthly Bulletin  "Producer 
Pr i ce s and P r ice Inde xe s Data " is  ma inta ined cove r ing the pe r iod , 
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1 9 4 4  to date , as we l l  as d i s tr ibution o r  pe r sonal copy sets of  
team analysts . Al so a r ecor d  copy set i s  mai nta i ned for the 
annua l " Supplement to Produce r Pr ice s and Pr ice I nde xe s "  cover ing 
the pe r i od 1 9 7 2  to d ate , and for 1 9 4 5- 1 9 7 1  for a predece s sor 
annua l "Who lesale P r ice I nde xe s "  pub l i cation .  Dup l i cate sets are  
a l so ma i ntained . 

Each of these record copy sets  of pub l i cat ions i s  
ar r anged chronolog ically . Some a r e  ma i ntained i n  binde r s .  
Acc r e t ion i s  about one cub i c  foot pe r year for a l l  set s .  

Rete ntion Pe r i od . 

( 1 )  The Record Copy Set of each o f  the thre e 
publications . Pe rmanent . O f f e r  record copy for 
transfer to the Arch i ve s  o f  th e Un i te d  S tate s i n  bloc ks  
of  f i fteen year s when the mos t recent pub l i ca t ion i s  
f i f teen ye ars old . 

( 2 ) All othe r copi e s .  Destroy whe n no longer needed for 
cur rent bu sines s .  

1 5 5 . Tue sday Spot Mar ket Index Pub l i cat ion Record Copy 
F i l e . A record copy set i s  ma intained o f  a one-page monthly 
d i s conti nued is suance on spo t market pr i ce indexe s cove r i ng some 
twenty- three commod i t i e s . E ach month ' s  pub l i c at i on provides 
pr i ce indexes based on the wee kly spot pr i ce s  a t  se lected 
mar k et s .  The inde x wa s pub l i shed f rom 194 6-19 8 1 , whe n i t  wa s 
d i s continued . The f i le i s  ar ranged chronolog i c a l ly and i s  les s  
than one cub i c  foo t .  

Rete ntion Pe r i od . 

( 1 )  Record Copy . Pe rmanent . O f f e r  for transfer  to the 
Arch ives  of the Un i ted States whe n the latest  i s s ue i s  
f i f teen year s old . 

( 2 )  All othe r copi e s . Destroy whe n no longe r  needed for 
c u r rent bu sine s s .  

1 5 6 .  S epar ate s of  Table s Publi shed in  the Monthly Bulle t i n  
o r  t h e  Annua l Supplement . Because o f  de lays i n  prepar a t ion and 
ma i l ing o f  the Monthly Bulle t i n  and the annual S uppleme nt , 
separ ates  o f  ce rta in  of the tables i ncluded are  maint a i ned for 
rap i d  d i str ibut ion to reque s te r s or for ease o f  r e fe rence . These 
inc l ude the var ious table s o f  the monthly Bulle t i n  such a s  table 
4 ,  the 2- to 9-dig i t  SIC i ndustry pr i ce index table s and table 6 ,  
the deta iled commod i ty pr ice index table s , as we l l  as table 1 3  o f  
the suppleme nt "Relative Impor tance o f  Commod i t ie s , " used i n  
we igh t ing , a s  we ll a s  other table s inc l uded in the var ious 
producer pr i ce pub l ication s . 
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Retent i on Pe r iod . Des troy upon i s suance of  the Bulle t i n  or 
S uppleme nt conce r ned or when no long er needed for current 
bu s i ne s s , as appropr iate . 

1 5 7 . LABSTAT Mach ine-Readable H i s tor ical Produce r P r ice 
Inde xe s .  The histor ical t ime- ser ies  mach ine r e ad able f i les  on 
Produce r  P r i ce Indexes are i n  two segme nts at LABSTAT . One 
segment i s  based on the trad i t ional BLS commod i ty clas s i f icat ion 
nume r ical ar rangeme nt together w i th the r e la ted S tage o f  
Proce s s i ng and Durab i l i ty and othe r I nde xe s , and is  integrated 
i nto the LABSTAT d a ta base . I t  is  upd ated monthly f rom d ata 
retr ieved f rom the Prod uce r Pr ice Index data base . Mos t  of  the 
time se r i e s  indexes are ava i lable back to 1 9 4 7  or e a r l i e r .  

The othe r LABSTAT segment is  based on the PP IR S IC­
industry  methodology ; and , i t  w i l l  replace the I ndus try Sector 
Produce r P r ice Indexes and ce r t a i n  othe r indexes  that we r e  
prev iously de r i ved from t h e  trad i t ional commod i ty-based 
met hodo logy of the PP I . The e x i s t ing I ndustry Secto r  P r ice 
Inde xe s of  the PPI and othe r s  of the PPI indexes based on the 
trad i t ional PPI commod i ty-ba sed methodo logy are  be ing i ntegr ated 
into the PPIR industry-produc t-based se gme nt of LABSTAT . As 
requ i red , ce r tain of  the e x i s t i ng PP I i ndexes are be ing re-based 
to conform to the base s of the PP IR sys tem . 

The format of  the revised PPIR i ndustry-based indexe s  
is  no t compatible w i th that of  the LABSTAT d a t a  base . Howeve r ,  
DIPP I send s monthly to LABSTAT a separ ate up- to-date tape 
cove r i ng t h i s  segme nt of the h i stor ical Produce r Pr i ce I ndexe s .  
Cop i e s  o f  the separ ate tape are made ava i lable to the pub l i c  upon 
reque s t .  Tape s are by commod i ty or SIC i ndus try arrangeme nt . 
Two t ape s pre sently cove r the f i le . 

Retention Per i od . Permane nt . O f f er for t ransfer to the 
Arch i ve s of the Uni ted S tate s whe n th i r ty year s old or upon 
ce ssat ion of the prog ram or a t  mut ually ag reeab le t ime 
pe r iod s ,  as appropr i ate . 

* 1 5 8 . COM M icrof iche Re ference F i le s .  For conven ience of 
refe re nce by the DIPPI s taf f ,  the B r anch r ece i ve s  compu ter outpu t 
mi c ro f i che ( COM) ve r s i on s  o f  selec ted P roduce r P r ice s I nd e x  data 
and other d ata sets ma i ntained in mach ine-readable form at  the 
BLS ce ntral  compute r fac i l i ty .  Th i s  small  f i le of microf iche 
dup l i c ate s mach ine hard copy l i s ti ng s  wh ich are also r ece i ved and 
cove red in  I tems 1 63 and 1 6 4 .  They i nclude t ime ser i e s  data for 
PP IR and PPI (Histor i c al sub- f i le indus try (PPIR) and commod i ty 
Inde x table s ( I tem 1 63 ) ; repor ter add r e s s  l i s t i ng s  ( I tem 1 63 ) ; 
and we ight d i ag rams wh ich are related to the i nd e x  calculat ions 
( I tem 1 6 4 ) . The micro f i che are replaced per iod ically by updated 
ve r s ions . 
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Reten t i on Pe r iod . Des troy when super seded or when no longer  
needed for  cur rent bu siness , a s  appropr i ate . 

* 1 59 .  Repor ter Del i nque ncy Fol low-up F i les . Cons i s t  of  forms 
prepared by I ndustry Analys ts , w i th any related pape rs , as to 
ac t i on s  taken on repor t i ng e s tabl i shments wh i ch have not been 
fol low ing PPIR repr i c ing repor t i ng schedule s in a t imely 
fash i on . The assi gned economi s t  reviews the forms to mon i to r  the 
ac t ions taken and entry of appropr i ate data to the APPRI SE data 
base . 

Retent i on Pe r iod . Destroy when one year old or whe n no 
long e r  needed for current busine s s , wh ichever is late r .  

* 1 6 0 . Form 50 Repr ic ing Rev i s i on F i le s . F i le s  cons i s t  of  
refe r e nce copies  of  "Reque sts  for  S ta t i s t ic al and Typi ng 
Ser v i ce s "  ( commonly ca l led " Form 50 " )  sent to the D i  v i s i on of  
Indu s t r i al Pr i ces and I ndustr i a l  Re lat ions ( IPIR) , Of f i ce of  
Survey Proce s s i ng .  Record cop i e s  are ma i nt a i ned b y  IPIR 
(I tem 2 5 8 ) . As the i nstallat ion of  the APPRI SE sys tem i s  
comple ted , the use of  these forms i s  be i ng reduce d .  

Rete ntion Pe r i od .  Destroy when s i x  month s old . 

1 6 1 .  F i eld L ia i son Record s .  Cop i e s  of commun icat ions to and 
from pe r sonnel in BLS Reg i onal O f f  i ce s  conce rn ing requests  for 
information or guidance , procedural problems , procedural 
sugg es t ions , and the l i ke . Cop i e s  of  que r i e s  i n i t i ated by the 
PP IR staf f and referred to the Reg i onal O f f  i ce s  may be 
inc l uded . Document control log s are also ma i ntained . These 
smal l  f i le s provide a management tool to mon i tor such 
commun ications . 

Retent i on Pe r iod . Destroy whe n f i ve year s old or whe n no 
longe r  needed for cur rent bu siness , wh i chever i s  
appropr iate . 

* 1 6 2 . PP I/PPIR Inter face Analys i s  Wor k  F i le . Cons i s ts  o f  
bac kg round and analy s i s  mater i al s  col lec ted o r  prepared i n  
deve lopmental act i v i t i e s  re l ated to the inte r face of  the PPI 
commod i ty-or iented and the PP IR industry-o r i e nted producer pr i ce s  
str ucture s .  The folders , ar r anged by 4-d ig i t  PPIR ( S IC )  cod e s , 
conta i n  such i tems a s  wor kshe ets  by i ndustry analys ts , "Reque s t s  
for S ta t i s t ical and Typ i ng Service s "  (Form 5 0 )  f o r  rev i s i on of  
compu ter f i les data , compute r l i s t ings , and the  l i ke . 

8 8  



Retent i on Pe r iod . Destroy whe n obsolete or whe n no longe r 
needed for cu r re nt bu sine s s , a s  appropr i a te . 

* 1 63 . Cont rol Team Produce r P r i ce s  F i nal Mach i ne L i s t i ngs . 
The B IAC Control Team r e ce i ve s  computer pr i ntouts  wh ich r e f lec t 
r e s u l ts o f  the monthly i nd e x  prod uc t ion e f for ts .  The se include 
such l i s t i ngs as :  ( 1 )  PERCH (Percent of Change ) in i ndexes tab le s 
for i ndus t r i e s  and produc ts : ( 2 ) H i s tor ical S ub- f i le I ndustry and 
Commod i ty I ndex table s showing for e ach industry or commod i ty 
cove red the annual and monthly ave r age ind e x  data f rom the t ime 
the i ndex wa s star ted : and ( 3 )  Repo r te r  Add r e s s  L i s t ings , 
compr i s ing a reg ister  o f  repor t i ng e s tabl i shment s and are 
cons idered con f ident i a l .  L i s t ings  ( 2 ) and ( 3 )  are also r e ce i ve d  
pe r i od ically on mi c ro f i che , and l i s t ing ( 2 )  h i stor ical index data 
is  ava ilable through LABSTAT . 

Retent i on Pe r iod . Destroy whe n supe r seded , obsoleted , or no 
long e r  needed for cur rent bu s i ne s s , a s  appropr i ate . 

1 6 4 . Analysis  Team PPIR S ummar y  Leve l Analys i s  Machine 
L i s t i ng Shee t s . The analys i s  team r e l i es on a ser ies  of  
agg r e g ated d ata tab les to  analyze the  var ious producer pr i ce 
trends and to prepar e the nar r a t i ve sta tements on t rend s  included 
in monthly " Produce r Pr i ce s "  P r e s s  Re lease and in the Monthly 
Bulle t i n ,  "P roduce r P r ice s and Pr ice Ind e xe s . "  

These summary level analy s i s  tab les  include such 
l i s t i ng she ets  as : 

( 1 )  Monthly S tage o f  Proce s s i ng and Durab i l i ty of  
Produc t "PERCH " tab le s showi ng for  three ye ars  
pe rcent o f  change s seasonal ly ad j usted or 
unad j u s ted for the current month , three month , s i x  
month ,  and annual change s .  

( 2 )  Monthly Commod i ty "PERCH " tab le s prov iding simi lar 
informat i on on a deta iled commod i ty basi s .  
Ne i the r "PERCH " table i s  pub l i shed . 

( 3 )  Separ ates  of  such monthly pub l i shed table s  a s  
tables A-B , and 1 , 2 ,  and 3 o f  t h e  press  r e lease 
Obtained show ing pr ice t rend s at  var ious 
agg regated leve l s .  

( 4 )  Monthly S tage o f  P roce s s i ng Analys i s  table s 
prov i d ing only monthly data on s tage of  proces sing 
aggregat ion leve l s .  

( 5 ) Hi stor ical  f ive ye ar  "PERCH " SOP and Commod i ty 
table s .  
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( 6 ) Histor ical S ub- f i le Industry  ( PPIR)  and Commod i ty 
inde x table s ,  showing for e ach i ndustry or 
commod i ty covered  the annual ave rage index data 
from the t ime the i ndex wa s s tar ted . 

( 7 )  Such other spec i a l  monthly or annua l analys i s  
table s a s  are requi red to de termine monthly pr i ce 
trend s .  

Re te ntion Pe r i od . 

a .  Monthly or H i s to r ical SOP and Commod i ty "PERCH " Table s 
and Histor ical S ub- f i le Table s .  Destroy whe n 
s upe rseded by ne xt  i s suance of  table s .  

b .  S epar ates of  Monthly Press  Re lease Table s .  De st roy 
upon issuance of pre s s  release . 

c .  Monthly S tage of Proce s s i ng Analys i s  Table s o r  Othe r 
S ummary Level Analys i s  Table s .  De stroy whe n a l l  
e s sent ial information h a s  b e e n  analyzed , tabulated , or 
pub l i shed , a s  appropr i ate . 

1 6 5 .  Ma i l ing L i s t  F i le s . Spec i al ma i l ing l i s t s  have been 
ma i n t a i ned in  binders  cove r ing the ma i l i ng of  pr ice index 
pub l i cations to the e s tab l i shments that  are inc luded i n  the 
samp le s .  Th i s  manua l f i le i s  i n  proce s s  o f  be ing compu ter i ze d .  

Re tention Pe r iod . De s troy upon succe s s ful replaceme nt by 
compu te r i zed f i le .  

* 1 6 6 .  P r ice Note s Consol i dated F i le . The industry analysts  
prepare monthly industry o r  commod i ty notes cover i ng unus ual or 
spec i a l  matters involving the pr ice s or ind e xe s  und e r  the i r  
pur v i ew .  These notes provide backg round information to a s s i s t  i n  
answe r i ng que st ions conce r n i ng var ious changes  or movements in  
the  i ndexe s for the par t i cular i ndus t r i e s  or prod uc t s  
conce rned . The f i l e s  a r e  cons ide red con f ident i al as the y can 
d i s c u s s  pr i c i ng of ind i vidua l  compan i e s . Each of the analysts  
ma i nt a ins copies a s  we l l  a s  the  team leader . 

Rete ntion Pe r i od . Destroy when no longer needed for cur rent 
bu s i ne s s . 
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RECORDS COMMON TO ALL BIAC OFFICES 

* 1 6 7 . PPIR/PP I Inte rmed i ate P r intouts , Job Run s ,  
Wor k shee t s . In car r ying out the P roduce r Pr ice s Program ,  
econom i s t s  o r  othe r pe r sonnel obtain var ious i nt erme d i ate and 
pre l iminar y pr intouts , j ob r un s , or wor ksheets as par t of the 
computer  sys tems s upport  of  the Prog r am.  These machine-produced 
l i s t i ng s  can conce r n  the development and recyc l i ng of indus tr ies  
and repor t i ng source s  involved ; repor ting , analy z i ng , and tab­
ula t i ng monthly pr ic ing data ; calcula t i ng pre l iminary and f i nal 
inde xe s ;  and issuing i ndex d ata in press  release and subseque ntly 
more detai led publ icat ion format . 

I ncluded may be l i s t ing s for : s tatus e valuation and 
othe r manag ement use s ;  mon i to r ing data inpu t to compu te r data 
base s ;  and i ndustry economi c  analy s i s .  Also involved are 
l i s t ings for answe r ing re que sts for informat ion ,  spec ial  r uns , 
runs pe r ta i n i ng to deve loping the var ious computer sys tems 
involved on improvi ng proce s s i ng methodo lgy , and the l i ke .  
Frequenc i e s  o f  l i s t ing s  are da ily to annually , or a s  needed . 

Such l i s t i ngs i n  th i s  i tem are  not cove red by any other 
items of  the Produce r Pr i ce s  Prog ram of  the Schedule l i s ted 
above . 

Re tent ion Pe r i od . De stroy whe n all  e ssent ial  information 
has been analyzed , tabulated , or pub l i shed or when 
supe r s eded or made obsole te , a s  appropr iate . 

1 6 8 . P r oduce r Pr i ce s  Techn ical Re fe rence/Work ing F i le s .  
The s e  ar e e xtra  copi e s , pr inted mate r ial s ,  bus i ne s s  per iod i cals 
such a s  the Wal l  S treet Journal or the Journal of  Commer ce and 
othe r per iod i cal s ,  clippings and separ a te ar t i c le s , cop i e s  of 
ins t r uc t i onal manuals  or pr ocedural is suances , and the l i ke 
ma i n t a i ned by Economi s ts , Team Leaders , and othe r program 
pe r sonne l .  

Typically , the members  o f  the Control Team ma intain 
such mate r i a l s  for mon i tor ing the  ac t i vi t i e s  o f  othe r DIPPI 
Branches  in prepar ing produce r pr ice inde xe s and index table s 
cove r ing the assigned are a s  of  wor k .  

Members o f  the Analys i s  Team typ ic ally ma int a i n  these 
mate r i al s  as backg round to prepar ing the te xtual segme nt of 
pub l i cat ion s  or tabular pre s entations or in  answe r ing re que sts  
reg a r d ing i nte rpr etat ion o f  indexe s .  

Var ious wor k i ng f i l e s  are also ma int a i ned a s  we l l  as 
mate r i a l s  on compu te r i zed ope rat ions and stat is t i c al methodology 
and procedure s .  
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Rete n t i on Pe r iod . De s troy whe n supe r seded , whe n no long e r  
needed for cur rent bu s i ness , o r  when made obsole te , a s  
appropr iate . 

1 69 . P roduce r P r ice s I nte rmed i ate Mach i ne Proce s s i ng 
F i le s .  Con s i s t  of proce s s i ng tape or d i s k  f i l e s  o f  the P r oduce r 
P r i ce s  prog ram as d e f i ned by General Records Schedule 2 0 , such a s  
wor k f i le s , te st f i les , i npu t source f i le s ,  i nte rmed i ate 
input/outpu t f i le s , val id t ransac tion f i le s , and the l i ke 
cove r ing machine-readable records not spec i f ically l i s ted und e r  
the S chedule i tems above for the D i v i si on . ( S e e  page 1 7 9  o f  t h i s  
Schedule . )  

Retent i on Pe r iod . Apply the r e tent i on pe r iod s  of  GRS 2 0  -

P ar t  I I , I tems 1 through 1 4 , a s  appl icable . 
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BRANCH OF SERVICE INDUSTRY PRICES 

DIVISION OF INDUSTRIAL PRICES AND PRICE INDEXES 

BRANCH OF SERVICE INDUSTRY PRICES 

F unc t i ons 

( 1 )  Conducts stud i e s  of  the ser vice sec tor mar ket 
organ i zat ions , pr i ce s tr ucture s , pr ic ing patte r ns , and pr i ce 
var i ance s to produce prec i se measure s of  industry i npu t and 
outpu t ,  pr i ce change s  and of commod i ty pr i ce movemen t s . 

( 2 ) C la ss i f i e s  pr ice data and deve lops we igh t s  i n  
accordance w i th establ i shed procedures  and the S tand ard 
Ind u s t r ial C lassi f i cat ion Sys tem . 

( 3 )  Selec ts i tems to be pr iced to represent s i gn i f icant 
se r v i ce pr ice trend s , and to meet the needs  of  use r s  of  pr ice 
dat a . 

( 4 ) Develops spec i f i cat ions for sampl i ng plans to be used 
in obtain ing pr ice data . 

( 5 ) Analyze s data i n i t iat ion re sults to ve r i fy adequacy of  
col le c ted d ata for prog ram obj ec t ive s .  

( 6 ) Conducts econometr ic re sear ch and d i re c t s  nece ssary 
data collect ion to pe r form qual i ty ad j us tmen ts . 

( 7 )  Prepare s wr i tten analys i s  of cur rent and h i s tor ical 
pr i ce beh avior in e ach i ndus try . Deve lops mod e l s  o f  i ndustry 
behavior to suppor t such analys i s .  
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BRANCH OP SERVICE INDUSTRY PRICES 
DIVISION OP INDUSTRIAL PRICES AND PRICE INDEXES 

OFFICE OP PRICES AND LIVING CONDITIONS 

The B r anch of S e r v i ce I ndustry Pr ice s ,  e s tabl i shed about 
1 9 8 0 , is r e sponsible , a s  of  th i s  wr i t ing , for pr i ce i ndexes for 
thre e  indu st r ie s :  r a i l  fre igh t ,  te lephone ser vice s , and pos tal 
se r v i ce s . The se r v i ce i ndexes are pub l i shed i n  the BLS monthly 
deta i led repor t ,  Produce r Pr ice s and Pr ice I ndexes Data , but are 
not i nc luded in  the monthly news r e lease of  P r oduce r Pr i ce s . 
Although not now included in the LABSTAT f i le s , t ime ser ies data 
for the se r v i ce industry i ndexe s w il l , accord ing to plan , be made 
ava i l ab le through LABSTAT at a late r date . 

The O f f  i ce sta f f  i s  r e v i sing the methodology and sample s of  
data sour ce s for the indu s tr ies pre sent ly cove red . In  add i t i on , 
in-house s tud ies are unde rway to expand the se r v i ce industry 
pr ice inde xe s to cover other industr ies  such a s  pipel i ne s ,  re t a i l  
trade , loc al tr anspor tat ion , compu ter s er v i ce s ,  teleg raph 
commun icat ions , and a i r  tr anspor tation .  Ove r the longer term 
( 6- 8  ye ar s ) , the plan is to deve lop indexes for the enti re 
ser v i ce sec tor , wh i ch compr i ses  over 7 0  pe rcent of  economic 
ac t i v i ty in the Un i ted S tate s .  

I n  the past , for the pr ice indexes for the three on-go ing 
indus t r i e s , the procedur e s  for sample deve lopment and r ecycling 
as we l l  a s  pr ice data repor t i ng have var ied somewhat f rom the 
ba s i c  PPIR procedure s .  The cent ral BLS off  i ce s ta f f  have 
commun icated d i rectly w i th data source s for the i r  i n i t iat ion into 
the s ample s and for monthly repor ting . BLS Reg ional O f f ices have 
not been involved . Also ,  compu ter data base s have been 
ma i nt a i ned for each of  the three industr i e s .  

I t  i s  ant icipated that , to the extent prac t ic able , ser vice 
indus t r y  pr ic ing sys tems w i l l  fol low the basic  PPIR procedures  
and will  be merged w i th the APPRISE sys tem (Automated Produce r 
Pr i c e s  and Pr ice I ndexes Sys tem for Econom i s t s ) . The r a i l  
fre ight indexes ar e be ing conve r ted to APPRISE a s  of  Apr i l 
198 5 .  The developmental plan for all  s er v i ce s  a s  applicab le is  
to e stabl i sh industry study f i le s s imilar to those now ma inta ined 
by the B r anch of Durable Good s I ndus tr i al Pr ice I ndexe s and the 
Branch of Non-Durable Good s I ndustr ial Pr ice Inde xe s .  

Data sources for se r v i ce i ndus t r i e s  inc lude a m i xture of  
Gove rnment ( second ar y source s )  and d i re c t  collec t i on f rom company 
sou r ce s .  Ra il road wayb ill  data are obtai ned from othe r 
Gove rnment agenc i e s  ( ICC and DOT) as we l l  as d i rec tly f rom r a i l  
car r ie r s .  Telephone se r v i ce s  d a t a  sou r ce s  i nc lude s tate level 
(company/state )  te lephone company repor t i ng un i ts , AT&T , and the 

Fede r a l  Commun ications Comm i s s ion .  For pos tal s er v i ce indexes , 
the U . S .  Pos tal Se rvice provides revenue and pr ice data . 

9 4  



Future data source s ,  includ i ng those related to 
developme ntal systems , w i l l  conti nue to involve a mi xture o f  
repor t i ng companies ( e s tabl i s hment s ) , cent r a l i zed bu s i ne s s  
sou r ce s  ( e . g . , AT&T ) , and Gove rnme nt agenc i e s . 

GENERAL 

1 7 0 .  B ranch Adm i n i s t r a t i ve Subj ect F i le s .  Con s i s t  o f  
cor r e spondence , inte rnal repor ts , cop i e s  of admin i s trative 
documents ( e , g . , t ravel author i zat ions ) ,  and r e fe re nce pape r s . 
The se mate r i als conce rn i nte rnal house keeping mat te r s  on such 
sub j e c t s  as monthly prog r e s s  repor ts , r ecords  hold ings repo r t s , 
ove r t ime author izat i ons , s t a f f  t rave l , t r a i n i ng , and 
con f ident i al i ty of Bureau r ecord s .  

Retent i on Per iod . B r e a k  f i les every f ive year s and br i ng 
forward acti ve mate r i al s  to the new f i le s  a s  requ i red . 
Des troy when f i ve yea r s  old . 

1 7 1 .  B r anch Cor r e sponde nce F i le s .  Con s i s t  o f  copie s of  
cor r e spondence signed by at  h i gher eche lons , togethe r w i th ( i n 
some instance s )  incoming commun ications . Ar r anged by date . 
Record cop i e s  are f i led at  h i gher  eche lon s . 

Retent ion Per i od .  Destroy when f ive ye ars  old . 

* 1 7 2 . Word Proce s s i ng Med i a  F i le s . Con s i s t  o f  word pr oce s s i ng 
med i a  ( such as d i s k s )  contain ing drafts  and/or f i n al rev i s ions o f  
te xtua l  and tabular mate r i a l s  wh ich are  produced o n  pape r , s uch 
as cor re spondence , ma i l ing l i s ts , admi n i s t ra t i ve repor ts , and 
prog r am documents .  

Re tent i on Pe r iod . S c r a tch when a l l  essent i al informat i on 
has been analyzed , tabulated , ma i le d , or i s s ue d .  

* 1 73 . T ime and Attend ance F i les . Con s i s t  o f  B ranch copi e s  of  
t ime and a t tendance , le ave and earning s , and r e lated f le x i t ime 
recor d s  pe r ta i n ing to Branch employee s . O f f i c i al records  are 
ma i nt a i ned i n  the cent r al BLS O f f  ice o f  Admin i s t r a t ion . Such 
recor d s  appear to be cove red by the P r ivacy Act . 

Re tent ion Pe r i od .  Destroy when three ye a r s  o ld . 

* 1 74 . B ranch Cur rent I ndexes  Progr am Subj ec t F i le s .  Cons i s t  
o f  mate r i a l s  pe rta in ing to the ope rat i on and b ac kg round o f  the 
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on-going S e rvice Industry Pr ice I ndexes Programs , such a s  those 
fo r r a i l  f r e ight , telephone , and pos tal ser v i ce s .  They i nclude 
mate r i als  prepared by the o f f i ce s ta f f  such as analyt ical note s 
r e l a ted to change s i n  the monthly pr i ce i ndexe s ,  descr ipt ion o f  
the s ampl e s , pr ic ing methodology , te lephone d a t a  schedule 
sour ce s ,  and othe r bac kg round and r e fe rence i nforma t ion regard i ng 
the var ious service industry i ndexes not s u i table for the 
indus try s tudy f i le s . 

Retent ion Pe r iod . Destroy when f i ve year s old or whe n no 
longe r  requi red for cur rent bu sine s s , wh i chever i s  later . 

1 7 5 .  S e rvice I ndustry P rogram Deve lopment F i le s .  These 
f i l e s  con s i s t  of proj ec t and b ac kg round pape r s  relat ing to 
developmental ac tiv i t i e s  of the B ranch Ch i e f  and S t a f f  pe r ta i n i ng 
to potent i al new i ndust r i e s  for cove rage by the Se r vi ce I ndustry 
Prog ram. The se ac t i v i t i e s  may conce rn economic char acte r i s t i c s  
of  i ndus t r i e s , prospec t i ve d ata sou r ces , a nd methodology for 
col le c t i ng data and compu t i ng pr ice inde xe s .  Content s  may 
include docume ntation somewhat sim i l ar to the "Cent ral  S ample 
Development or Recyc l i ng I ndustry S tudy F i le s I nclud ing Pretest 
Records"  for the Durable Good s and Non-Durable Good s B ranche s ,  as 
we l l  as other analyt ical  pape r s  by the staff and refe rence 
mate r i al s . Copies o f  mate r i a l s  developed by s tudy groups may be 
inc l uded . Approva l of  new prog rams w i l l  be inc l uded in  f i les  at  
h i gh e r  eche lons . I ns tallat ion of new prog rams will  be  docume nted 
in B LS manua l s  or othe r procedural instr uc t ions . Mate r i a l s  
pe r ta i n ing t o  new prog rams which a r e  i ns talled are t ransfer red to 
the " I ndu stry  Study F i l e s  for Ser vice I ndustr ie s . "  ( I tem 1 7 6 )  

Rete ntion Pe r i od . 

a .  I nstalled Programs . Upon installat i on , trans fe r 
mate r ial s  to the " I ndustry S tudy F i les  for S e r v i ce 
I ndustr ies"  ( I tem 1 7 6 ) . 

b .  O ther Prog r ams . Destroy ten ye a r s  a f ter completion o f  
s t udy or when no longe r  needed for current bus i ness , 
wh icheve r i s  late r .  

* 1 7 6 . I ndus try S t udy F il e s  for Service I ndustr ies . 
(Proj ected ) . These f i le s are planned for the ser v i ce i ndustry 
pr i ce prog rams . They will cons i s t  of  documents for newly 
i n s t al led prog rams t ransfe r r ed f rom the Se r vi ce I ndus t r i e s  
Prog ram Development F i le s .  In  add i t ion , those f i le s  w i l l  inc lude 
to the e xtent applicable mater i al s  of the type s found i n  the 
recor d s  descr ibed as "Cent ral  Sample Deve lopment or Recyc l i ng 
I nd u s try S tudy F iles , I nc lud ing Pretest  Record s "  for th e Du rable 
Good s and Non-Durable Good s B ranche s ( I tem 1 2 3  of this  
Schedule ) . Fur ther i ndustry s tudy docume nts or o ther mater i als 
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o f  that nature may be placed in  these f i le s  for on-go ing programs 
such as pe r taining to sample recyc l i ng , we igh t ing , or o the r 
system changes . 

Retent i on Pe r iod . De stroy mater ials  per t a i n ing to previous 
sample developme nt o r  r ecycling when the replaceme nt sample 
prod uce s pr ice data for pub l i cat i ons involv i ng the s ame 
i ndus t r y .  Avo id ma i ntenance o f  d uplicate docume nts i n  th i s  
f i le . 

1 7 7 . S e rvice Industr ies Cent r a l  Re fe rence F i le s . A 
refe r ence f i le of background docume nts related to se r v i ce 
ind u s t r ies  pr ices and pr ice indexe s , cons i s t i ng o f  repor ts , 
the se s ,  ar t i c les  f r om per i od icals , conference pape r s , etc . 
Documents  conce rn such sub j ec ts a s :  "Cur rent S tatus o f  Local  
(Te lephone ) S er vice Proj ect , "  "On the  Theory o f  I ndustr i al Pr ice 

Mea s urement : Outpu t P r ice I ndexe s , "  "A S tage-of-P roce ss Pr ice 
Index F r amework , "  "Produc t i v i ty Pol i cy and the Se r v i ce Sector , "  
"BLS Repo r t  of  the S e rvice Sector , "  "A Second Repo r t  of  the 
Se r v i ce S ec tor , "  "The Future of  'the Se r v i ce Economy , "  and 
" I ndustry De f i n i tion S IC 3 5 7 3 , E lec tron ic  Compu t i ng Equ ipment . "  
Some documents are from BLS i nte rnal sou r ce s ,  wh i le othe rs  are 
from such source s  a s  un ive r s i ties , pro f e s s i onal j ournal s ,  pr ivate 
research organi zat i ons , pr i vate consultants (economists ) , and the 
Counc i l  of Economi c Adv i se r s . 

Retent i on Per i od . Rev i ew at lea s t  annually and des troy 
mate r ials  no longer needed . 

RAIL FREIGHT PRICES FILES 

* 17 8 . T r anspor tat i on Company F i le s . Cons i st o f  case folde rs  
for  compan i e s  involved i n  or con side red for  par t i c ipat ion i n  the 
transpor t a t i on pr ice indexes survey . Content s re late to the 
company ' s  par ticipation in the sur vey and include such ma ter i al s  
as cor r e spondence t o  and f rom the company , cop i e s  o f  selec ted 
repo r t i ng schedules , longhand note s , and the l i k e . Ar ranged 
alphabet ically by company name , th i s  small  f i le dates from 1981  
to date.  Contents are con s ide red con f ident i a l  a s  they would 
ident i fy par t ic ipants in  the survey . 

Re te n t i on Per i od .  De stroy f i ve ye a r s  af ter the company goe s 
out o f  bus i ne s s  or when no longer  needed for cur rent 
bu sine s s , wh ichever occ u r s  f i r s t . 
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* 1 7 9 . T ranspor tat ion P r ice I nde xe s S ubj ect F i le s .  Cons i s t  of  
cop i e s  of  cor respondence w i th c ar r ie r s and othe r s , intr a-BLS 
commun icat ions , compu te r pr intout l i s t ing s , r e fe rence mater ials , 
ar t i c l e s  from trade j ournal s , wor k  papers  ( e . g . , longhand 
compu tat ions , worksheet s , etc . ) ,  compu te r pr intou t s , o f f i ce 
procedure s ,  copies o f  i nte rnal repor ts , and the l i k e .  Conce r ns 
such program and adm i n i s t r a t i ve mat te r s a s  motor t ranspor ta t i on 
sample l i s t i ng s ,  rail  r e sampling mat te r s ,  dropping i tems f r om the 
r a i l  f re igh t indexe s ,  motor car r i e r  stat i s t ic s , r a i l road pr i c ing 
of f i ce r s ,  mo tor car r i er index , t r a i n ing , computer cos ts  
proj ec t ion s , publ i c i ty , and ma i l i ng l i s ts . 

Retent i on Pe r iod . B r e a k  f i le e ve r y  f i ve ye a r s  and br ing  
ac t i ve pape rs forward .  De s troy whe n f i ve year s old . 

* 1 8 0 .  Ra i l  Fre i gh t  Repr i c ing Schedule s .  Con s i s t  of  proces sed 
surve y  schedules rece ived mon thly f rom repo r t i ng compan i e s  that 
conta i n  changes  that  have been ente red i n  the data base . 
Schedule sheets inc lude annotat ions by the PP I s ta f f ,  a s  we l l  a s  
wor k  sheets  and othe r  r e la ted no te s .  Upon conve r s ion of  the 
Transpor t a t i on Pr ice I ndexes into the Automated Prod uce r P r ice 
Ind e x  Sys tem for Econom i s t s  (APPRISE) , the r ecord copy of the 
monthly schedu les w i l l  be f i led in  the O f f  ice of  S u r vey 
Proces sing ( See I tem 2 5 6 ) , and convenience copi e s  will  be  
furn i shed by the Divi s i on o f  I ndus tr ial P r ice s and Pr ice 
Inde xes . Conve rsion to APPRI SE is  proj ected for CY 19 8 5 .  

Retent i on Per iod . 

a .  Record Copi e s . Except for APPRI SE schedule s ,  d e s t roy 
s chedule s w i th no changes  repor ted upon complet ion of 
monthly survey cyc le . Schedules w i th changes should be 
destroyed when one ye ar old or when no long er needed 
for cur rent bu s i ness , wh i cheve r occur s  later . 

b .  Appr ise schedule s .  Reco rd cop i e s , see I tem 2 5 6 .  Oth er 
copi es , de s troy when no longe r  needed for cur rent 
bu siness . 

* 1 8 1 .  Wayb ill Re f e rence F i le s .  Con s i s t  o f  cop i e s  o f  wayb i l l s  
from the I CC Wayb i l l  Sample , which a r e  used a s  r e fe rence 
mate r ials  i n  developing and ma inta i n i ng the PP I Ra i l road Fre igh t 
Rate P r i ce I ndexes sample of  c ar r i e r s  and s tand ard Transpor tat ion 
Commod i ty Codes groups . These document s h ave been rece ived from 
ICC and are copies of  doc ume nt s rece i ved by that age ncy from 
car r ie r s . They are cons i de red con f ident i al record s .  

Rete nt ion Pe r i od . Des troy when r e l a ted sample o f  repor t i ng 
compan ies  become s inac t i ve and i s  replaced by an updated 
sample , or when no long er needed for current bu sine s s , 
wh i chever is f i r s t .  
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* 1 8 2 . Ra il  Fre igh t P r ice Indexes Compu te r F i le s .  The r a i l  
fre i gh t  pr i ce indexes produc t ion d a ta f i les , requ i red to gene r a te 
the monthly indexe s ,  are ma inta i ned on d i s k and in  mas s  s torage 
at the ce nt r al BLS compu ter f ac i l i ty .  

Cur rent pr i c i ng schedule data sets are  ma int a i ned on 
d i s k  and a r e  updated by inpu t  ( change s )  data , keyboarded v i a  the 
remote terminal networ k ,  from the monthly sur vey schedule s .  
The s e  d ata f i les are con s ide red to be con f ident i a l .  

The histor ical data sets , in  mass s torage , i nc lude such 
data as agg regated pr i ce data by S tand ard Transpor tat ion 
Commod i ty Code (STCC ) g roup , and the compu ted pr ice indexes  by 
month . The se data s e ts d a te f rom 1 9 6 9  to d a te , although some 
pub l i cat ion g roups star ted later than 19 6 9 . I t  i s  planned that 
the i ndexe s wh ich are i s s ued in  the monthly deta i led BLS r epo r t  
"Prod uce r Pr ice s  and Pr ice Inde xe s , "  w i l l  be ava i lable in  LABSTAT 
f i le s .  

Compu ter prog ram documentat ion includ ing such i tems a s  
sour ce or o ther prog rams and d a t a  d ic t ionary f i le s ,  a s  we l l  a s  
we igh t ing factors , a r e  ma inta ined in  d i s k f i les  and h a r d  copy 
pr i n touts . Some inact i ve prog rams h ave been migrated to tape s .  
In add i t ion , a har d copy user ' s  guide i s  ma intained for the 
of f i ce staf f .  

For secur i ty and back-up pu rposes , i n  accordance w i th 
the cent r a l  compu ter fac i l i ty pol i cy ,  d i sk  f i le s are usua l ly 
cop i ed to tape tw ice wee k ly for pos s i b le d i sk  re gene r a t i on i f  
needed . After  the cu r re nt month pr i c ing and index produc t ion 
cyc l e  is completed , the contents are added to the h i s tor ical data 
base in mas s  storage . Compu te r fac i l i ty pol i cy also prov ide s 
tha t  d i sk  f i les not used w i th i n  4 5  d ays be mig r a ted to tape . 
Tape f i le s , may , in  tur n ,  be copied back to d i sk a s  needed . The 
mig r a ted tape f i le s are ma intained inde f i n i te ly or unt i l  such 
t ime that the compute r l i b r ar y  r ecycles i t s  tape s .  Pr ior to 
recyc l i ng the tapes , the compu te r center  would not i fy DIPPI to 
dete rmine i f  the data s hould be preserve d .  Only then would the 
data be destroyed . 

I t  i s  ant ic ipated that the se compu te r f i l e s  w i l l  become 
inac t i ve dur ing FY 1 9 8 5  a s  the Ra i l  F r e i ght Pr i ce I ndexes data 
f i l e s  are me rged into the APPRI SE compu te r f i le s .  (See I tem 2 3 8  
and 2 4 3 ) , pe r ta ining t o  the APPRISE and Agg regate computer  f i le s .  

Reten t i on Pe r iod . 

a .  H i s tor ical Pr ice Data Sets . After  succe ssful 
conve rsion to the APPRI SE computer f i le s ,  copy these 
f i le s  to magne t ic tape and scratch mas s  s torage 
f i le s .  The resulting tape f i le s should be scratched 

99 



f i f teen year s a f te r  conve r s i on o r  whe n a l l  e s sent i al 
i nformation has been analyzed , tabula ted , or pub l i shed , 
wh ichever occurs  f i r s t . 

b .  Cur rent Pr i c i ng S chedule Data F i le s .  Sc ratch whe n a l l  
e s sential information has been analyzed , tabulated , o r  
published . 

c .  P rogram Documentat ion D i s k ,  Tape , and Hard Copy 
F i le s .  D i spose o f  w i th re lated data f i le s .  

d .  Tape back-up f i le s .  S c r atch whenever no longer needed 
for d i sk/mas s  s tor ag e/tape regene r a t i on .  

* 1 8 3 . Ra i l  Fre i ght Pr i ce s  Re ference and Sour ce Data Tape s .  
BLS obt a i n s  magnetic  tape s cont a i n i ng re fere nce and sou rce data 
used in deve loping and upd ating the r a i l  f r e ight pr i ce s  index 
sample of  repor ti ng compan i e s  and STCC g roups and analyz i ng 
survey d a ta . Both the Fede ral Gove r nme nt and the pr i va te 
bu s i ne s s  sec tor may be sou r ce s  of  such tape s wh ich are cons ide red 
con f ident i a l .  These tape s are copi ed to other tape s s tored at 
the ce ntral  BLS storage f ac i l i ty .  

Retent ion Pe r i od . S c r atch when obsolete , supe r seded , or no 
longe r  needed for cur rent bu s i ne s s , as appropr i ate . 

* 1 8 4 . Ra i l  Fre ight Pr i ce s  Mach ine L i s t i ngs . Con s i s t  o f  
compu te r pr i ntouts o f  data re l ated to the monthly surveys of  r a i l 
fre i gh t  pr i ce s  such a s  inputted schedule d a ta repor ted by the 
par t i c ipat i ng e stab l i s hments  (e . g . , we ight ( tonnag e )  shipped , 
cur r e nt month ' s  pr i ce s  a nd previous month ' s  pr i ces , and 
app l i c able surchar ge s ) , base rate s ,  ident i f i ca t i on of appl i cable 
tar i f f s , agg regated pr i ce s ,  per cent of  changes , a nd copy of 
re sul t i ng i ndex table s .  One set of  pr i ntouts cons i s t s  o f  
commul a t i ve monthly pr i ce i ndex tab les  for r a i l  f re i ght , which 
are upd ated monthly by rece ipt o f  a new pr i ntout to wh i ch has 
been added the late s t  month ' s  i ndexe s .  

Data in the above pr intouts are a l so ma inta ined i n  
machine readable form i n  t h e  compu ter data base (See I tem 1 8 2 ,  
Ra i l  F re ight Pr ice I ndexes  Compu te r F i le s )  and w i l l  be s tored i n  
the APPRI SE d ata base . The i ndexes are pub l i shed i n  the monthly 
de t a i le d  repor t ,  "P roduce r P r ice s and Pr ice I ndexes Data for 
(Month and Ye ar ) , "  and w i l l  be ava i lable in LABSTAT after  the 
database is conver ted to the APPRI SE Sys tem . 

As of  th i s  wr i t i ng , the above pr i n tout s  contain  d a ta 
relate d  to 1 9 69 to date . 
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Retention Pe r iod . 

a .  Cummulat i ve Monthly H i s tory Pr ice I nd e x  Table s .  
Destroy when replaced by upd ated l i s t ings . 

b .  Other L i s t i ngs . Des troy whe n three year s old o r  when 
all  esse n t i a l  in format ion has been analyzed , tabulated , 
or publi shed , wh i cheve r occur s  f i rs t . 

TELEPHONE SERVICE PRICE FILES 

* 1 8 5 .  Telephone S e r v i ce Company F i le s .  Con s i s t  of such 
reference and background mater i al s  as cor re spondence , wor k  
she e t s , longhand note s , cop i e s  o f  tar i f f s  pr ice schedule s ,  
mach ine pr i n touts , and oth e r  reference d ata ma i nta ined by the 
Divi s i on economi sts . Folde r s  may be i ncluded for compan i e s  whi ch 
provide data  or wh i ch have been contac ted or con s idered for 
inclu s i on in  the s ample of  repor te r s . Not eve ry economis t keeps 
such f i le s .  These f i le s are conside red to be con f ident i a l .  

Re te ntion Pe r iod . Destroy whe n no longer needed for cur rent 
b u s i ne s s .  

* 1 8 6 .  Te lephone S e rv i ce P r ice S chedule s and Othe r Sou r ce 
Document F i le s .  S i nce the te lephone i ndustry ser vice s  h ave rates 
regulated a t  national and s t a te leve l s ,  the re are  var ied pr i ce 
data sou r ce s and repor t i ng procedure s .  The economists ma intain 
hard copy r ecords o f  pr i c i ng schedules wh ich are  ma iled by the 
Divi s i on to some n i ne teen repor t i ng compan ie s ,  who return them 
d i re c t  to the Divi s ion . Some d ata for i nte r s tate and 
inte rna t i onal servi ce s are obt a i ned by lette r , or in formal 
contact ,  and copied to wor ksheets , f r om such cent r al i ze d  sour ce s 
at AT&T or FCC . Tar i f f s , r a te table s ,  e xplanato ry 
cor r e spond ence , and the  l i ke may be included . These f i les  are 
cons i de red to be con f ident i a l . 

Retention Pe r i od . 

a .  S chedule s/Documen t s  Repor t i ng No Change . De s troy when 
monthly i ndex produc t ion cyc le is  completed . 

b .  Others . Des troy when supe r s eded o r  whe n all  e s sent ial  
i n formation has  been  analyze d ,  tabulate d ,  or pub l ished , 
a s  appropr iate . 
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1 8 7 . Telephone S e r vi ce s  P r ice Inde xe s H i s tory Table s 
Pr i ntout . Th i s  file cons i sts  o f  a copy ( compu te r pr intou t )  o f  
the BLS Te lephone Se r v i ce I ndexes b y  month s s i nce January 19 7 2 to 
date w i th annual ave r age indexe s .  As of t h i s  wr i t i ng ,  the tables 
includ e  a total of four teen i ndexes cove r ing local  se r v i ce s , tol l  
s e r v i ce s ,  i nter state pr iva te l i ne s ,  and d i rec tory adve r t i s i ng .  
The l i s t ing i s  updated monthly by add i ng i ndexes resulting f rom 
the month ' s  pr ice data inpu t .  These t ime ser ies  data are 
ma i ntained in computer s to rage ( I tem 1 8 8 )  , and w i l l  later become 
ava i lable f rom LABSTAT . 

Retent ion Per iod . Des troy whe n replaced by the next 
cummulative upd a te d  l i s ting . 

* 1 8 8 . Telephone S e r vi ce I nde xe s D i sk-Tape F i le s .  The 
econom i s t s  of  the D i v i sion have access v i a  termi nals to on- line 
d i s k s  ma intained at  the ce ntral BLS compu te r fac i l i ty .  They 
includ e  on the d i sk  d a ta set s any mach ine- readable data needed to 
prod uce the telephone ser v i ce indexe s . Data sets includ e  such 
data  as base ye ar pr i ce and we i gh t  data , cur r e nt pr i cing and 
reve nue data entered a s  the re sul t of  monthly repr ic ing ac t i v i ty ,  
and computed pr ice i ndexe s .  These data sets  date from 19 7 2  to 
date . I t  i s  planned that the t ime ser ies  indexes w i l l  be 
ava i lable through LABSTAT , although no t i n  LABSTAT f i le s o f  th i s  
wr i t i ng .  

For secu r i ty and back-up pu rposes , in  accord ance w i th 
computer fac i l i ty pol i cy ,  d i sk  f i le s are usua lly copied to tape 
tw ice wee k ly for pos s ible d i s k  regene r a t i on i f  needed . Compu te r 
fac i l i ty po l i cy also provides tha t  d i s k  f i le s  not used w i th i n  
for ty- f ive d ays be mig rated to tape . Tape f i le s  may , i n  turn , be 
copi e d  back to d i s k  as needed . The mig r ated tape f i le s  are 
ma i nta ined unt il  the compu te r l ibrary recyc le s i ts tape s .  P r ior 
to r e cyc l i ng the tape s ,  that l i b r ary not i f i e s  the D i v i sion and a 
dete rminat ion is  made whe ther to scra tch the mig r a t i on tape s .  

Al so ma i ntained on the d i sks  a nd b ack-up tape s are 
compu te r prog ram documenta t i on i nclud i ng sour ce and othe r 
prog r ams needed to gene r a te the var ious te lephone se r v i ce 
i nd e xe s .  

I t  i s  ant ic ipated that the telephone ser vice indexes 
pr i c i ng d a ta sets will be me rged w i th the APPRI SE system . ( I tem 
2 3 8 )  i n  the near future . 

The files that ident i fy pr i c i ng data sou r ce s are  
con s idered to be  con f ident i a l .  
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Retent i on Pe r iod . 

a .  D i s k File s .  De s troy whe n i n forma t i on has  been 
s upe r seded , r e v i sed , or obsoleted , or when a l l  
in format ion has  been analyzed , tabulated , or pub l i s hed , 
a s  appropr i ate . 

b .  Tape File s .  S c ra tch whe n no longe r needed for 
d i sk/tape regeneration .  

* 1 8 9 . S ample Deve lopment Re ference Tape s .  Cons i s t  of 
bac kg round te lephone company sou r ce tape s for r e fe rence purpose s 
in  s ample d evelopment .  Included are  such data a s  for WATS for 
example a s : l ine type s ( full or measured se r v i ce ) , numbe r s  o f  
l i ne s  d i re c t ion ( i n only or both in-and-out ca l l s ) , number o f  
l i ne s , to tal hou rs used , and the l i k e . Separate s e t s  o f  tape s 
ar e ma int a i ned - one for the cur rent sample and one for s ample 
deve lopment/revi sion r e fe re nce purpose s .  Both sets h ave been 
rece i ved f rom telephone company sour ce s .  The se f i le s  are 
con s ide red to be con f identi a l .  

Reten t i on Per iod . S c r atch when supe rseded or whe n no longe r 
needed for cu rrent bu s i ness , a s  appropr i ate . 

* 1 90 . Telephone Pr ice s Mach ine L i s t i ng Re ference Copi e s . 
Con s i s t  of  copies o f  machine pr intouts contain ing refe rence 
informat i on such a s :  ( 1 )  the compu ted monthly indexes and 
pe r c e nt changes wh ich are pub l i shed i n  the monthly BLS repor t ,  
Produce r P r ice s and Pr ice I ndexes Data ; and ( 2 )  l i s t i ng s  of  such 
sample base data such as r a te s , reve nue , and we ights wh ich are 
ma i n t a i ned in  the compu te r f i le s for i ndex product ion 
calculations . These f i les are con side r ed to be con f ident i a l .  

Retent i on Pe r iod . De s troy whe n supe rseded or whe n no longe r 
needed for cu r rent bu siness , a s  appropr i a te .  
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POSTAL SERVICE PRICE RECORDS 

1 9 1 .  Postal Service I ndexe s  Base of  Pr ice s and We igh t s  
Documentat ion File s . These hard copy record s provide 
docume ntat ion of the base pr i ce s  and we i gh t s  used in compu t i ng 
the postal service pr ice inde xe s .  One g r oup of  these record s 
re late to the current base o f  pr i ce and we igh t s .  Anoth er group 
per t a i ns to developmental ac t i v i t ie s  to provide a rev i s ed , 
upd a ted base . Each g roup con s i st s  o f  s uch mate r i al s  a s  wo r k  
shee t s  and compu te r l i s t ings cont a i n ing pr ice and we igh t data 
related to categor i e s  of  pos tal se r v i ce .  The r e s ul t ing base of  
pr ice and we igh t data are entered into the compu ter data set s .  
The base w i l l  be r e v i sed a s  nece s s ar y  to r e f lec t s er v i ce 
rev 1 s 1 ons . The pr ice raw data ( quant i t i e s  and r a te s )  are 
obt a i ned from the U . S . Pos tal Se r v i ce .  

Re tent i on Pe r iod . De s troy when ins tal lat i on of  a 
replacement base has been comple ted or whe n  no long er needed 
for cur rent bus i ne s s , wh i chever is later . 

1 9 2 .  Postal Se r v i ce I ndex Base of  Pr i ce s  and We igh t s  
Bac kg round F iles . Backg round r e fe rence f i les  are ma inta ined to 
suppleme nt the Pos tal Se r v i ce s  Base o f  Pr i ce and We ights 
Documenta t i on F i le s ( I tem 1 9 1 ) . The b ackg round f i l e s  cons i s t  of  
such pape r s  as draf t s  o f  i nte rnal analys i s  and rese arch papers , 
economi st  wor k  shee t s , dome s t i c  ma i l  rate table s ,  i nte r nat ional 
ma il  r ate tables , par cel pos t  r a te h i s tory tab le s ,  U . S . Pos tal 
Se r v i ce instruct ions to Fede ral  agenc i e s  regar d i ng ma i l  rate s  and 
prac t i ce s , newspape r and j ournal  c l ipping s ,  and the l i ke . 
Ar r anged by subjec t  t i tle s such a s : Subs i d i e s , U . S .  Pos tal 
Se r v i ce Rev i s ion Wor k ,  ma i l  class  folde r s , F i scal  Ye ar  Data 1 9 7 2-
78 , 1 9 7 2  We ight Di agrams , D r a f t s , and Pos tal Servi ce s  New s 
Clipping s .  

Retent i on Pe r iod . Rev i ew annua lly and destroy i tems no 
longer needed for c u r r e nt bu sine s s .  

1 9 3 . Postal Pr ice I ndexes H i s tory Tables P r intout � Th i s  
f i le con s i sts  o f  a copy ( computer  pr i ntout )  of  the BLS P r oducer 
Pr ice s Pos tal Service Inde xe s by month si nce January  1 9 7 2  to date 
with related annual ave r age i nde xe s .  The inde xes  per tain  to 
Standard I ndustr ial C la s s i f i cat ion 7-d ig i t  leve l and h i gher  
categor i e s  o f  se rvice .  The l i s t ing is  upd ated monthly by  add i ng 
the i ndexe s  re sulting f r om that month ' s  pr i c i ng data inpu t .  
Wh ile  these t ime se r ie s  data are ma i ntained i n  compu ter s to rage 
( I tem 1 9 5 ) , the re are no plans to include them in LABSTAT 
f i le s .  Th i s  small f i le con s i st s  o f  less  than te n pages  o f  
pr intou t .  
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Retent i on Pe r iod . 

a .  Record Copy . Pe rmanent . Should the pos tal ser v i ce 
pr i ce inde xes be d i scont inued , the f inal  cumulat ive 
l i st ing w i l l ,  w i th i n  one year therea f te r , be of fered to 
the National Arch i ve s  of the Uni ted S ta te s .  

b .  Other Copi es . Destroy whe n replaced by the next 
cumulative upda ted l i s ting . 

1 9 4 . Postal Service Monthly Pr ice I nd e xe s  P r intout 
L i s t i ngs . Consist  of  compu te r pr intout l i s t ings o f  f i nal monthly 
"Prod uce r P r i ces  I ndexe s and Percent Change s for Pos tal Se r vi ce s "  
wh i ch are issued a s  a table i n  the BLS monthly deta iled repor t ,  
Produce r P r i ces  and P r i ce I ndex Dat a .  These d a ta a r e  also 
ma i ntained i n  computer f i les  ( I tem 1 9 5 ) . 

Retent i on Pe r iod . Destroy when no longe r needed for cur rent 
bu sine s s . 

195 . Postal Service P r ice I ndexes Compu ter F i le s . At the 
cen t r a l  BLS compute r fac i l i ty ,  Pos tal S e r v i ce I ndexes data sets  
and r e lated program documentat ion a r e  ma inta i ne d  in  d i s k  
sto r age . Data ent r y  i s  ordinar ily v i a  Remote Terminal Network  
from te rmi nals in  the D i v i s i on of  I ndustr ial Pr ice s and Pr ice 
Ind e xe s .  

B a se data set s cons i s t  o f  such e lements a s  S I C  codes , 
t i t le s , and base revenue s and we ights for e ach SIC grouping . 
Inpu t data entry sets  inc l ude quan t i ty and r a te d ate rece i ved 
from the U . S .  Postal Se r v i ce , w i th analyt ical comments r e lated to 
SIC g roup i ngs . In add i t ion , the monthly pr ice index and pe rcent 
change tables  and the h i s tor ical i ndexes are ma i ntained . The 
ind e xe s  hard copy pr intouts are covered in I tems 1 9 3  and 1 9 4 . 

Computer prog ram documentat ion are ma i ntained i n  d i sk 
sto r age , i nclud i ng source , i ndex calculat ion , and table 
prod uc t ion programs , and the l i ke . I n  add i t ion , a hard copy 
user ' s  guide is ma intained in the D i v i s i on .  

For secur i ty and b ack-up purpose s ,  d i sk  contents are 
usua l l y  copi ed to tape tw ice wee kly for pos s ible d i s k  
regene ration i f  needed . Compu ter f ac i l i ty pol i cy provide s for 
mig r a t ion to tape of d i s k  f i les  not used in  a for ty- f i ve d ay 
pe r i od . Tape f i le s may , i n  tur n , be copied back to d i sk  a s  
needed . The migra ted tape f i les a r e  ma inta i ned inde f i n i te ly or 
unt i l  such t ime that  the compu te r l i b r ary r ecycles  i t s  tape s .  
Pr ior to r e cyc l ing the tape s , the compu te r fac i l i ty would not i fy 
the D i v i s i on to de termine i f  the d ata should be dest royed . Only 
the n would the data be scratched . 
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Retent ion Pe r iod . 

a .  Base Data Sets . When replaced by an updated base , copy 
to tape . S c r atch the tape when replaced by a 
subsequent updated base or when all  essent ial 
information has been analyzed , tabulate d ,  or pub l i she d ,  
a s  appropr iate . 

b .  Othe r data sets . S c r atch when all  essent ial 
information has been analyzed , tabulate d ,  or pub l i shed . 

c .  P rogram Documentat ion D i s k ,  Tape , and Hard Copy 
F i le s .  D i spose of w i th r e lated data f ile s .  

d .  Tape bac k- up f i le s .  Sc r atch when no longer needed for 
d i s k/tape r egener a t i on .  

RECORDS COMMON TO ALL BRANCH OP SERVICE INDUSTRY PRICES OFFICES 

* 19 6 . I nte rmed i ate P r i ntouts , Job Run s , Wor ksheets . In  
car r y i ng out the Ser v i ce I ndustry Pr i ce P rog ram , econom i s t s  or 
othe r prog r am per sonne l obt a i n  var ious intermed i ate pr intouts , 
j ob r uns , or worksheets a s  part of the compu ter proce s s ing of  the 
pr ice inde xe s issued by the D i v i s ion .  The se mach i ne-produced 
list ings can involve such i n i t iat ion or repr i c ing operat ion s  i n  
the i ndex production cyc le a s  developing and ma i nt a i n i ng the 
sample reg i s ters  of repor ting compan i e s  and the r e lated 
informa t ion on ser vices  to be pr iced ; col lec t i ng , analy z i ng , and 
tabulat ing the pr i c i ng data on a monthly ba s i s ;  c alculating 
pre l im i nary or final inde xe s ;  and formatt i ng f i na l  inde x data for 
pre s s  r e lease to the pub l i c . Al so involved are  l i s t ings 
conce r n ing answer ing of  reque sts for informa t i on , spec i al runs , 
runs i nvolving deve loping the var ious compu ter sys tems involved 
or in improving the proce s s i ng methodology , and the l i ke .  S uch 
l i s t ings  in this  i tem are not covered by any other i tems of the 
Ser v i ce I ndustry Pr i ce Programs of the Schedule l i s ted above . 

Rete nt ion Per iod . De stroy when es sent i al i nforma t ion has 
been analyzed , tabula ted , or pub l i shed , or when super s eded 
or made obsolete , as appropr i a te . 

1 9 7 . Techn ical Re fer ence/Wor k i ng F i le s . The se are extra  
copi e s , pr i nted mater i al s , wor king pape r s , cop i e s  of  
ins t r uc t ional manua l s , and the l i ke wh i ch are ma i nt a i ned by the 
econom i s t s  or other prog ram pe r sonnel of the D i v i s ion conce rned 
with the Ser vice I ndustry Pr ice Prog r am cover ing the i r  assi gned 
areas  of wor k  as wel l  as computer i zed ope rat ions and stat i s t i cal 
procedure s  and methodology . 
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Retention Per iod . Destroy when supe r seded , no longe r needed 
fo r c u r rent bu sine s s , or when made obsole te , as appropr i a te . 

1 9 8 . I nte rmed i ate Mach ine P roce s s i ng F i le s . Cons i s t  of 
proce s sing tape or d i s k  f i le s of  the S e r v i ce I ndustry Pr ice  
Prog r am a s  d e f i ned by Gene r a l  Recor d s  Schedule 2 0 , such a s  wor k  
f i l e s , tes t  f i les , input sou r ce f i les , i ntermed i a te inpu t/output 
f i le s ,  val id tran sac t i on f i les , and the li ke cove r ing mach ine 
read ab le r ecord s not spec i f ically l i s ted und er the Schedule i tems 
above for the Service Indu stry Pr ice P rog r am.  (See page 1 7 9  of  
th i s  Schedule . )  

Retent ion Pe r iod . Apply the re tent ion per iod s o f  GRS 2 0  -

Part  I ,  I tems 1 through 1 4 , a s  app l icable . 
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OFFICE OF SURVEY PROCESSING 
DIVISION OF INDUSTRIAL PRICES ARD INDUSTRIAL RELATIONS {IPIR) 

OFFICE OF THE PROJECT MANAGER 

* 1 9 9 . P roj ect Manage r  Admi n i s t r a t i ve Subject F i le s . The 
Proj ect  Manager of I ndus tr i a l  Pr i ce s  and I ndustr i a l  Re lations 
ma inta ins voluminous admi n i s t r a t ive records  re flect ing the 
i nte rnal ope rat ions of  h i s  D i v i sion.  These are conve n i e nce 
cop i e s  cen t r a l i zed at  the D iv i s i on leve l , as the record copy of 
such admin i s trat ive r eco rd s is ma i nt a i ned by the Cent r al O f f  i ce 
of Admi n i s tr ation of  BLS . 

The f i le is  spl i t  phys i c a l ly .  Par t i s  in  three- r ing 
b i nde r s  on she lving , and par t is ma i ntained in folde r s  in late ral  
f i le s .  

The f i le cove r s  such inte rnal ope rat ional sub j e c t  
mat ter  as pe rsonnel , t r a i n ing , contrac tor invo i ce s , per formance 
appr a i s al s , travel , bus token s , awar d s , cost account ing for 
terminals or compute rs ,  monthly comput er b i l lings  o f  NIH a nd OSD , 
fac i l i ty r eque st forms , supply requ i s i t ions , compu ter acce s s  
cod e s ,  acc ident and health cla ims , t ime a nd at tendance repor t i ng , 
fle x i t ime account ing , and the l i ke .  

Pe rsonnel name f i le s ,  t ime and at tendance , and 
pe r formance apprai sal f i le s  would be cons ide red to be under  the 
Pr i va cy Ac t .  

Retent ion Pe r iod . Break  f i le eve ry f i ve year s ,  and br ing 
forward ac tive mate r i al s .  De s troy when f i ve ye a r s  old or 
when no longe r needed for current bu s i ne s s , wh i cheve r i s  
soone r .  

Exce pt : ( 1 )  F le x i t ime record s .  Des troy whe n three  year s 
old . 

( 2 ) Per sonnel name f i l e s  and pe r formance 
appr a i s al s .  De stroy one year a f ter trans fe r 
or separat ion of employee .  

( 3 )  B i -wee kly t ime and attendance f i le s . Des troy 
when three ye ars  old . 

2 0 0 . P roj ect Manager P rogram Subj ect F i le s . The f ile  is  
pr imar ily in  folde rs  and con s i sts pr i nc ipal ly o f  var ious type s of  
prog r e s s  or status reports  made to Mr . K i r sch f rom his  D iv i s i on 
Branc h Ch i e f s  or supe r v i so r s .  Included among such r epor t s , both 
compu te r and manual ly prepared , ar e such repor t s  a s :  monthly 
prog r e s s  r epor ts  involving O f f  i ce of Sur vey Proce s s ing 
ope r a t i on s ;  internal IPIR monthly prog re s s  r epor t s ;  Monthly 
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F rame/S ample Re finement repo r t s ; PP IR monthly sys tem status 
repo r t s  such as numbe r  of r eturned schedule repor ts  by S IC , 
problem solution summar y  repor ts , and pr ice s re turned l i s t i ng 
repor t s ;  IPP monthly prog r e s s-s tatus reports  such as proj ec t 
r e v i ew note s or ARTS System progre s s  repor ts ; monthly PPIR i tem 
s tatus  repor ts;  and the l i ke . 

I n  add i t ion to repor ts , the f i le a l so conta i ns 
convenience cop ies of  data  d ic t i on ar i e s , manageme nt group me e t i ng 
record s ,  Development Commi ttee mee t i ng record s ,  wor k  schedul i ng 
record s , and other prog r am d i rect ion r ecords  a s  r equi red 
involving development , de s i gn , and ope rat ion o f  compu ter i zed 
sys tems for gene rating producer or i nte rnat ional pr i ce i nd e xe s .  

Retent i on Pe r iod . B r e a k  f i le e ve ry f i ve year s and br ing 
forward ac tive ma te r i al s  to new f i le s  a s  requi red . Des troy 
when ten year s old or when no longer needed for cur rent 
bu sine s s , wh i cheve r is soone r ,  e x cept that  no monthly 
compu te r-prepared prog re s s  report  should be ma int a i ned for 
more than thre e  ye ar s .  

2 0 1 .  D i v i s ion Cor re spondence F i le s . Cons i s t  of Div i s i on 
cop i e s  of  i nte rnal memo rand a  and oth er cor re sponde nce , inc luding 
both i ncoming and outgo ing commun icat i ons , f i led chronolog i cally , 
cove r ing both prog ram and adm i n i s t r a t i ve mat te r s . 

Re tent ion Pe r iod . Destroy whe n f i ve year s old . 

2 0 2 .  Forme r Proj ect Manage r Admi n i s trat ive/P rog ram S ubj ect 
F i l e . The f i le cons i s ts o f  a mi xed program and adm i n i s tra t i ve 
sub j ec t  f i le ma intained by the forme r Proj ect Manage r ,  C ar l  
Lowe . I t  contains co rre spondence , d r a f ts , repor ts , note s ,  and 
r e lated r eco rd s cove r i ng s uch subj ects a s : the se a sonal 
ad j us tment sys tem of  the PPI R ,  wal k-through repor t on var ious 
subsys tems , the qua l i ty control sys tem , the e s t imation sys tem , 
var i ous product ion problems , pe r sonne l-rec r u i t i ng ,  or ientat ion 
procedure s , training i n  computer i zed ope rat ions , pe r formance 
stand a rd s ,  budget-pos i t ions , re l i ab i l i ty te s t i ng , cont r ac t s , 
var ious prog ress repor ts , and the l i ke . 

Retent i on Per iod . B r i ng ac t ive mate r ia l s  forward to f i le s 
of  cur rent Proj ect Manag e r . Destroy rema i nder  a s  of  d ate o f  
approval o f  this  Schedule . 

2 0 3 . BLS Sta f f  Ut i l i z a t ion Sys tem B i -Wee k ly Repor t s . 
Con s i s t  of hang ing b i nd e r s  cont a i n ing b i -wee k ly compu te r-prepar ed 
BLS s t a f f  u t i l i zation repo r t s  prepared a s  par t of  the cent ral  BLS 
per sonne l u t i l i zation sys tem (MI S ) , ar r anged by date . 
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Retent i on Pe r iod . Destroy when two year s old . 

2 0 4 .  Central D i v i s ion Re fe rence F i le . Con s i s t s  of  cop i e s o f  
compu te r pe r iod icals  and PPIR re lated mate r i a l s  i nclud i ng such 
pe r i od i cals as Compute r Dec i s ions , Compu ter Wor ld ,  Datamat ion , 
and NIH Inte r face , a s  we l l  a s  copies  of  such i ndustry  s tudy 
outputs as i ndustry check l i s t s , i ndus t ry synopse s ,  Tran s l ator 
Dat a  for S ample s 1-13 , and var ious manua l s  such as LABSTAT S e r i e s  
D i r e c tor i e s  and the l i ke . 

Retent i on Per iod . Rev i ew f i le annua lly to d e s troy obsoleted 
mate r ials  or mater i al s  no longer needed for current 
bus i ne s s .  
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OPPICE OP SURVEY PROCESSING 
DIVISION OF INDUSTRIAL PRICES AND INDUSTRIAL RELATIONS 

PLANNING AND PROCEDURES BRANCH 

BRANCH LEVEL PILES 

* 2 0 5 .  B ranch Admi n i s tr a t i ve - P rogr am Subj ec t F i le s .  A smal l  
f i le  i s  ma i ntained at  the B ranch leve l cover ing pe r sonnel name 
folde r s , f le x i t ime record s , othe r t ime and a t tendance f i le s ;  and 
var i ous  supe r v i sory manageme nt r eco rd s , such as B ranch Chi e f  
cop i e s  o f  var ious prog r e s s  repor t l i s t i ngs , e x t r a  copies  o f  
cor r e spondence , and oth e r  prog ram or admi n i s t r a t i ve f i le s ,  a s  
needed . 

Retent ion Pe r iod . De s t roy when no longe r needed for cur rent 
bu s i ne s s , except that ( 1 ) Inac t i ve pe r sonne l  folde r s  shal l 
be destroyed one year a f te r  separ a t ion or t rans f e r  of 
employee , and ( 2 ) f le x i t ime log s  a nd t ime a nd attendance 
records  shall be destroyed when three year s old . 

* 2 0 6 .  Word Proces sing Med i a  F i le s .  The f i les con s i s t  o f  a 
lar ge d i s k  of  a Lan ie r  Wor d  P roce s s i ng Sys tem used pr imar i l y  in  
the P lann ing and Procedu res  B ranch , bu t w i th te rminal s i n  o ther  
IPIR off  i ce s ,  as we l l  as f loppy d i s k s  used to s to re the  te xt  of  
i nd i v i dual i s suance s .  Each analyst i s  a s s igned a segme nt o f  the 
ma i n  system disk  as h i s  wor k i ng space , and in many ins tance s ,  the 
te x t  of a f i nished i s s uance i s  included in th i s  segme nt . 
Analysts frequent ly trans fer  the f i na l text f rom the i r wor k i ng 
segme nt o f  the large d i sk to f loppy d i s ks  ma i nta ined at  the i r  
d e s k s . I n  add i t ion , two sets  of b ack-up d i s k s  are  ma int a i ned for 
wee kly dumps of the ma i n  Lan i er d i sk  contents for secur i ty 
pu r pos e s .  

The word proce s s i ng med i a  f i le s  a r e  used for i n i t ial 
reproduc t ion of an i s suance and are rev i sed a s  requi red to 
f ac i l i tate prepar a t ion of changes  to i s suance s .  The sys tem i s  
a l so used for preparat ion o f  cor r e sponde nce , forms , chec k l i s t s , 
new slette r s , and industry synopse s ,  and the l i ke .  

Retent ion Pe r i od . Sc ratch when obsoleted or when no long er 
needed for cur rent bu s i ne s s , a s  appropr iate . 

* 2 0 7 . Program/Admin i s t r a t i ve Subj ect F i le s at  Team and 
S ubord i nate Supervi sory Leve l s .  Depend i ng on the ind ividua l 
s upe r v i sor s ,  varying volume s of admin i s t rat i ve a nd prog ram 
records are  ma inta ined cove r i ng :  wor k  s chedul ing , repor t i ng on 
wor k  prog r e s s  in accordance w i th PAC I I  or other  wor k load 
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measurement systems , t ime and attendance or f le x i t ime ,  pe rsonne l 
related matte rs ,  and other i nte rnal house keeping matte r s  a s  
requ i red , a s  we ll a s  record s pe r t a i n i ng to a s s igned areas  of  wor k  
such a s  plann ing , prog r e s s  repor ting , procedure and forms 
deve lopment and issuance , and r e f i nement of  s ample 
frame s/cluste r s  and e s tab l i shme nt sample s .  

Retent ion Per iod . De stroy when no longer needed for current 
bu s iness  or when three ye ars  old , wh ichever i s  soone r .  

PPIR PROCEDURE AND FORMS DEVELOPMENT TEAMS FILES 
(BEFORE LOG-IN - AFTER LOG-IN) 

Two teams have been e s tabl i shed in the P lann ing and 
Procedures  B r anch to be  r e spon s ible for th e developme nt and 
ma intenance of procedure manua l s , techn ical memorand a ,  i nte rnal 
proced ur e s , and related form r eco rds i nvolved w i th the generat ion 
of produce r pr ice indexe s .  The wor k of  the two te ams is d i vided 
on t he b a s i s  of cove r age before log- i n  o f  repor ted informat ion 
from e s tabl i shment s into the PPIR Sys tem , and a f te r  log- i n  of 
repor ted producer pr i ce information includ i ng the APPRISE sys tem . 

The Be fore Log- in Team i s  pre sently composed of  a team 
leade r  and some four teen people . I t  i s  d i vided into two gr oups , 
each und e r  a supervi sor . One group , und e r  a Che c k  L i s t-Procedure 
Coord inato r , consi sts  o f  Procedure Analys t s  re spons ible for the 
f i nal i s suance of prod uct-tr ansact ion chec k l i s ts and industry 
synopses  based on d r afts  obtai ned f rom DIPPI I ndustry Analyst s  a s  
we l l  a s  re l ated manua l s  and other procedural i s suance s .  

The other group , und er a Frame-C luste r  Re f i nement 
Coord i nator , consi s ts of  S tat i s t ical Ass i s tant s re sponsi ble for 
the i n i t i al lis ting of sample f rame s for par t i cular i ndustr i e s  
be i ng recyc led from the Bureau ' s Unive r s e  Unemployment Insurance 
F i le or oth e r  source s , for r e f i n ing the f r ame s and clus t er ing 
estab l i shments as needed , and in  coope rat ion w i th the S tat i s t i cal 
Method s D i v i sion of  DIPPI , r e f i ning the selected i ndustry s ample 
and i npu t t i ng the data into the s ample system data base . 

The other team , Af ter Log- i n ,  con s i sts  presently of a team 
lead e r  and some three Procedure Analys ts . I t  is re spons i b le for 
the i s suance of many of the docume ntary procedure manuals 
cove r i ng the PPIR system such as the APPRISE Manua l s  for 
Supe r v i sor s , for I ndustry Analysts , and the Manual for 
S tat i s t ical  Assi stant s ;  the Def ine and Enter  Manua l ;  the DSS 
Col lec t ion Manual; var ious techn i c a l  memorand a and i nte rnal  
proce d u re s ;  and for design ing and ensur ing the ava ilabil i ty of 
the Repr i c ing Form , some 90 , 0 0 0  of  wh ich w i ll e ventually be 
ma i led out monthly . 
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2 0 8 . Record Copy of  PPIR Me thodo log i cal D i re c t ive s  -
Manua l s .  The f i le cons i s t s  o f  the record copy sets  o f  the 
var ious type s of PP IR methodolog ical and procedu ral i s s uance s  
such a s :  ( 1 )  deta iled procedure manua l s  cove r ing he adquar te rs  and 
reg i onal procedures  in col l ec t i ng , r e v i ewing , and analyz ing 
produce r pr ice data , and gene ra t i ng requ i red indexe s ;  ( 2 )  
techn ical  memorandums i s sued to cover spec i f i c procedu ral 
problems i nvolving he adqua r te r s  and r e g i onal operat ions ; and ( 3 )  
inte r nal memorandums cover ing headquar te rs un i t s  ope r ation s .  The 
Plann ing and Procedure s B ranch of IPIR i s  r e spons ible for the 
documentation and gene rat ion of  these  d i r ec t i ve s  to provide for 
un i form i ty in the ope r a t i ons conce rned w i th i s suance of  PPIR 
inde xe s involving two D i v i s ions of  the O f f i ce of Pr i ce s  and 
Liv i ng Cond i t ions , the D i v i s i on of  I ndus t r ial Pr ice s and 
Indu s t r i a l  Relations of  the Of f i ce o f  Sur vey Proces sing , and the 
Of f i ce of F ield Operat ions , as we l l  as the e i gh t BLS Reg i onal 
Off i ce s .  

The detailed manual se r ie s  provide s  the pr imar y veh icle for 
docume nting PP IR methodology and i nc lude s such manual s a s : The 
APPRISE Sys tem re ference Manua l for I ndustry Analys ts , the 
APPRI SE Manual for S upe r v i sor s , and the APPRISE Manual for 
Sta t i s t ical  Assis tant s ;  the PP IR Frame and Sample Rev i s i on 
Manua l ;  the PPIR Data Collect ion Manual ;  the Collec t ion Sys tem 
Re ference Manua l for S tat i s t ical Ass i s tant s ;  the U ser s Manua l for 
the De f ine and Ente r Sys tem; and many other  smal ler manual s .  
Each manua l has i t s  own revis i on sys tem , and the record copy set 
includ e s  copies  of th e var ious r e v i sions issued as needed . The 
manua l s  total about three cub i c  fee t , wh i l e  only a few b i nders  
are r e qu i red to house the  PPI R  m i s ce l laneous techn i cal 
memo r andums or inte rnal i s s uance s .  

The manual s are ar ranged basically alphab e t i c ally by t i tle , 
wh i l e  othe r d i rec t i ve s  are basically chr onolog i ca l ly ar ranged . 
Manuals and other i s s uance s d ate from 1 9 7 8  to the present . 
Acc r e t i on i s  neg lig ible . 

Retention Pe r i od . 

a .  Record copy of  each type of  i s suance . Pe rmanent . O f f e r  
f o r  transfer t o  the Arch i ve s  o f  the Uni ted S tate s in  
f i ve-year bloc ks when the  mos t recent record i s  twenty 
ye ars old . 

b .  All othe r copi e s . Des troy whe n no longer needed for 
cur rent bu siness . 
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2 0 9 . Record Copy of 4-D ig i t  S IC Industry Produc t-Transact ion 
Chec k l i sts  - Industry Synopse s  and Re lated Col lec tion Forms . 
Und e r  the PP IR Sys tem , two deta i led descr ipt i ve docume nt s 
prepar ed dur ing an I ndustry S tudy ar e transmi t ted to the Reg i onal 
Of f i ce s  to fac i l i tate the i n i t i a l  col lection of  pr i ce quo te s  from 
sampled e s tabl i shment s of  a par t i cular 4-d i g i t  S IC Indu stry  
dur ing the Reg i onal Representa t i ve ' s  i n i t i al i nter v i ew o f  the 
repo r te r ( s )  of an e s tabl i shment . These formatted documents ( the 
prod uc t  and t ransac t i on check l i s t s  and the industry synop s i s )  are  
prepar e d  on a word proce s s i ng system by the Branch and are  
d i s t r i bu ted to the Reg i onal O f f i ce s  through the O f f i ce o f  F i e ld 
Ope r a t i ons . 

The produc t chec k l i s t  form i s  ta i lored to f i t  pr 1c 1 ng 
of spec i f ic produc ts  o f  a par t icu lar 4-d ig i t  i ndustry and s er ve s  
to g u i de the inter viewe r in  ident i fy i ng the spec i f ic products of  
an e s tab l i shment be ing pr iced , and to r ecord such information .  

The transac t ion chec k l i s t  ident i f i e s  the deta i l s  o f  a 
par t icular transac t ion be ing pr iced . The I ndustry Synop s i s  
Statement provi des a summar y  descr ipt ion of  the industry 
conc e r ned , i ts pr ic ing procedures , i t s  operat ing method s ,  and the 
l i ke to gu ide the Reg i onal Repre senta t i ve du r ing i nterview s  w i th 
repo r te r s of  a par t icular i ndustry . 

The se industry-o r i ented documents serve , i n  e f fec t ,  a s  
deta i led methodolog ical  guide s i n  the PPIR sys tem to ensure 
con s i s tency of  repor t i ng for each industry by Reg ional 
Represent a t i ve s  from e i ght BLS reg ions , and they re flect the 
deta i led in formation or ig inally i npu tted into the au tomated PPIR 
Sys tem for gene rat ing some 4 8 8  i ndustry-product pr ice indexe s .  

I n  add it ion to these industry-or iented document s ,  the 
reco r d  copy of un i ve rsal-type repor t i ng forms usable for any 
ind u s t r y  is also ma inta i ned in th i s  f i le .  Such forms i nc l ude 
face sheet s , repr i c i ng schedule s , d i s aggregat ion wor k  sheet s ,  
comment forms , and the l i ke .  

Th i s  file consi s ts o f  a record copy o f  each industry 
synops i s  prepared a s  we l l  a s  a r ecord copy of each blank 
chec k l i s t  or othe r re lated form . 

The f i le i s  ma i ntained i n  b i nders  by SIC numb e r s  and 
date s f rom 1 9 7 8  to date . Du r i ng recyc l i ng of the sample for each 
indu s t r y , revi sions are made to the ch ec k l i s t s  and industry 
synopse s .  

Retent ion Pe r iod . 

a .  Record copy set . Pe rmanent . Offer  for trans fer  to the 
Arch ives  of the Un i te d  S tate s in  f ive-ye ar bloc ks  when 
the mos t recent record i s  twenty year s old . 
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b .  Othe r  copi e s . Des troy whe n no longer needed for 
cur rent bu sine s s . 

2 1 0 .  Record Copy o f  PPIR Newslette r s . Two news let te r s  are 
cur ren tly publ i shed and d i str ibuted by the B ranch . One 
new s le t te r ,  PPI News le t te r ,  i s  i s sued quar te r ly . I t  provi de s  up­
to-d a te in formation to the var ious headquar te r s  o f f i ce s  and the 
Reg i onal O f f  ice s  on plans for improvement , propos ed or actua l  
systems changes , and the l i ke involving a l l  a spec t s  of  generating 
and i s s u i ng producer  pr ice s and pr ice indexe s .  Th i s  news lette r  
dates f rom 1 9 7 8  to d ate , and the r ecord copy i s  ma i ntained 
chronolog i cally in a b i nde r .  

At the t ime o f  th i s  wr i t i ng , a monthly spec i a l i zed 
news l e t te r , "APPRISE Surpr i se , "  has been s t ar ted to provide  up­
to-date information on the operat ion of  and the procedure s 
involved i n  the recently i ns talled APPRISE Sys tem for repr i c ing 
and e s t imat ion ac t i v i t i e s . The record copy date s from 1 9 8 5  and 
is ma i nta i ned in  a binde r .  

Retent i on Pe r iod .  

a .  Record copy . Pe rmanent . O f fe r  for t r ansfer  to the 
Arch i ve s  of  the Un i ted S tate s i n  bloc ks  of  f i f teen 
years  whe n the  late st  record is  f i f teen year s old . 

b .  All other copi e s .  De s troy when no long er needed for 
cur rent bus i ne s s .  

2 1 1 .  Pro j ect  - Wor k  F i le s for  PP IR Manual or  Othe r I s suance 
Deve lopment . The f i le s  cons i s t of  backg round mater ials  on the 
var ious procedures or sys tems , s tateme nt s o f  requi remen ts , 
var ious d r a f ts or ve r s i ons of  the manual s  and comments and 
sugges t ions of reviewe r s ,  and ma ter i al s  cove r ing the repr oduc t ion 
and d i s tr ibution of the manua l s ,  techn ical memoranda , or i nte rnal 
procedure i s suance s . 

I n  connec t ion w i th proj ec t  repor t i ng sys tems , ce r ta i n  
analysts  ma i ntain proj ec t f i le s o n  e ach assignment , but keep 
separ a te from proj ec t f i le s such wor k i ng mater ials  a s  bulky 
draf t s  and other background o r  reference mater i al s .  

Re tent ion Pe r iod . 

a .  Manua ls - D i re c t i ve s  that are issued . Destroy one year 
a f ter issuance or when no long er needed fo r cur r e nt 
bu s i ness , a s  appropr iate . 
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b .  Manua l - D i re c t i ve s  not i s s ued . De stroy whe n obsoleted 
or when no long er needed for cur rent bu sine s s , a s  
appropr iate . 

2 1 2 .  Project - Wor k  F i l e s  on Pub l i cat ion of Che c kl i s ts -
Ind u s try Synopses . The f i le con s i s ts of  typed manusc r ipt copies  
of the  var i ous  industry produc t - t ransact ion check l i s t s  a nd 
industry  synopses , read i ed for reproduct ion by the team analysts , 
a s  we l l  a s  some ear l i er ve r sions , c le arance documents o r  s ign o f f  
shee t s , and the l i ke . Dra f ts o f  the se col lec t i on documents are 
rece i ved f rom the i ndustry analysts o f  DIPPI . As a s s igned , team 
memb e r s  r e v i ew the d r a f ts and prepar e f i nal manuscr ipts for 
reproduc t ion and issuance to Reg ional Of f i ce s  for i n i t i a t ion 
inte r v i ews of estab l i s hments  dur ing sample gene r a t ion o r  
recyc l ing . The Lan i er Wo rd Proce s sor i s  used f o r  docume nt 
prepar a t ion . All documents e xcept f i nal s i gn-o f f  sheets are 
included in the DIPPI i ndustry study f i le s ( I tem No . 1 2 3 ) . 

Reten t i on Pe r iod . De stroy when three yea r s  old or whe n no 
longe r needed for cur rent bu sine s s , wh ichever i s  soon er . 

2 1 3 . Be fore Log-I n  Spec i a l  Progre s s  Repor t i ng Sys tem 
F i le s .  The Chec k-L i s t  Coord inator and her analysts ma inta in a 
spe c i a l  wee kly and quar te r ly prog ress  repor t ing sys tem on the 
status of complet ion of chec k l i s ts  and industry  synopse s from the 
t ime the d r a f t s  are r ece i ved from DIPPI analysts unt i l  they are 
read i ed for i ssuance to the Reg i ons through OFO . Weekly and 
quar te r ly progress repo r t  l i s t ing she e t s  are gene rated from a 
sma l l  data set for th i s  sys tem ma inta ined at the Cent r a l  Bure au 
Compute r  Fac i l i ty .  L i s t i ng she ets  r e f l ec t i ng input of d a t a  are 
also ma int a i ned . 

Retent i on Per iod . De stroy when supe rseded or when no longer  
needed for  cur r e nt bu sine s s , a s  appropr i a te . 

* 2 1 4 . F i nal Sample Fr ame/C luste r , and S ample Re f i nement 
Proj e c t  F il e s . Afte r comple t ion of  t h e  r e f i nement of the sample 
f r ame-cluste r ,  and the sample selec tion r e f ineme nt proce s s , the 
Team ma inta i ns a proj ec t record cove r ing the ac t i ons taken dur ing 
the r e f i neme nt proce s s . A separate folder is ma i ntained for each 
4-d ig i t  SIC industry i nvolved in  a s ample segment deve lopment or 
recycl ing ope rat ion . I ncluded in each folder are such docume nt s 
as : any related cor r e spondence ; si gn-o f f  forms of  SMD , IPIR , 
DIPP I , or OFO in  approving the s ample ; c lus ter forms r e f lec ting 
the g roup i ng of var ious subord i nate un i t s  of  a par t i cular 
e s tab l i shme nt ; cod ing sheets  used in inputt ing the sample data 
into the s ample data base ; and the l i ke .  The f i le cove r s  sample 
Segme nts 8 - through prese nt r ecyc l ing operations , and is ar rang­
ed by segment numbe r and S IC number thereund e r . P r ior segment 
record s are in Stat i s t ical  Method s  D i v i s ion ( see I tem 2 7 3 ) . 
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Reten t i on Per iod . Des troy folder for a S I C  a f te r  recyc l i ng 
has  taken place and pub l ic at ion o f  resul t s  has  comme nced . 

* 2 1 5 .  L i s ting Shee t s  - Microf i che o f  F inal S ample 
Frame/C luster  - F i nal S ample Re f i nement . L i s t i ng shee t s  o r  
mic r o f i che re flec t t h e  f inal data o n  the SIC i ndustry f r ame s­
samp le s  g rouped within  a par t icular s ample segment , ma i n t a i ned in  
the s ample data base . The f i le cove r s ,  at the t ime o f  th i s  
wr i t i ng ,  the final f r ame- s ample data for Sample S egments  1-21 , 
and w i ll bu i ld in the future for S egments 2 2  on a s  r ecyc l i ng 
cont inue s .  

The f i le cons i s ts  o f  machine l i s t i ng shee t s  for the 
twe nty or more 4-d i g i t  SIC i ndustry s ample s conta ined in  e ach 
segment of Segment s 1-3 . For s ample S egments 4-17 , microf iche of 
the d ata base contents we r e  prepared for th i s  f i le . For Segme nt 
18 on , l i s t i ng shee t s  are aga in  the med i a  for th i s  f i le  of f i nal 
indus try s ample frame s and sampled e s tab l i shment s .  

Retent ion Pe r iod . Destroy when superseded or whe n no long e r  
needed for cur rent bu s i ness , as appropr i ate . 

* 2 1 6 .  Preliminary Data Sets  - L i st ing She e t s  in  Frame-S ample 
Re f i nement . Dur ing the proce s s  of  deve loping and r e f i n ing f i nal 
sample f r ame- cluste r s  and f i nal sample se lec t ions , many 
inte rmed i ate steps are  unde r taken in cooperat ion w i th SMD and 
DIPP I . S tar t ing w i th pre- r e f i nement s teps , selected SIC l i s t i ng 
she e t s  are  obta ined f rom the UI  Unive r s e  f i le and othe r l i s t ings 
as ava i lab le , var i ous  d r a f t s  of  f r ame-cluste r  l i s t i ng s  are 
obta i ned and reviewed , a s  we l l  as prel iminary data sets  
ref lec t ing the frame-cluster developme nt and r e f i neme nt , unt i l  
the f i nal frame i s  entered into s ample data base . 

Af ter final  f r ame i s  selec ted for an i ndus try , wor k i ng 
with SMD , D IPPI , and OFO , the appropr i ate numbe r of e s tab l i s h­
ments  are  se lected , e nte red i nto data sets , and revi ewed and 
re f i ned unt i l  f i nal s ample select ion for the industry i s  
gene r ated and ente red into the sample data base . 

Retent i on Per iod . 

a .  P r e l iminary L i s t i ng Shee t s . Des troy a s  supe r s eded , 
unt i l  f i nal l i s t ings are obtained . 

b .  P r e l iminary Data S et s .  Scratch a s  superseded , unt i l  
f i nal en tr i e s  are made i n to the sample data base . 
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PLANNING TEAM FILES 

The P l anning Team o f  the B ranch , presently con s i s t ing of  a 
team leader  and two employe e s , i s  re spon s ib le for the ut i l i zat ion 
and ma i ntenance of the PAC I I  Automated P lann ing and Prog res s 
Repor t i ng System cover i ng the var ious IPP and PPI proj ec t s  w i th i n  
the D i v i sion o f  Indus tr i al Pr i ce s  and I ndus tr i al Re lat ions 
( IPIR) . Th i s  off- the-she l f  sys tem provides  for the appl i c at i on 
of compute r i zed techn i que s to au tomate IPIR proj ect plann ing and 
goa l set t i ng as we l l  as proj ec t  manag ement and progre ss 
repor t ing . It is prese ntly applied  to some th i r ty on-go ing IPP 
and PPI proj ec ts throughout IPIR . 

U s ing computer s imulation techn i que s ,  var ious alte rnat ive 
approaches are explored dur i ng the plann ing phase of a proj ec t  to 
deve lop the mos t e f f ec t i ve approach to r each stated proj ect 
goa l s ,  a s  we l l  as set t i ng m i l e s tone s and e xpec ted comple t ion 
date s for a schedule of s teps requ i red to complete a proj ec t .  

Requ i re d  descr ipt ive data on proj ec ts  are entered into the 
appropr i ate IPP or PPI PAC I I  d a ta base s , and wee k ly prog ress  
repor t s  are  inpu tted into the data bases  cover ing the s tatus o f  
the project  in  relat ion to i t s  s cheduled complet ion . L i s t ing 
shee t s  are obta ined wee k ly re flect i ng such inpu t ope rations . 

Wee k ly machine l i s t i ng she et manageme nt reports  are 
gene r a ted by the sys tem to acqua int management leve l s  throughout 
IPIR of the status o f  each on-go ing pr oj ec t and the need for 
ad j u s tment s  requi red to attain  goa l s  in  accordance w i th 
schedule s .  

The P lann ing Team i s  a l so pre sent ly wor k i ng on a proj ec t 
cove r i ng the feasib i l i ty o f  i ns tal l ing au tomated qua l i ty control 
mechan i sms throughout IPIR to ensure that e f fec t i ve and e f f ic i ent 
proced u r e s  have been adopted in gene rating produc e r  pr i ce and 
inte r na t i onal pr ice inde xe s .  

2 1 7 . PAC I I  Sys tem Data Base s .  The PAC I I  Automated 
Plann ing and Prog r e s s  Repor t ing Sys tem for IPIR proj ec ts  
ma inta ins two data bases  on a pr ivate d i s k  at the ce nt r a l  BLS 
computer  fac i l i ty .  One data base contains proj ec t descr ipt ive 
data , proj ec t plann ing data , and data on the s tatus of  planned 
comp l e t ion of IPP proj ects , and the other  data base conta i ns 
simi l a r  data on PPIR proj ec t s . Data on both act i ve and inact ive 
proj e c t s  are  included i n  the data base s , a s  we l l  a s  PAC I I  
prog rams r e qui red to admini ster  the sys tem . I nac t ive proj ec t 
data a r e  no t included on sys tem repo r t  pr i n tou t s .  

Dur ing sys tem r un s , data base s e t s  a r e  t rans fer red to 
anoth e r  d i s k  for secur i ty b ack-up purpose s .  
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At the t ime of  th i s  wr i t i ng ,  data on some th i r ty ac t i ve 
proj e c t s  we r e  included on the se data base s .  

Retent ion Per iod . 

a .  Data F ile s .  Scr atch inac tive pro j ec t  data three year s 
a f ter a proj ect become s inac t ive or whe n  no long er 
needed for cur rent bu s i ness , wh i cheve r is soone r .  

b .  P r og ram F i le s .  Scratch prog rams when no longe r needed 
for current bus i ne s s . 

2 1 8 .  PAC I I  Sys tem Inpu t  Data Sets , a nd Re late d  L i s t i ng 
She e t s . Data involved in  the PAC I I  system , whethe r inpu t ted 
wee kly if  prog ress reports  or on an ad hoc ba s i s  for plann ing 
s imul a t ion and the l i ke , are ma inta ined a s  intermed i ate data sets 
on d i sks  at  the cen t r a l  BLS Compu te r Fac i l i t y .  As r equi red , 
l i s t i ng shee t s  ref lec t i ng the te rmi nal inpu t t i ng o f  data are 
ob t a i ne d  and revi ewed to ensure accuracy of input ope rations . 
Appropr iate data are entered i nto PAC I I  data bases f rom the 
i nte rmed i a te data sets . 

Retent ion Per iod . Purge i nte rmed i ate data sets  once a month 
and d e s t roy inpu t l i s t ing sheets  after  succe s s ful entry i nto 
the data sets . 

2 1 9 . PAC I I  Sys tem Management Repor t Mach ine L i s t ing 
Shee t s . The PAC I I  Sys tem prod uce s seve ra l  wee kly manag ement 
proj e c t  status  reports  a s  wel l  a s  ad hoc reports  on plann ing 
proj ec ts and the li ke ,  a s  requ i red . The wee kly proj ec t status 
repo r t s  in the form o f  machine l i s t ing she e t s  inc lude execut ive 
summar y  repo r ts for the D i v i s i on Ch i e f , i nd ividua l re source 
repo r t s  on pe r sonne l u t i l i zat ion for super v i so r s  and team 
leade r s , i nd ividual pro j ec t  status repor ts  such a s  c r i t ical path 
repo r t s  for proj ec t lead e rs , and such other reports  as may be 
needed . 

Reports conce rn ing on-going pro j ects  are  s t r uctured to 
include d a ta from the t ime the proj ect wa s ente red i nto the 
sys tem together with the late s t  wee k ' s  up-date in formation .  

The input for these r eports  con s i s t s  o f  wee k ly inpu t­
turn- ar ound l i sting sheets  from per sonne l covered by the sys tem.  

Re te ntion Pe r i od . De s troy when s upe r seded or when no long er 
needed for cu r rent bu s i ne ss , as appropr iate . 
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220 . Qua l i ty Control or other P rocedural Proj e c t  F i le s . The 
Plann ing Team is pre se ntly beg inning a proj ect , in coope rat ion 
w i th the Qua l i ty Assurance S ta f f  of DIPP I , regar d i ng the 
feasib i l i ty of estab l ishing qual i ty control s cover i ng var ious 
IPIR ope r a t i ons . Reco rds  on such a proj ec t could includ e  
re fe rence and backg round mater i al s , r epor ted information on 
ope rat ional procedu r e s , data sets cove r i ng analyt ical 
determinations , drafts , and comme nts , mach ine l i s t i ng she e t s  
r e f lec t ing i npu t o r  outpu t o f  d a t a  set s , pre l iminary and f i nal 
repor ts , and the like . 

Othe r  procedural pro j ec ts o f  a s imilar nature may be 
under taken as requi red . 

Retent i on Pe r iod . Upon complet ion or abandonment of such 
procedural proj ects , d e s t roy immed i a tely background , 
mate r ial s ,  dr a f ts , pre l iminar y l i s t i ngs , or othe r tabu lar 
record s .  Destroy f i nal repor t or sys tem deve lopme nt 
mate r ials  when no longer needed for cur rent bus i ne s s . 

1 2 0  



OPPICE OP SURVEY PROCESSING 
DIVISION OP INDUSTRIAL PRICES AND INDUSTRIAL RELATIONS 
PRODUCER PRICE INDEX/REVISION , SYSTEMS SERVICE STAFFS 

The Sys tems S e r v i ce S ta f f s  (B ranch e s )  o f  the suppor t 
D iv i s i on o f  I ndustr ial Pr ice s and I ndus tr ial Relat ions ( IPIR) , 
O f f i ce of Survey Proce s sing conce r ned with  the Produce r Pr ice 
Inde xe s P rog ram are re sponsi ble for such ac t i v i t i e s  a s : ( 1 )  
d e s i g n i ng and docume nt ing the computer i zed sys tems and s ubsys tems 
requ i red for gene r a t i ng prod uce r pr ice ind e xe s ;  ( 2 ) prepar ing and 
upd a t i ng the var ious compu ter prog rams involved in ma i nt a i n ing 
and ope r a t i ng the data bases requ i red by the P rogram; ( 3 )  
mon i to r ing the ope r at ions o f  the sys tem components and d a ta base s  
and i n s tal l i ng improvements and revi s i ons a s  requi re d ;  and ( 4 )  
wor k i ng coope rative ly w i t h  o ther BLS organ i za ti ona l  un i ts 
conce rned w i th the prod uce r pr ice ind e xe s  such a s  othe r e lement s 
of  IP I R ,  DIPPI , the S tat i s t ical Method s D i v i sion , and the O f f i ce 
of F i eld Ope rat ions and Reg i onal O f f i ce s ,  to ensure the 
e f fec t i vene s s  of the PP IR Sys tem computer i zed ope rations . 

Organ i zat ionally , f ive separ a te te ams involving three 
B ranch e s  ( S taffs )  of  the D i v i sion are engaged in prov id ing the s e  
compu te r i zed ser vice s for the P roduce r Pr ice I ndexes Program .  
The wor k  i s  allocated among the f i ve te ams i n  accordance w i th the 
par t i cular data base s or sys tem components for wh i ch e ach team 
has r e spons i b i l ity a s  follows : 

( 1 )  The Sample Sys tem Team i s  re spon s i b le for the PPIR 
Sample Sys tem Data Base . Th i s  d ata base provide s the 
pe r iod ically updated i ndus t r y  s ample re g i s te r s  of  e s tabl i s hments  
requ i red to  obtain i n i t i a l  pr i c i ng and monthly repr i c i ng repo r t s  
from the e stabli shments of  each of the 4 8 8  manufac tur ing and 
mining i ndus tr ies and the var ious ser v i ce i ndus tr i e s  involved i n  
gene r a t ing the revi sed produce r pr i ce indexes .  

( 2 ) The PPI , Collec t i on ,  and P r oduc tion S upport  Te am i s  
re spon s i ble for the compu te r i zed sys tems i nvolved w i th the 
trad i t i onal PPI ( forme r Wholesale P r i ce )  Data Base , the PPIR 
Coll e c t ion Data Base , and the OCR opt i cal scanne r i npu t  sys tem o f  
the PP IR.  The PP! Data Base , wh ich i s  now be ing g radually phased 
out , gene ra te s  produce r pr ice indexes i n  accordance w i th the 
trad i t i onal commod i ty-o r i e nted e s t imat ion proce dure s  rath e r  than 
the p r e sent industry-based procedu re s .  The PPIR Col lec t ion Data 
Base provides  for the i n i t i al r eco rd ing o f  repor ted produc t 
pr ice s and spec i f icat ions f rom s ampled e s tabli shment s obta ined by 
BLS Reg ions dur ing sample segme nt deve lopme nt or recyc ling , or 
for r e cord ing repor ted revi s i ons to such base pr ic i ng d at a .  Such 
data are r e leased from the Collection Data Base to the APPRISE 
Data B a se or to the Est imation Sys tem , a s  appropr iate . The OCR 
scann e r  d a ta sets are involved i n  input t ing repor ted monthly 
repr i c i ng product pr ice s  f rom s ampled e s tabl i shments i nto the 
APPRI SE Data Base . 
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( 3 )  The APPRISE te am i s  re spons ible for the compu te r i zed 
sys tems involved w i th the APPRISE Data B as e .  The APPRISE Data 
Base is the med ium for record ing i n i t i al base pr ic ing i nformat ion 
released f rom the Collec t i on Data Base a s  wel l  a s  for r ecording 
the some 9 0 , 0 0 0  monthly prod uc t  repr i c i ng repor ts  rece i ved from 
sampled e s tabl i shme nts of each industry . 

( 4 )  The PPIR I tem/Cell  Team i s  re spons ible for ma inta i n i ng 
two segments of the PPIR E s t imation Sys tem , the PPIR We i gh t  Data 
Base , and the PPIR I tem Data Base , a s  we l l  as ce r ta i n  i nte rnal 
sys tems cont rol data . The We igh t  Data Base contains the r equi red  
e stab l i shment we igh t data  used in the calculat ion of  i tem 
we i gh t .  The PPIR I tem Data Base hold s i tem to cel l  mapping s , 
we igh ts , and re lated product pr i c i ng data for calcula t i ng the 
producer pr i ce indexes . 

( 5 ) The PPIR De f i ne and Enter  and Agg regate Team i s  
r e spon sible for ma i nta in i ng the Agg r egate Data Base o f  the 
Est i ma t i on System, the D e f ine and Ent e r  Sub-sys tem Data Base , and 
the pub l i shed and unpub l i shed Prod uce r Pr i ce I ndex subf ile 
tape s .  The Aggregate Data Base provides  the h i erarch i c al tree 
struc tu re s , we ight , and i ndex data requi red to gene r a te monthly 
prod uce r pr ice indexes and ma inta ins the t ime-ser ies  index data 
for the h i s tor ical producer pr i ce i ndexe s .  Th i s  Data Base also 
se r ve s  as a source for the gene r a t ion of  PPIR t ime ser i e s  data 
used to cre ate the pub l ished and unpub l i shed Produce r P r i ce Inde x 
sub f i le tape s . 

The inte ractive compu te r Def i ne and Enter  Sys tem Data Base 
allows DIPPI I ndus try Analysts when conduc t i ng industry s tud i e s  
to e n t e r  industry produc t agg regat i on tree data ( h i e rar ch ical S I C  
leve l s  from one to nine levels  of  clas s i f ication )  i n to t h e  De f i ne 
and E nter  System Data Base . Th i s  w i l l  be tran s f e r red to the 
Agg r e g a te Data Base , calculate indexe s , and produce the 
struc tured inde x table s for PPIR i ndex pub l i c at i ons . 

These above l i s ted d ata base s and related f i le s of  the PPI R  
system are pr imar ily ma int a ined o n  d i s k  f i l e s  at the ce nt ral  BLS 
computer  f ac i l i ty ,  w i t h  pe r i od i c  d i sk-to- tape back-ups be i ng made 
for secu r i ty pu rpose s .  

The Sys tem Se rvice S ta f f  teams , i n  add i t i on to these above 
l i s te d  compu ter i zed f i le s , also ma i ntain  such othe r type s of 
recor d s  as : physical and log i cal data d i c t ionar ies  and o ther 
sys tem docume ntation f i le s , computer program tape and mach ine 
l i s t i ng sheet library and re lated f i le s ,  a s  we l l  as sys tem 
deve lopme nt or design f i le s involving the or ig inal d e s ig n  and 
pos s i ble rev i s i on of  the var ious PPIR sys tems and sub-sys tems to 
ensur e  e f f i c ie ncy of  ope r at ions , and the l i ke .  
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BRANCH CHIEF AND TEAM LEADER LEVEL RECORDS 

2 2 1 .  PPIR/PPI Sys tem Servi ce B ranch Ch i e f s  Admi n i s t r a t i ve 
and P rogram Subjec t F il e s . The se f i le s  for the B ranch C h i e f s  of  
the P r oduce r Pr ice I ndex Re v i sion Sys tems Se r v i ce B ranch e s  
con s i s t  o f  documents o n  both inte rnal  housekeep i ng and program 
sub j ects  such as pe r sonnel ,  produc t ion repor ts , pe r i od i c  prog re s s  
repo r t s , compu te r util i zation ,  equ i pment cos ts , o the r equ i pment 
mat te r s , i nternal procedures , staf f me e t i ng s ,  a nd the l i ke . 

Retent ion Pe r iod . B re a k  f i le s  eve ry three year s and br ing 
forward ac tive ma te r i al s  to new f i le s  a s  r equi red . Destroy 
o ther mate r ials  when s i x  year s old or whe n no longer  needed 
for cur rent bu s i ne s s , wh ichever is soone r .  

2 2 2 .  Contrac t i ng O f f icer  Techn ical Repre sent a t i ve (COTR) 
Con ve n ience F iles . A B r anch Chief  or Team Leade r may ser ve a s  a 
COTR w i th a contractor ( s )  who provides  se r v i ce to the Bure au . 
The COTR may ma int a i n conven i ence f i le s  that may conta i n  cop i es 
of cor re spondence ; cop i e s  o f  invo i ce s  r ece i ved , revi ewed , a nd 
sent to the BLS cont r ac t i ng off i ce r  i n  the Bureau ' s D i vi s i on of 
Adm i n i s tr a t i ve Ser v i ce s , and the Bureau ' s D i v i s i on of F i nanc i al 
Plann i ng and Management for payment ; and r e lated mater ial s .  
Recor d  f i le s  are ma i ntai ned a t  h i gher  eche lon o f f  i ce s .  

Re tent i on Pe r iod . Destroy upon terminat i on or comple t i on of  
the  cont ract or whe n  no longer needed for  cur re nt bu s i ness , 
wh i cheve r i s  late r . I f  ac t i on i s  pend i ng on a 
completed/terminate d  cont rac t ,  destroy a f t e r  complet i on of 
the ac t i on .  

* 2 2 3 . T ime and Attendance F i le s .  Cons i s t  o f  B ranch cop i e s  of 
time and attendance , le ave and e ar n i ng s , and r e l ated f le x i t ime 
recor d s  pe r ta i n i ng to employees of the B r anches of PPIR Sys tems 
Se r v i ce .  O f f i c i al reco rd s  are ma i nt a i ned at the cent r al BLS 
Off i ce of Admi n i strat i on .  Such record s appear to be cove red by 
the P r i vacy Act .  

Re tent i on Per i od . Des troy when three year s old . 

2 2 4 .  Word Proce s si ng Med i a  F i le s .  Word proce s s i ng s to rage 
med i a  such as d i skette s  and proce s sor central  memory used i n  
prepar a t ion of  documents s uch a s  cor r e spondence a s  wel l  a s  
te x t ua l  mate r ial for repor ts  or o ther pre senta t i ons l i ke pape rs 
for me e t i ng s , etc. 

Retent i on Per iod . S c ra tch a f te r  all  e s sent i al informa t i on 
has  been analyzed , tabulated , or pre sented i n  docume nt form . 
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2 2 5 .  Team Leader  Program and Admi n i s t r a t i ve S ubj ec t and 
L i s t i ng Shee t File s . Team Leade r s , as pr inc i pal supe rvi sor s  of  
the i r  r e spec t ive sys tem analys t s , prog r amme rs , techn i c i ans , and 
othe r pe r sonne l ,  ma i nta in sma l l  admi n i s tr a t i ve and program f i l e s  
relate d  t o  procedures followed , pe r sonnel matte r s ,  and th e s tatus 
of wor k .  These f i le s  i nc l ude such document s a s  extra  cop i e s  of 
i nte r na l  correspondence , produc tion problem repor ts , prog r e s s  
repor t s , r e lated mach ine l i s t i ng s , logs of  sys tem acce s s  
violat ions , extra cop i e s  o f  pe r sonnel e valuations , team 
ins t r uc t i on s , pr inted refe r ence mate r ials , and the l i ke .  

Retention Pe r i od . 

a .  P rogram and Adm i n i s tr a t i ve F i le s .  Destroy whe n f i ve 
ye ars old or when no longer needed for cur rent 
bus i ness , wh i cheve r occu r s  soone r .  

b .  Machine L i s t ing She et s .  Destroy when s upe rseded ,  or 
whe n no longer needed for cur rent bu s i ness . 

2 2 6 .  Data Diction ar i e s  and Othe r Sys tem Docume ntation 
F i le s .  Data d i c tionar ies  and re lated sys tem documentat i on f i le s 
se r ve a s  the princ ipal e nd produc t s  for docume nt ing the Sys tem 
S e r v i ce S t a f f s ' (Branche s )  systems design  wor k i n  suppo r t  o f  the 
Produce r P r i ces Prog ram .  The re are two type s of the se compu ter­
prepared l i s t i ngs : the log i cal or analys i s  of requi rement s and 
d i c t i on ar y  l i s t ings , and th e phy s ical or deta i led d e s ign 
d i c t i onary l i stings . S uch f i l e s  are norma l ly ma inta ined und e r  
the s upe r v i s ion of a Team Leade r .  

The logical or analys i s  pac kage descr ibes the proce s se s  
invol ved i n  the ent i re sys tem , wh ether automated or manua l . I t  
prov i de s an explanat ion o f  system proce sses  i n  summar y  f a shion 
and i s  pr imar ily used by sys tem d e s igne r s to e xpl a i n  to D i v i sion 
of I nd u s t r ial Pr ice s and P r ice I ndexes or othe r reque s te r s  what a 
sys tem w i l l  enta i l .  I n  add i t ion to the analys i s  o f  requ i reme nt s 
d i c t i onary l i s tings , such an analys i s  pac kage can i nclude manua l 
or machine-prepared d i ag ram s ta tements such a s  d a ta f low , d a ta 
str ucture , or data product ion d i ag r ams , as we l l  a s  record larout 
statements , and the like . A use r ' s  g u ide for the sys tem d e s ign 
sta f f  may a l so be included . 

The phys ical or d e s ign pac kage provides deta iled 
spe c i f ic s  a s  to the var ious s teps involved in a proposed sys tem . 
I t  i s  more o f  an inte rnal deve lopment tool used by d e s igne r s  to 
unde r s tand the sys tem and ide nt i fy compu ter prog r ams to be devel­
oped to implement/mod i fy the sys tem . In  add i t i on to the phy s i cal 
d i c t i on ary l i s t ings , such a d e s ig n  p ackage can i nc lude var ious 
supplemental statement s  such as sys tem f low char t s  a t  the program 
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leve l , data base design char t s , mach ine test  d i ag r ams , and the 
like . 

S uch data d i c t i onar ies  and re lated system documentat ion 
f ile s are  b a s i c  for ach ie ving an unde r s tand ing of a r e spect ive 
system and i t s  data base . The record copy of  the li s t i ngs and 
related ma te r i al s  are g rouped by the two type s of packag e s .  The 
fi le s compr ise  about seven cub i c  feet and accre t i on i s  
negl i g ible . The date s  of  the r ecord s cover 1 9 7 8  to d a te , and the 
file s  are pr imar ily a r r anged by data base concerne d .  

Tempo rary data s e t s  a r e  ma i ntained a t  the central  BLS 
compu te r fac i l i ty for gene r a t i ng the d i ct i onar y l i s t i ngs . As 
requ i red , r e v i s ions to prog rams are ente red in the appropr i ate 
data d i c t ionar y f i le s .  

Re tention Pe r iod . 

a .  Documentary mate r ial s .  Pe rmanent . Offer for t rans fer 
to the Ar chive s  o f  the Un i ted S tate s i n  bloc ks  of  ten 
year s when the mos t  recent record is twenty year s old . 

b .  Temporary data sets . Sc ratch when no long er needed for 
cur rent bus i ne s s . 

2 2 7 . Compu ter Program L ibrary and Re lated F i le s .  Program 
libr ary  f i le s are ma i ntained on d i s k ,  tape , or mas s  s torage at 
the central  Bureau compu te r fac i l i ty for the var ious sys tems 
requ i red to suppor t the Producer Pr ices Prog ram.  These f i le s 
inc l ude such progr ams a s  source , obj ec t ,  load , index 
calculat ions , library , and the l i ke . 

I n  add i t ion to the prog ram f i les in  mach ine-readable 
forma t  at the cent ral Bur e au computer f ac i l i ty ,  IPIR off i ce s  
ma i n t a i n  hard copy mach i ne l i s t i ng f i les  of  the programs 
compr i s ing the library . 

S imi lar l i s t i ng sheet f i le s and data sets are 
ma i n t a i ned for job control lang uage s tatements and procedu re s 
used to subm i t  jobs re lated to daily  and monthly produc tion .  

Re tention Per i od �  Destroy when s upe r seded or when no longer 
needed for cur rent bus i ne s s , a s  appropr iate . 

* 2 2 8 .  COM Micro f i che Re fe rence F i les . For conven ience o f  
re fe rence , the IPIR B ranches that support  the P roduce r Pr ice s 
Prog r am r ece ive compu ter outpu t  microf iche ( COM) ve r s ions of  
selec ted PPIR index data and othe r  data sets ma intained in 
mach i ne-readable form at  the BLS cent ral  computer fac i l i ty .  Th i s  
sma l l  f i le  include s such mach ine l i s t i ngs a s  the Pr ice Rev i ew 
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L i s t i ng s , Reporter Addre ss L i s t i ngs , Deta iled Ce l l  L i s t i ng s , 
Ind e x  Analys i s  L i s t i ng s , H i s tor ical  S ub f ile T ime S e r i e s  table s , 
and the l i ke . Mos t COM l i s t i ng s  ar e rece ived pe r iod i cally , but 
some may be  rece ived a s  r eque s ted . 

Retent ion Pe r iod . Des troy when three year s old or whe n no 
longe r  needed for cur rent bu sine s s , a s  appropr iate . 

PRODUCER PRICES PROGRAM DATA BASES AND OTHER FILES 

* 2 2 9 .  PPIR Sample Sys tem Data B a se F i le s . The s ample data 
base f i le s ma i ntained und er the TOTAL d ata base manageme nt sys tem 
prov i d e s  the compu te r i zed documentat i on and proce s s i ng 
capab i l i t i e s  for the industry e s tab l i shme nt sample s for the PPIR 
star t i ng w i th Sample Segment 2 2 , the f i r s t  o f  the recyc l i ng 
sample segments . When sample r ecyc l ing i s  completed , the f rame s 
and s ample s for al l 4 8 8  manufac tur ing and m i n i ng i ndustr i e s  a s  
we ll a s  f o r  the newly-ac t i vated ser v i ce i ndus tr i e s  w i l l  be 
inc l uded in this  d i s k  data base . 

The data base i s  compr ised o f  such f i le s a s  the 
Clu s te r-Headquar te r s  F i le , the Estab l i shment F i le , the S ample 
Un i t  I n fo rma tion F i le ,  the Match-Name F i le , the S tate F i le , S IC 
Indu s t r y  F i le , and the Mul t i -SIC Company F i le , a s  we l l  a s  the 
Estab l i shme nt Index F i le , and the S ample Un i t  I ndex F i le . At 
pre sent , some 400 , 0 0 0  record s ar e inc l uded i n  the data base , 
ma i nta i ne d  on some 4 , 50 0  t r ac k s  of  a pr i vate d i sk at the Cent r a l  
BLS compu ter facil i ty .  

The data base i s  updated eve r y  qua r te r  to provide for 
revi sions obtained from an input tape compr i s ing var ious change s 
in e stab l i s hments of  the s ample s re f lec ted by the oper a t ions of 
the colle c t ion and r epr i c i ng sys tems f i le s .  In add i t ion , annual 
revi s i ons are  inpu tted into the data base by a tape re f lec t ing 
change s i n  s ample e s tab l i shme nt s r e f lec ted by ope r at ions o f  the 
BLS Unemployment I nsurance (Unive rse  Management Sys tem) f i le s .  

New establ i shme nt d ata are i nput ted i n to the d ata base 
dur i ng i nd u s try sample recyc l i ng by the S ample Fr ame-C luster 
Re f i neme nt Group of  the P lann ing and Procedures  B ranch , OSP . 

For secu r i ty or back-up pu rposes , the content s o f  the 
data base are dumped per i od ically on to tape tw i ce a wee k .  

Re tent i on Per iod . 

a .  D i s k  Data Base F i le s .  Scratch whe n all  essent i a l  
i nformation h a s  been tabulated or analyzed , o r  whe n  n o  
longer needed for current bu s i ne s s , a s  appropr iate . 
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b .  Tape Back-up F i les . Scra tch when one month old . 

c .  Revision , i npu t tape s .  Sc r atch a f ter succe s sful  i npu t 
i nto data base and update transac t ion f i le .  

* 2 3 0 .  Rev i s ion Sample Un i t  Mach ine Readable F i le . The 
Rev i s i on S ample Un i t  f i le is a data set ma i n t a i ned on d i s k  and in 
mas s  s to r ag e  providing computer i zed docume ntation of  the i ndus try 
establi shments sampled for  the  PPIR cove r i ng S ample Segments 1-
21.  E s tab l i shment s cove r i ng some 488  m i n ing and manufactur i ng 
indu s t r i e s  we re included i n  the f i r s t  f i le  o f  s ampled 
estab l i shments  und e r  the PP IR sys tem . 

The f i le i s  upd ated pe r iod ically to re f lec t change s  i n  
the e s tab l i shments o f  the var ious sample s .  Pr ior to the 
recyc l i ng of an indu stry  sample , the f i le  is r un to provide 
pe r sonne l w i th lis t i ng sheets  r e f lec t i ng the status o f  the 
pre v i ous s ampled e s tab l i s hments  for an i ndustry . 

The f i le i s  backed- up per i od i c al ly to tape for secur i ty 
purpose s .  

Reten t i on Pe r iod . 

a .  Ma i n  File . S c r a tch previous i ndustry s ample 
e s tabl ishme nt r ecords  after  recyc l i ng is comple ted for 
the par t i cular indu str ies  of  a s ample segment . 

b .  Back-up F i le s .  Sc ratch when supe r seded by later b ack­
up . 

* 2 3 1 .  S ample Sys tem Update Tran s ac t i on Mach i ne Readable 
F i le s . Con s i s t of data on d i s k  and tape a s  appropr iate 
ref lec t ing the conte n t s  of  the var ious upd ate t ransac t ion j ob 
run s  made aga i nst the PP IR s ample data base system.  Th i s  f i le 
se r ve s  qua l i ty assu rance and control purposes by docume n t i ng the 
job r un s  made in updat i ng or r ev i s i ng the s ample sys tem data 
base , and se r ves  as a transac t ion aud i t  t r a i l .  

The d i sk f i le i s  backed-up pe r iod ic al ly for sec u r i ty 
purpose s .  As requi red , l i s t ing she ets  r e f lec t i ng f i le status may 
be gene r ate d . 

Retent i on Pe r iod . S c r atch mach i ne-readable f i le s  and 
d e s troy l i s ting s whe n  no longer needed for cur r e nt bu s i nes s .  
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2 3 2 . S ample Sys tem Job Log Mach i ne Readable F i le . The j ob 
log f i le complements the upd ate transact ion f i le in  identi fying 
the var i ous  j ob r uns made aga i nst the s ample system data base . 
I t  provides such i n formation a s  the date and t ime whe n  e nte red , 
time when f i n i shed ( un l e s s  the r un was abor ted ) , ident i f icat ion 
of the analyst involved , a nd the l i ke . Th i s  smal l  d i sk  f i le i s  
backed-up per iodi cally for secu r i ty pu rpos e s , and serve s  a s  a 
sys tem control or qua l i ty assurance f i le a s  r equi red . L i s t i ng 
shee t s  r e f lec ting f i le  s tatus may be gene r ated . 

Rete ntion Pe r i od . Sc ratch mach ine readable f i le s and 
d e s t roy l i s tings whe n no longe r  needed for cur rent bu s i ne s s .  

* 2 3 3 .  PPIR Sample Sys tem Deve lopme nt - Re v i s ion F i le s .  
Dur i ng sys tem deve lopment or revi s i on o f  programs involved in  the 
PPIR s ample system , var ious test r uns and oth e r  pre liminary 
proce s s i ng r uns are und e r taken by the sys tem analys t s .  
Volumi nous l i s ting she e t s  and tempo rary te s t  sys tem deve lopme nt­
revi s i on data sets r e f lec ting sys tem te s t i ng or program d ebugg i ng 
are gene r a ted . These pe r ta i n  to i ntermedi ate proce s si ng 
ope r a t i on s . 

Retent i on Pe r iod . S c ratch data sets  or des troy l i s t i ng 
sheets after they are s upe rseded , or upon completion of  
te s t i ng or  debugg i ng ope rations involved . 

* 2 3 4 .  Produce r P r i ce I ndexes (PP I )  Produc t ion Data B a s e  D i s k  
and Tape F i le s . The PP I Prod uc t i on Data Base contains the 
var ious data sets requ i red to gene rate ce r ta i n  monthly pr i ce and 
inde x data for the monthly pre s s  re lease and pr inted BLS 
Bulle t i n ,  "Produce r Pr i ce s  and P r i ce I ndexes  Data . "  I t  i s  
planne d  that this data base w i l l  b e  ph ased out f rom a n  ac t i ve 
statu s a s  the conve r s ion to the Produce r Pr i ce I ndex Re v i s ion 
System i s  fully implemented w i th i n  the next few year s . 

The PPI Data Base compr i s e s  some 3 2 0 0  t r acks  of  a 
pr iva te d i s k pack at the central BLS compu ter fac i l i ty and is  
ma int a i ned und er the TOTAL data base manageme nt sys tem . For  
secur i ty and back-up pu rpos e s , the  content s of the data base ar e 
dumped da i ly onto tape s .  The tape f i le s are scratched whe n  one 
month old . A separ a te monthly dump to tape for remote s to rage i s  
also pe r formed . 

The d i sk data base incl ude s f i ve f i le s :  ( 1 )  a maste r 
f i le cons i s ting of ba s i c  data pe r ta i n ing to each commod i ty/ 
produc t i tem;  ( 2 )  a f i le o f  pr ice data ident i f i ed w i th the 
repor t ing e s tabl ishmen t s ;  ( 3 )  a mapping f i le conta in ing data 
related to the commod i ty aggregation ( h i e r a r ch i al )  s tr uc ture ; ( 4 )  
link we ight f i le s conta i n i ng we i gh t ing d ata for the var ious 
commod i t i e s ;  and ( 5 ) a f i le  of  spec i f icat ions for e ach commod i ty .  
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I n  add i t ion to the pub l i cat i on of  i ndex data gener ated 
from th i s  d ata ba se , a s  me ntioned above , t ime ser i e s  data are 
also acce s sed d i rec tly by the LABSTAT staf f .  (See I tems 1 5 7  and 
24 4 . )  

As i ts contents can ident i fy i nd i vidual repo r t i ng 
estab l i shments , the data base i s  cons idered con f ident i a l .  

Reten t i on Pe r iod . 

a .  D i sk data base f i les . Scratch when a l l  e s sent i al 
i n formation has been tabulated or analyzed , or when 
super seded , a s  appropr i ate . 

b .  Tape back-up f i le s .  Sc ratch da i ly back-up tapes  when 
one month old or a s  needed for  disk  regene r a t i on ,  a s  
appropr i a te . S c ratch monthly back-up tape s when seven 
months old . 

* 2 3 5 .  PPIR Collec t i on System Data Base F i le s . The PPIR 
(Produce r Pr i ce I ndex Rev i s i on)  Collect ion Sys tem captures  data 
from i n i t i at i on forms rece i ved f rom Reg i onal O f f i ce s .  I t  
reformat s  the data and serve s  a s  a hold i ng area wh i le they are 
und e r  r e v i ew for pos s ible i nc l u s i on i n  the APPRI SE data base . 

The collec ted data apply to po te nt i al new repor t ing 
estab l i shment s  or old e s tabl i shment s  report i ng new prod uc t s . 
Included i n  the Collec t i on Data Base are two f i le s of cont inuing 
data : ( 1 )  an Establ i shment Ma ste r F i le pe rta i n i ng to 
estab l i shments for wh ich the Reg i onal O f f  ices h ave provided inpu t  
data ; and ( 2 ) a n  I tem Master F i le cont a i n i ng d a t a  o n  each un i que 
produc t w i th i n  a repor t i ng e s tab l i shme nt . 

I n  add i t i on ,  s eve ral temporary data sets  may be i n  the 
data base for inpu t and proce s s i ng purpose s and are scr atched 
afte r the re lease of  establ i shment and product data to the 
APPRI SE data base . See Schedule I tem 2 3 8  regard ing the APPRI SE 
data b a se . 

A f ter the r e lease to the APPRI SE data base of 
es tab l i shme nt and produc t d ata r e lated to a spec i f ic 4-d i g i t  
Stand a r d  I ndustr ial C la s s i f i c at i on i ndus try , the conte nt s o f  the 
two mas ter f i les are transfe r red to a H i s tory Mas ter F i le i n  the 
d i s k  Col lec t i on Data Base . 

The Collec t i on Data Base shar e s  a por t i on of  an APPRISE 
pr i vate d i sk  at the central BLS compu ter fac i l i ty ,  u s i ng the 
MANTI S  data base management sys tem . For secur i ty and back-up 
purposes , the contents o f  the d ata base f i le s  are d umped da ily 
onto t ape and are wr i t ten over wee kly . 
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As the contents o f  these f i l e s  could ident i fy repor t i ng 
estab l i shmen ts , they are cons ide red con f ident i a l . 

Rete n t i on Pe r iod . 

a .  H i s tory Maste r f i l e s . Scra tch when a l l  es sent i a l  
informat ion h a s  been analyze d , tabulated , i s s ue d , o r  n o  
longer needed for cur rent bus i ne s s , a s  appropr i ate . 

b .  D i sk  tempor ary inpu t and proce s s i ng f i le s .  S c r atch 
when no longer needed for cur rent bus i ne s s .  

c .  Tape back-up f i le s .  Sc r atch when one wee k  old o r  when 
no longe r  needed for d i s k  regene r a t ion ,  a s  appropr iate . 

* 2 3 6 .  OCR Scanne r Inpu t  Data S et s .  A n  Opt i c al Char ac ter 
Reade r  (OCR) scanner  i s  used to read and inpu t  into temporary 
d i s k  f i le s some of the data e lements on the PP IR monthly . 
repr i c i ng schedule s rece ived f rom repor t i ng e s tabl i shment s .  The 
OCR sys tem i s  also used to read and inpu t  d ata on schedules from 
repor t i ng e stablishments for other P r ice s sys tems such a s  the 
I nte rnational Pr ices Prog ram ( see I tem 5 9  of  th i s  Records  
Schedule ) .  After succe ssful entry of the  OCR i npu tted data to 
the appropr i ate d i s k  data base such a s  APPRI SE ( I tem 2 3 8 )  or th e 
Expo r t- Impor t Pr ice I ndexes Produc t i on Data Base ( I tem 4 4 ) , the 
tempor ar y  d i sk  f i le s are s c r atched . These f i le s are con side red 
con f i dent i a l  as they would ident i fy repor t i ng e s tabl i shment s .  

I n  add it ion to th e d ata f i le s , the OCR Sys tem includes  
mag ne t ic tape and pape r tape program f i le s  for  oper a t i ng the 
scanne r  i nput proce s s ing . 

Re ten t i on Pe r iod . 

a .  Data file s .  Scra tch a f te r  succe ssful entry of data to 
the appropr i ate d ata base . 

b .  OCR program tape s . Sc ratch when super s eded , or when no 
longer needed for current bu s i ne s s , as appropr iate . 

2 3 7 . PPI LABSTAT Time S e r ies  Data Tape s . At the cent ral  BLS 
compu ter  fac i l i ty ,  tape f i le s are ma i nt a i ned of P r oduce r Pr i ce 
Index ( PP I ) commod i ty-or iented t ime se r ie s  data wh ich are 
acces se d  d i r ectly by the LABSTAT staf f for updat ing LABSTAT f i le s  
(See I tem 1 5 7  for LABSTAT PP I f i le s ) . The tape s a r e  updated 

monthly w i th new cumula t i ve t ime se r i e s  d a ta for the PPI . 
Replaced tape f i les  ar e scratched a f te r  s i x  months . 

Re tent i on Pe r i od . S c r atch replaced tape f i les  whe n  s i x  
month s old . 
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* 2 3 8 .  APPRISE Data Base F i le s .  The Automated Produce r Pr ice 
Ind e x  Sys tem for Econom i s t s  (APPRISE)  is an automated d a ta 
proce s s i ng system for u s e r s  i n  per forming the PPIR monthly 
repr i c i ng ac tiv i t i e s . 

The APPRISE data base conta ins var ious micr odata f i le s 
for produc i ng monthly repr i c i ng d a ta for r e lease ( transfer ) to 
the E s t imat ion Sys tem . The latte r sys tem produce s the calculated 
monthly pr i ce inde xe s .  

The APPRISE data base and i t s  prog ram f i le s compr ise 
some four pr i vate d i sk  pac k s  at  the cen t r al BLS compu te r 
fac i l i ty .  I t  is  ma int a i ned under  the TOTAL data base manag ement 
sys tem . For secur i ty or back-up purposes , the contents o f  the 
data base are dumped d a i l y  onto tape . 

The d i sk  data base i nc lude s  data mas ter f i le s and 
related var i able f i le s .  I t  al so include s seve r al temporary  inpu t 
and proce s s i ng f i les , i ntermed i a te inpu t/outpu t  f i le s , and sys tem 
control  f i le s  - all of whi ch are covered by Gene ral Reco rds  
Schedule 2 0  - Par t  I I , I tems 1 through 1 4 . ( See I tem 267  o f  th i s  
Schedule . )  

Ma ster f i le s and related var iable f i l e s  cons i s t  of  such 
data a s :  ( 1 )  h i s tor ical and cur rent proce s si ng month PPIR produc t 
data ; ( 2 )  ident i f i cat i on of  current repor te r s  repre sent ing 
respondent e s tabl i shme nts and the last preced ing company 
repr e sentative ;  ( 3 )  e s tabl i shment summar y data ; ( 4 ) data on 
stat u s  of e ach S tand ard I ndus tr i al C la s s i f icat ion group in the 
APPRISE system; and ( 5 ) a " ce l l "  f i le of data relat ing to the 
publ i shab i l i ty status of  produc t/commod i ty i tems for wh ich 
Prod uce r P r ice Inde xe s are compu ted . 

I t  i s  also planned to e s tab l i sh h i s tor ical tape f i le s 
for t r ansfer  f rom the d i s k f i l e s  of  monthly repor ted changes  in 
pr ice s and o the r change s in the d i sk  d ata f i le s such a s  those 
per t a i n ing to produc t spec i f i cat ions , te rms of  transact ion , 
change of e s tablishme nt ident i f ication , and the l i ke . 

The data base i s  con s i de red con f ident ial  as i ts 
conte nts  could ide n t i f y  repor ting e s tab l i shments . 

Reten t i on Per iod . 

a .  D i s k  data f i le s and h i s tor ical tape f i le s .  S c ra tch 
when all e s sent i al information has been tabulate d  or 
analyzed , or whe n super seded , a s  appropr iate . 

b .  Tape back-up f i les . S c ratch when two wee ks old or whe n 
no longer needed for d i sk  regene r a t i on ,  a s  appropr iate . 
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* 2 3 9 .  APPRISE System Control and Batch Management Machine 
L i s t i ngs . Per iod ically , or a s  requ i re d , Team Leade r s  and othe r 
B ranch pe r sonnel obtain  sys tem control repo r t s  and batch 
manag ement compu te r pr intout l i s t i ng s  for review i ng sys tem 
comp l i ance w i th requi rements a s  we l l  as prog rams and produc t ion 
e f f ec t i vene s s .  These are temporary l i s t i ng s  for one- time ,  
spe c i al or pe r i od ic analy s i s  for identi fying sys tem prob lems and 
need s .  

Re tention Pe r iod . De s troy when no long e r  needed for cur rent 
bu s i ne s s . 

2 4 0 . De f i ne and Ent e r  Data Base D i s k  and Tape F i le s . The 
inte r ac t i ve compute r De f ine and E nte r Sys tem allows D i v i sion of  
Ind u s t r ial Pr ice s and Pr ice I ndexes (DIPP I )  industry analysts to 
enter industry-produc t agg regat ion tree d a ta i n  the compu ter 
sys tem f i le s and to have the compu ter sys tem do calculat ions and 
produ ce i ndex publ icat ion tab le structu res . An i ndex pub l icat ion 
str uc ture (or agg regate tree mod e l ) is basically a l i s t  of  ce l l s  
and aggregat ions t o  h i gh e r  summary levels  for which producer 
pr ice indexes will be calculated and , i f  establi s hment re sponse 
and cove rage are  adequa te , w i l l  be pub l ished . 

Dur ing the industry study ac t i v i t i e s , the DIPPI 
analysts  enter requ i red d ata v i a  terminal s .  Once an i ndustry­
product pub l i cat ion s t r ucture is approved for extract  by DIPP I 
of f i c i al s  such as Team Lead e r s , th at pub l icat ion structure  
(ag g regation tree ) can then be t r ans f e r red into the Est imation 
Sys tem ' s Aggregate Data Base ( see I tem 2 4 3 ) . Th e transfe r red 
dat a  are  a l so reta ined in  the Def i ne and Enter  Data Base . 

The contents of  the d ata base include an i ndustry group 
mas t e r  f i le and var iable f i le s .  E stabli shment and pr ice 
repo r t ing data are not inc luded . The mas ter f i le conta ins  data 
pe r t a i n i ng to SIC industry g roups at  o r  above the 4-d ig i t  leve l 
re f l e c t ing the groups ' sample developme nt or r ecyc l i ng 
sta t use s .  The var i able f i le s conta i n  data pe r t a i n i ng to produc ts  
incl uded i n  the sample segments , r e lated to the i r  i ndus try 
group s , s uch a s  pub l i shab i l i ty status , we igh t i ng facto r s , 
geog raphical  information , some s ample se lect ion facto r s , a nd th e 
l i ke . 

The Def ine and Ente r Data Base i s  ma int a i ned on pr iva te 
d i s k s  at the central Bureau compu ter f ac i l i ty ,  und er the TOTAL 
data base management sys tem . For secur i ty and back-up pu rposes , 
the d i s k  f i le s are copied to tape three t ime s each wee k  and the 
bac k - up tape s ar e scratched whe n two months old . I n  add i t ion , a 
monthly dump of d i s k  f i les  to tape i s  pe r formed , the result i ng 
bac k - up tape s be ing scratched when seven months old . 
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Retent i on Pe r iod . 

a .  D i sk data base f i le s . Scratch pub l i c at ion s t r uc ture 
d ata when all esse nt i al i n format ion has been analyze d , 
tabulated , or pub l i shed , or when super seded , a s  
appropr i ate . 

b .  B ack-up tape f i le s . Scratch the thre e-pe r-we e k  tape s 
when two months old . Sc r atch the monthly back-up tape s 
when seven months old . 

* 2 4 1 .  PPIR We i gh t  Data B a s e  D i s k  and Tape F i le s .  The PPIR 
We i gh t Data Base F i les  cont a i n  data sets used to calculate i tem 
{product )  we i ghting d ata wh ich are transfe r red to the PPIR I tem 

Data B a se { see Item 2 4 2  of th i s  Record s Schedule ) .  The contents 
of the s e  f i les contain  e s tab l i shme nt and i ndustry r e lated data 
wh i ch h ave been der i ved f rom the Col lec t i on and Sample Data Bases 
{I tem 2 3 5  and 2 2 9 , r e spec t i vely ) . 

The We igh t Data Base F i le s are ma i nta i ned on pr iva te 
d i s k s  a t  the central Bur e au compu ter fac i l i ty ,  und er the TOTAL 
data base management system . For secur i ty and back-up pu rposes , 
the d i s k  f i les  are dumped to tape three t ime s e ach wee k ,  the 
bac k - up tape s be ing scratched when two wee ks old . For add i t i onal 
secu r i ty ,  d i s k contents are also d umped to tape monthly a nd these 
latte r tape s ar e scra tched when seven months old . 

Retention Pe r i od . 

a .  D i s k  data base f i le s . Sc ra tch when a l l  es sent i al 
i n format ion has been tabulated , analyzed , or pub l i shed , 
or when superseded , a s  appropr i ate . 

b .  Tape back-up f i le s .  S c r atch r egular { three-pe r-we e k )  
tapes when two wee k s  old . S c ratch monthly tape s whe n 
seven month s old . 

2 4 2 . PPIR I tem Data Base D i s k  and Tape F i le s .  The PPIR I tem 
Data B a se f i le s  conta i n  PPIR product { i tem) d ata sets needed to 
produce product inde xe s wh i ch are  trans ferred to the Aggregate 
Data Base  { I tem 243 of  th i s  Records  Schedule ) . 

The I tem Data Base f i le s  ar e ma i nt a i ned on pr i va te d i s k  
packs a t  the central BLS compu ter fac i l i ty ,  und e r  the TOTAL d ata 
base manag ement sys tem . For secur i ty and back-up pu rpos e s , the 
d i sk f i les  are dumped to tape three t ime s each wee k ,  the b ack-up 
tape s be i ng scratched when two wee k s  old . For add i t ional 
secur i ty ,  d i sk contents are al so d umpe d  to tape monthly and these 
lat te r tape s are scratched when seven months old . 
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The contents of  the I tem Data Base include product 
mac r od ata such as base pr i ce s , net pr i ce s ,  we igh t s , sample cycle  
ident i f i ed w i th ,  S IC i ndustr ies  ident i f ied w i th ,  and the l i ke 
requ i red to generate the prod ucer pr i ce i ndexe s .  I n  add i t ion to 
data obta i ned from the I tem Data Base ca lcula t i on s , othe r data 
have been der ived f rom the Col lec t i on , APPRISE , and We igh t  Data 
Bases ( I tems 23 5 ,  2 3 8 , and 2 4 1 ,  re spec t i ve ly ) . 

Re te ntion Per i od .  

a .  D i s k  data base f i le s .  S c r atch when a l l  essen t i al 
i nformation has been tabulated , analyze d , or pub l i shed , 
or when supe r s eded , a s  appropr i ate . 

b .  Tape back-up f i le s .  Sc ratch regular ( three-per-we e k )  
tapes when two wee k s  old . Sc r atch monthly tape s when 
seven months old . 

2 4 3 . PPIR Agg regate Data Base D i s k  and Tape F i le s .  The PP IR 
Aggregate Data Base of  the Estimation Sys tem is  used to produce 
the monthly produce r pr ice s i ndex table s .  Th i s  data base 
rece i ve s  i ndex aggregation tree models  from the De f i ne and Enter 
Data Base ( see Item 2 4 0 )  and monthly i ndu stry and product 
mac r odata from the I tem Data Base ( I tem 2 4 2 ) . 

The Agg regate Data Base i s  ma i nt a i ned on pr ivate d i s k  
pac k s  at the ce ntral Bu r e au computer fac i l i ty ,  u s i ng the TOTAL 
data base management sys tem . For secu r i ty and back-up pu rpose s , 
the d i s k  f i le s are d umped to tape three t ime s each wee k  a nd the se 
bac k- up tape f i les are scratched when two wee ks old . 

The Agg regate Data Base contains  an Agg regate Tree 
Master F i le and an I nd e x  Mas te r  F i le and r e lated var i able i ndex 
f i le s . As mentioned above , the pr ior mas ter f i le conta i n s  the 
tree mode l s  transfer red f rom the Def i ne and Enter Data Base . The 
I nd e x  f i le s contain the c alculated PPIR t ime ser i e s  i ndexes for 
the l a te s t  month as we l l  a s  previously computed i nde xe s ,  both 
pub l i shed and unpub l i shed . I t  i s  planned to transfer  the PPI/WPI 
time ser i e s  tables f rom the Sub f ile  Tape s ( I tem 2 4 4 )  to the 
Agg reg ate Data Base f i le s  i n  the near futur e .  

The predece s sor P roduce r P r ice I nde x/Whole s ale P r ice 
I ndex ( PPI/WPI ) time ser i e s  i ndex tables are ava i lable through 
LABSTAT . ( See Item 1 5 7  of this  Recor d s  Schedule . )  

Re tention Per i od .  

a .  D i s k  data base f i le s .  Scratch when all  e ssent ial  
i n formation has been  tabulated , analyzed , or pub l ished , 
or when super seded , a s  appropr i ate . 
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b .  Tape back-up f i le s .  S c r atch when two wee ks old . 

* 2 4 4 . H i s tor ical S ubf i le Tape s .  Con s i s t  o f  computer tape 
f i l e s  produced each month . They show for e ach industry and 
commod i ty cove red the annual and monthly ave rage i nd e x  d a ta from 
the t ime the inde x wa s s tar ted . They cont a i n  both pub l i shed and 
unpub l i shed data .  Unpub l i shed d ata tape f i les  do no t me e t  BLS 
pub l i cat i on standards and could pos sibly viol ate BLS pledges  of  
con f ident i a l i ty regard i ng ident i ty o f  repor t i ng e s tab l i shme nt s .  
The tape s are  updated monthly w i th the add i t ion of  pr ice index 
data  result ing from that month ' s  r epr i c i ng repor t ing ac t i v i ty .  
Time se r i e s  data on the PPI tape s are  a l so ava ilable through 
LABSTAT ( I tem 157 ) . 

Retent ion Pe r iod . S c ra tch tape f i le s  whe n twe lve months old 
or when no longer needed for current bu s i ne s s , as 
appropr iate . 
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OPPICE OP SURVEY PROCESSING 
DIVISION OP INDUSTRIAL PRICES AND INDUSTRIAL RELATIONS 

PRODUCER PRICE INDEXES PROGRAM, DATA SUPPORT STAPP (BRANCH) 

The Data Suppor t S t a f f  (Branch ) o f  the D i v i s i on of  
Industr i al Pr ices and I ndustr i a l  Re lations ( IPIR) , O f f i ce of  
Su r vey Proce ssing conce rned w i th the  Produce r P r ice Inde xe s 
Prog r am i s  pr imar ily r e spon s i b le for : ( 1 )  the ma il-out of  
schedu les i nvolving i n i t iat ion of  es tab l i shments into the PPIR 
sys tem , the monthly r epr ic i ng repor t ing of  those e s tabl ishme nt s , 
and the ma i l ing out of  shuttle schedules under  the commod i ty­
or i e nted PPI (WPI ) sys tem ; ( 2 )  the cor r ec t  entry of the repo r ted 
data into the appropr i ate data base s of  the PP IR or PPI sys tems , 
includ i ng ma king revi ews o f  such entry ope r ation s  to e l iminate 
all pos s i b le errors ; ( 3 ) the ident i f icat ion o f  problem schedules 
requ i r ing professional r e v i ew or those r equi r ing keyboard entry;  
( 4 )  the mak i ng of such hand calculat i ons a s  are requ i re d  i n  
dete rmining net pr i ce s  and e nter ing such d ata i nto the 
appropr iate data base s ;  and ( 5 ) the ma intenance of the o f f i c i al 
copy o f  pr i c ing schedules and r e la ted r ecord s .  

The B r anch is d i vided into three ma in teams . ( 1 )  The 
Collect ion Team cove r s  the in i t i a t ion of e s tab l i s hme nts dur i ng 
sample segment deve lopment or recyc l i ng in the PPIR sys tem . A 
smal l  s ub-g roup within the Col lec tion Team i s  r e spon s ib le for the 
ma i l -out and entry of data for the PPI (WPI ) commod i ty-or i ented 
system now be ing phased ou t .  ( 2 )  The Data Entry and ( 3 )  the 
Data Rev i ew Teams of  the B r anch are re spons ible for the ma i l-out 
and d a t a  entry ac t i v i t i e s  involving the monthly repr ic ing 
repor t i ng under the APPRISE Sys tem of  the PPI R ,  w i th the Rev i ew 
Team cove r ing the review and e l iminat ion of a l l  pos s ible e r ro r s  
dur ing the entry proce s s . 

At  the t ime of th i s  wr i t i ng , th i s  B r anch h ad the g re at e s t  
volume o f  r e cords o n  hand of any of  t h e  organ i z a t i onal un i t s  
involved w i th the P roduce r Pr ice s Program ,  because o f  i ts 
respons ib i l i ty for ma i ntain ing the voluminous i n i t i a t ion or 
repr i c i ng s chedules . 

BRANCH PILES 

* 2 4 5 .  B ranch Admi n i s tr a t i ve Subj ect F i le s .  The f i le cons i s ts  
pr imar i ly o f  pe rsonnel r e lated r ecord s a s  wel l  a s  t ime a nd 
attendance r ecord s ,  a l though ce r ta i n  pe r iod i c  repo r t s  and copies  
of  B r anch cor respondence are included . The f i le i s  ma i nt a i ned by 
the secretary to the B r anch Ch i e f  who serve s  as t ime keepe r for 
the pe r sonne l  of the B ranch providing d a ta s uppo r t  ser v i ce s  to 
both the International P r ice P rog ram and the Prod uce r Pr ice 
Prog r am .  
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The file s are compr i sed o f  such record s a s  B ranch 
cop i e s  of employee e arning and le ave s ta tements , ac t i ve and 
inac t i ve B r anch pe rsonne l name f i l e s  of  B ranch employees , copi e s  
o f  employee t ime c ards , IPP and PPI pe r i od ic  r e sponse repor t s , 
l i s ts of  employee addr e s se s , and the l i ke . 

The cent ral  BLS Admi n i s trat i ve Manageme nt O f f i ce s  h ave 
the BLS r ecord copy of  the se document s .  

These reco rds  could be con s ide red to be cove red by the 
Pr i vacy Ac t .  

Retent i on Pe r iod . De stroy when f i ve year s old or whe n no 
longe r  needed for cur rent bu sine s s ,  wh i chever i s  soone r .  

E xcept : ( 1 )  F le x i t ime records- logs . Des troy whe n three 
ye ars  old . 

( 2 )  Per sonne l N ame f i le s , per formance appr a i s al s ,  
and e ar n i ng and le ave s tatement s .  Destroy 
one year a f te r  separ a t i on of  employee .  

( 3 )  B i-wee kly t ime and a t te ndance f i le s .  Des t roy 
when two year s old . 

COLLECTION TEAM FILES 

* 2 4 6 . P roduc tive I n i t i at ion Collec t ion Document s .  The f i le  
con s i s t s  o f  face she ets , s chedule s ,  product and transac t ion ch eck 
l i s t s , d i s aggregat ion shee t s , and related record s re f lec t i ng the 
in i t i a l  i nte rviews of  BLS Reg ional Represe ntative s  w i th repor te r s  
at s ampled e stablishments in  obt a i n ing the i n i t ial pr ice and 
product i nformation involved i n  gene r a t i ng i ndustry producer 
pr i ce ind e xe s .  

The repor ted information f rom the e s tabl i s hment s i s  
ente red i n to the Collection Data Base , a f te r  keypunch ing by 
con t r ac to r s . The DSS Col lec t ion Team i s  requi red to ma inta i n  the 
f i le  o f  the schedules  check l i s t s  and to ensure that the d a ta 
ente red into the Collect ion Data Base are a s  er ror- f re e  a s  
pos s i b le i n  matching the repor ted i nformat ion o n  the schedules­
chec k l i s t s . 

The collection document s  are  ar ranged by I ndustry S IC 
numbe r s  and by estab l i shme nt numbe r s  the reunde r .  At prese nt , 
whe n DSS i s  informed of  the S IC i ndustr ies  i nvolved in  a 
recycl i ng s ample segment , the Col lec tion Documents are  removed 
from the f i le to provide room for the new recycled col lec t i on 
documents  when rece ived . 
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As DIPPI or SMD records revi s i ons on separ ate forms 
dur i ng rev i ew of the collected data , the f inal d ata in the 
co l lect ion d ata base on each e s tabl i shment of  each industry 
cove red i n  the sample segme nt may vary from th at  shown on  the 
repo r ted collect ion document s . 

Retent i on Per iod . Destroy an industry ' s  schedules upon 
comple t ion of r ecyc ling of that par t icular i ndustry . 

* 2 47 . Non-Prod uc t i ve I n i t i a t ion Collec t i on Documents . 
Ce r ta i n  o f  the estab l i shments  i ncluded i n  a proposed indu s t r y  
sample sent to the BLS Reg i ons for i n i t i at i on r e fuse t o  repor t or 
are othe r w i s e  nonproduc t i ve .  Typically , the face sheet o f  the 
col l e c t ion documents of  these e s tabl i shments is f i led in  b i nd e r s  
to provide a record o f  s uch e s tab l i shme nt s .  Dur ing r ecyc l ing , 
the s e  f i l e s  may be re f e r red to dur ing the s ample frame re f inement 
proce s s , to determine wh ich e s tab l i shments  might not be i ncluded 
in the recycled industry s ample . 

Re te ntion Per i od .  After  completion o f  r ecyc l ing , des troy 
previous cycle ' s  record s on an industry . 

* 2 4 8 .  Machine Pr i ntou t s  Re f lec t i ng Rev i ew and Cor r ect ion of  
Keypunch ing Er rors in  Collec t ion Document s . The DSS Col lec t i on 
Team i s  furn i shed machine l i s t i ng she e t s  r e f lec t i ng the repor ted 
in i t i at i on data f rom e s tabl i shments or ig i nally keypunched by the 
con t r acto r  for entry i nto th e Collec t ion Data Base . Afte r  
compar ing the list i ngs aga i nst the r epor ted schedule s-chec k l i s t s , 
the DSS Col lec tion Team mar ks  e r ro r s  on these keypunch l i s t i ng 
shee t s , and enters cor rec t ions into the Collec t ion Data Base v i a  
term i n al s .  

One o r  more sets  o f  " compar e "  l i s t i ng she e t s  may be 
rece i ved back re flec t i ng the cor rect ions made v i a  terminal s .  
Afte r all  pos s ible entry e r rors are cor r e c ted by DS S ,  " capture " 
l i s t i ng sheets  reflec t i ng all  the DSS changes are prepared by 
Sys tems S t a f f  and are sent to DIPPI and SMD analysts  for fur the r 
rev i e w .  

DSS rece ive s a l so Collec t i on Log Ent r y  L i s t i ng She e t s  
re f lec ting , b y  batch numbe r ,  the e s tab l i shme nt number cod e s  of  
the var ious e s tabl i shments ente red into the Collec t ion Data Base , 
as we l l  a s  s uch othe r machine l i s t ings a s  may be requi red . 

Retent i on Per iod . 

a .  P r e l iminary l i s t i ngs . Destroy when super seded . 

b .  F i nal l i s t i ng sheets . Destroy when one month old . 
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* 2 4 9 . I n i t iation Data Base Cor rec t i on Forms . A f ter D IPPI or 
SMD Analysts  rece i ve the mach ine pr i ntouts  ( " capture"  pr i n tout s )  
r e f lec t ing the cor r ec t i on of  cler ical e r rors  made b y  the 
cont r ac tor dur ing the keypunching ope r a t ions , they revi ew the 
l i s t i ng shee ts  to dete rmine need for further r ev i s i ons . Form 
7 2 6E , " In i t i ation Data Base  Cor r ec t i on Form" is used to i n form 
DSS of any revis ions DSS is requ i red to enter v i a  te rmina l s  into 
the Collect ion Data Base . 

The forms are ma int a i ned separ ately f rom the I n i t i a t i on 
Schedule s-Checklists  wh ich have been placed in  folde rs  and 
f i led . Wh i l e  not i ncluded in the se f i le s ,  DIPP I or SMD analysts 
may a l so prepare form S0- 6 0 8A to be sent to Reg ions via  OFO 
re que s t i ng furthe r information from Reg i onal O f f  i ce s  for pos s i ble 
change s .  

Re tent ion Per iod . Destroy when two wee ks old . 

2 5 0 . Collection Team PPIR Sys tem Cont rol or Log Books . 
Var ious inte rnal contro l s  are ma int a i ned by the col lec t i on team 
i n  keeping t rack of the moveme nt of  PPIR sched ule s-check l i s t s , o f  
ac t i ons ta ken dur ing d a t a  ent r y , of char g i ng o u t  of schedules to 
other o f f i ce s  of  the send i ng of  qual i ty cont rol data to DIPPI , 
and the l i ke . Ce r t a i n  log s o r  cont rols are mac h i ne proce s sed 
wh i le o the r s  are manually ma i ntained . These control s i nc lude 
such mate r i a l s  a s :  ( 1 )  a mach i ne pr intout log re f le c t i ng the 
moveme nt of collec t ion docume nt s f rom th e o f f  i ce to the keypunch 
cont r ac tor and return ; ( 2 ) batch cont rol machine l i s t ings 
ind ic a t i ng the estab l i shme nt numbe r s  involved in ac t ions take n by 
the team in provid i ng for the ent ry of  i n i t i at i on data from such 
e s tabli shmen ts ; ( 3 )  manual ch arge-out logs provi d ing a r e cord of  
the bor row ing of collect ion document s  f rom the f i le s ;  ( 4 ) we e kly 
batch s t r uc tured sur vey r e v i ew machine pr intou t s  r e f lec t i ng the 
ent r y  of  qua l i ty as surance data (Form 1 2 0 6 )  f rom Reg i onal O f f ice s 
dur ing the i n i t iation phase ; and ( 5 ) such o ther  i nte rnal cont rol s 
as may be requi red . 

Retention Per i od .  

a .  Mach ine pr intout cont ro l s . Des troy whe n supe r s eded or 
when four month s old , as appropr i ate . 

b .  Charge-out logs . Des troy s i x  months a f te r  all  ent r ies 
on a page are complete d .  
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DSS PPI (WPI )  GROUP 

* 2 5 1 .  PP! (WPI )  I nd iv idual Estab l i shment-Repo r ted Commod i ty 
Pr ice-Spec i f icat ion F il e s  (Shutt le Schedule s } . (See Spec i al 
D i spos a l  S chedule NC 1- 2 5 7 - 8 5- 1 , I tem 1 ) . 

Retent i on Per iod . De stroy when f i ve months old ( i . e . , f ive 
month s a f te r  shuttle schedule ye ar ) . 

* 2 5 2 . WPI Compos i te Summar y  Sheet s .  F ile  cons i s ts  of  
manually e nte red summary sheets , such a s  WPI I ndexes cover ing the 
per i od 1 9 5 0 - 19 7 0 ,  show ing for ten-year inte r va l s  the annua l and 
month ly i nd e x  entr i e s  for the var ious commod i t ies  cove red , 
arranged in  commod i ty code sequence . Each summar y cove red a 
par t i cular coded commod i ty .  Ce r ta i n  of  these she et s  we re 
labe l led PP I -PP IR inter face . 

I n  add it ion to these manual i ndex ent r ies , the f il e  
also conta i n s  WPI Ce l l  Spec i f icat ion Mas te r  Sheets  for the coded 
commod i t i e s , provi d i ng handwr i tten deta i led spec i f icat ions of  a 
par t i cular commod i ty ,  a l i s ting o f  minor change s to the 
spec i f icat ions , and a l i s t ing of the e s tabl i shment s or sou r ce s  
prov i d ing the data for the par t icular commod i ty cove r e d .  These 
cove r the 1 9 60-1970  pe r iod .  

Retent ion Pe r iod . Des troy a f ter approval of t h i s  Schedule . 

* 25 3 .  WPI Monthly Pr i ce Entry and Monthly WPI I ndex S ummary 
L i st i ng Shee t s . The f i le s con s i s t  of two monthly l i s t i ng sheet s 
such a s :  the WPI Monthly Pr i ce L i s t ing Sheets  i n  b i nde r s  
refle c t i ng the ent r y  of the repor ted e s tabl i shment data into the 
PPI d a t a  base ; and , the monthly WPI I ndex Summary She et s  i n  
bind e r s  r e f lec t ing the e s t imat i on o f  the commod i ty-based pr ice 
inde x d a ta by the PPI d a ta base sys tem show ing such head ings a s  
Inde x F ac tor , Current Agg r egate D i f fe rence , Re lative , Percent 
Change ,  and the like . 

The l i s t i ngs are produced from the PPI Data Base . 

Re tent i on Pe r i od . 

a .  P r e l iminary L i s t i ngs . De s troy whe n supe rs eded by 
update l i s t i ng s .  

b .  F inal l i s t i ngs . De s troy when s i x  months old or when no 
longer needed for current bu siness , wh i chever i s  
soone r .  
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* 2 5 4 .  WPI Aggrega t i on Summary L i s t i ng Shee t s . A ser i e s  of  
l i s t i ng sheets  are  produced r e f lect ing var ious agg regat ions or 
pr ice  calculat ions from the PPI data base or othe r data bases as 
requ i r ed . Such l i s t i ng she e t s  i nc lude special  petroleum pr i ce 
l i s t ings , s chedule l i s t i ngs , agg regated ind e x  repo r t s , SOP 
l i s t i ng s , Table 6 l i s tings , du rab i l i ty l i s t ing s , and such other  
summar y  l i s t ings a s  may be  requ i red . 

Re tention Pe r i od . Des troy when s i x  months old or when no 
longer  needed for current bu s i ne s s , wh i chever is soone r .  

2 5 5 .  PPI (WPI) Schedule Log F i le s .  Monthly Log s are 
ma i n t a i ned to cont rol the ma i l -out and ret urn o f  PPI Shuttle 
Schedules ma i led to repor ting e s tab l i shme nts . I n  add i t ion , 
monthly log sheets are ma inta ined cove r i ng the t ransmi ttal and 
ret u r n  of problem PPI Schedules to DIPPI Analys ts  for r e solut ion 
of r epor t i ng problems . 

Retent i on Pe r iod . De stroy when f ive months old . 
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DSS ENTER AND REVIEW TEAMS PILES 

* 2 5 6 . Produce r P r ice s Repr i c i ng Schedule s  F i le s .  (See  
Spe c i a l  D i sposal Schedule NC  1 - 2 5 7 - 8 5- 1 , I tem 1 . ) 

Retent ion Pe r iod . De stroy when f ive month s  old . 

2 5 7 . PPIR Repr i c i ng B atch F ace Shee t  F i le s .  Con s i s t  o f  f ace 
she e t s  prepar ed for batches  of incoming monthly repr i c i ng 
schedules  rece i ved f rom P r oduce r Pr i ce s  r epor t i ng 
e stab l i shment s .  The f ace sheet conta i ns a h i story of  the 
proce s sing s teps for i ts batch w i th such informa t ion a s  
assoc i ated t ime s ,  ident i f i cat i on of  employees  who enter e d  data to 
the machi ne-r eadable f i le s  and who revi ewed the e nte red d at a , 
comments  on proce s s i ng problems , and other wor k load data . 

Re te ntion Per i od . Des troy whe n  one ye ar o ld or whe n  no 
longe r  needed for current bus i ne s s , wh i cheve r is late r .  

* 2 5 8 .  Form 50 Repr i c i ng Rev i sion F i le s .  F i le s  con s i s t  o f  
record cop i e s  of "Reque sts  for S ta t i s t i cal and Typ i ng S e r v i ce s" 
(commonly called "Form 5 0 " ) r e ce i ved f r om the D i v i s ion o f  
Industr ial P r ice s and Pr ice Indexes  (DIPPI ) .  The s e  forms 
provided i n s tructions from DIPPI for the DSS s t a f f  to enter  the 
cur rent  revi sed and year ly rev i s i on data into the machine­
readable f i le s .  With the installat ion of the APPRISE Sys tem , the 
use of th i s  form wa s d i s cont inued in 1 for the Produce r P r ice 
Inde x e s  Rev i sion data base . 

Unt il  the PPI Sys tem i s  d i s cont i nued , the s e  forms are 
s t i l l  be ing used for the commod i ty-ba sed PPI (WPI ) index sys tem . 

Retent ion Per iod . De stroy when s i x  months old . 

* 2 5 9 . Inactive SO 7 2 6  Repr i c i ng Rev i si on Forms F i les . Befo r e  
Novemb e r  1 9 8 4  (when the APPRI SE Sys tem was place d into e f f ec t ) , 
Form S0- 7 2 6  transmi ttal she ets  we re prepared by the DSS s t a f f  to 
transm i t  repr ic ing schedules to DIPPI . The DIPPI analyst  would 
enter  i n s t r uc t ions on the form wh ich , a f t e r  r e v i ew i n  DIPP I , 
would b e  r e turned to DSS for entry of  e s tabli shment repr i c i ng 
re v i s ion d a ta to the repr i c ing data base . 

Wi th the APPRI SE system i n  ope ration ,  the use of  th i s  
form has  been d iscont inue d .  

Retent i on Per iod . De s troy upon approval o f  th i s  Schedule . 
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2 6 0 . PPIR Repr i c i ng Schedules Logs . Cons i s t of  log sheets  
( fo rms ) s uch a s :  ( 1 )  ma i l  control she e t , for r ecord ing b atche s 
of r epr ic i ng schedules rece i ved f rom repor t i ng e s tabl i shment s and 
re f e r red to the Opt i cal Character Recog n i t i on ( OCR) scanne r 
ac t i v i ty ;  ( 2 )  the Batch Cont rol Sheet re flec t i ng batches o f  
schedules r eturned f rom the OCR scanne r ac t i v i t y ;  ( 3 )  the APPRI SE 
Con t ro l  Sheet  for r ecord ing batches of  schedule copies  subm i tted 
to DIPPI analysts for ac t ion or informat ion ; ( 4 ) Machine Problem 
Log s for i n format i on as to problems w i th mach ines support i ng DSS 
ope r a t ions such as compu te r s , OCR s canne r ,  ma i l ing equipme nt ,  and 
the l i ke ;  ( 5 ) the Supervi s i on Cont rol Record show ing proce s s i ng 
data and employee a s s i gnments  for schedule b atch e s ;  and ( 6 ) such 
othe r inte rnal cont rol log s as ar e requ i re d . 

Re te n t i on Pe r i od s .  

a .  Logs (1 ) , ( 2 ) , and ( 3 )  Above . Des troy whe n four month s  
old . 

b .  Mach ine P roblem Log . Des troy whe n one year old . 

c .  S upervision Control Record . Des troy when one ye ar old 
o r  when no longe r needed for current bu s i ne s s , 
wh icheve r i s  late r . 

d .  Other Inte r nal Control Logs . Destroy whe n no longer 
needed for current bu sine s s .  

* 2 6 1 .  PPIR Monthly Pr ice Rev i ew L i s t ings . Cons i s t of  monthly 
computer pr i ntout l i s t ing s o f  some s i x  month s '  pr i ce s  and r e late d  
pr ice  d a t a  s uch as g ros s , ne t , and b a s e  pr ice s ,  and percent o f  
change . The li stings are  rece i ved i n  both h a r d  copy and COM 
micr o f i che med i a ,  and cop i e s  in  each med i um are  d i s t r ibu ted to 
DIPPI ( I tem 1 3 1 ) . I n  add i t ion , the d ata are r e tained i n  the 
APPRISE data base . 

Re tention Per i od . 

a .  Hard copy l i s t i ngs . De s troy whe n ne xt  monthly h ar d  
copy l i s t i ng i s  r ece i ved . 

b .  Microf iche record . Destroy whe n two year s old . 

* 2 62 .  PP IR Deta i led Cell  L i s t i ng F i le s .  Con s i s t  o f  monthly 
compu te r pr i ntout l i s t i ngs of  Produce r P r ice s data ind ica t i ng 
compan i e s  i ncluded i n  e ach cell and ce r ta i n  we i ght and agg r egated 
data . The se l i stings are rece i ved in  both h ar d  copy and COM 
mic r o f i che med i a .  Cop i e s  i n  each med i um are a l so d i str ibuted to 
DIPP I ( I tem 1 3 1 ) . In add i t ion , the data are reta i ned in the 
APPRISE machine-readable f i le s .  

1 4 3  



Retent i on Per iod . 

a .  Hard copy l i s t ings . De stroy when next monthly hardcopy 
l i s t ing i s  r ece i ved . 

b .  Mi crof iche record . Destroy when two year s old . 

* 2 6 3 . PPIR Refe re nce and Proce s s i ng Machine L i s t ing s F i le s .  
On a pe r iod i c  basi s ,  DSS rece ives r e fe rence cop i e s  of  var ious 
mac h i ne pr intout l i s t ing s such a s : ( 1 )  Wee kly l i s t ing s of the 
repr i c i ng s chedule s ma iled to repor t i ng e s tabl i shments ;  ( 2 )  
monthly b atch control l i s t ings o f  schedule s r ece i ved from 
repo r t i ng e s tabl ishment s ;  ( 3 )  monthly repor te r  i nformation change 
li s t i ng s ;  ( 4 )  monthly replaceme n t  updates of  the repor ter add ress 
l i s t i ng s ; ( 5 ) weekly l i s t  of schedule s requ i r ing hand 
calculati on s  of pr ice data and entry i n to the mach ine-readable 
file s ;  ( 6 ) e r ror l i s t i ngs of schedule s for wh i ch pr ice s are to be 
ree n te red i n to the data base ; ( 7 )  the monthly Produce r Pr i ce s  
Sys tems s chedule of  compu te r r uns , and such s imi lar l i s t i ngs a s  
may b e  requi red . 

The l i s t i ngs are  used for management cont rol or as 
re f e rence mate r ials w i th r e spec t to pe r forming d ata en try or 
cor r e c tion tasks . Some l i s t i ng s  are con f ident i al as the i r 
content s would ident i fy repor t ing e s tab l i shments . 

Reten t i on Pe r iod . 

a .  L i s t i ngs replaced by updated pr intouts . De s troy whe n 
replaceme nt l i s t i ng i s  rece i ved . 

b .  Other li s t ings . Destroy when s i x  months old or when no 
longer needed for current bu siness , wh i chever i s  
soone r .  

* 2 6 4 .  Inactive F i les  of D i scont i nued PPIR Machine L i s t i ngs . 
Con s i s t  of  copies of d i s cont inued computer h ard copy l i s t ing s 
such a s : 

a .  P r i ce Qua l i f i e r  L i s t i ngs conta in ing pr ice d i scount 
fac to r s  by repor t ing e s tab l i shme nt - an 
inte rmed i ate proce s s i ng pr intout . 

b .  726  Control L i s t ings of data pe r ta i n i ng to BLS 
inte rnal proce s s i ng of PPI pr ic ing d ata . 

c .  DSS I tem Code S0- 5 0  Re fe rence L i s t ing of d a ta also 
related to BLS inte rnal pr ice data proce s s i ng .  
Th i s  l i s t i ng , too , wa s an i nte rnal control too l .  
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d .  Such othe r re ference and proce s s i ng cont rol 
l i s t i ng s  a s  may be d i scont i n ued . 

As the result  of  implement i ng the Automated Prod uce r 
Pr i ce Rev i s ion Index Sys tem for E conom i s t s  (APPRISE ) i n  Novembe r 
19 8 4  and c hange s to the i nte rnal repr i c i ng data proce s s i ng 
procedur e s , all  three l i s t ings h ave been d i s cont i n ued and the 
f i l e s  ar e inac t ive . The late st  pr i ntout in the f i l e s  conta i ns 
Octobe r 1 9 8 4  data .  

Retent i on Per iod . Des troy upon approval of th i s  Reco rd s  
S chedule . 
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RECORDS COMMON TO ALL IPIR OFFICES 
SUPPORTING 'l'llB PRODUCER PRICES PROGRAM 

2 6 5 . Techni cal Re ference , Background , and Wor k i ng F i le s .  
The se a r e  e xtra  copies , d r a f ts , publ i shed mate r i al s , pe r iod i c al s , 
extra  cop i e s  of  ins t ruc tional manua l s  or i s s uance s , c l ipping s , 
var ious wor k i ng pape rs  and tabulations and the l i ke ma int a i ned by 
B ranch C h i e f s , Team Leade r s , Sys tems Analys ts , prog ramme r s ,  
techn i c i an s , stati s t ical a s s i s tants , or o ther prog ram per sonne l 
conce r ne d  w i th the Produce r P r i ce I ndexes Prog r am pe r ta i n i ng to 
the i r  a s s i g ned are a s  of  re sponsi b i l i ty .  I n  add i t ion ,  ce r t a i n  
indus t r y  l i te r ature may be  obta i ned a s  b ac kg round i n  prepar ing 
ind u s t r y  s ample frame s o r  e s tabl i shment s ample s ,  or industry 
chec k l i s t s . 

A l so such r e fe rence mate r i a l s  may conce rn compu te r i zed 
ope r a t i ons and sys tems , and s tat i s t ical  procedu res  and 
methodo logy . 

Th i s  i tem doe s not cove r any re ference or bac kg r ound 
mate r i al s  or wor k  f i le s  l i s te d  above for the O f f i ce as spec i f i c 
i tems o f  the Schedule . 

Re ten t i on Pe r iod . Rev i ew f i les  a t  lea s t  once a ye ar to 
ident i fy d i sposable mater i al s .  Destroy when supe r seded , 
obsole ted , or no longer needed for cur rent bus i ne s s , a s  
appropr i ate . 

* 2 6 6 .  I nte rmed i ate P r intouts , Job Run s ,  Wor ksheet s .  I n  
car r y ing  out the Produce r P r i ce s  Prog r am ,  B r anch Chiefs , Team 
Leade r s , sys tem analys t s , progr amme r s , stat i s t ical as s i s tant s , or 
other  pe r sonnel obtain  var i ous  i nte rme d i ate pr i ntouts , j ob r uns , 
or wor k sheet s  as par t of  the compu te r suppor t of  the prod uc t i on 
of the PP I R/PPI indexes . F r eque ntly , pre liminary l i s t i ng s  or 
wor ksheets represent i ng year ly phases of  the ope rations ar e 
replaced by late r  pr intou t s . 

The se machine-produced l i s t i ng s  can i nvolve such 
samp l ing i n i t i ation , repr i c i ng , or e s t imation ope rat ions a s :  
deve lop i ng o r  recycl i ng the s ample reg i s te r s  o f  repor t i ng 
estab l i shments and the r e lated info rmat ion on i ndustr i e s  and 
i tems to be pr iced ; obt a i n ing , ente r i ng , review ing/cor r ec t i ng , 
analy z i ng , and tabulating the pr i c i ng d ata on a monthly ba s i s ;  
and calcula t i ng pre l iminar y o r  f i nal i ndexe s .  Also involved are 
runs and l i s tings pe r ta i n ing to developing the var ious compu ter 
sys tems or improvi ng proce s s i ng methodology , mon i tor ing system 
ac t i v i ty ,  answe r ing reque s t s  for i n formation , deve loping or 
ma int a i n i ng var ious plann i ng or prog r e s s  repor t i ng sys tems , other 
spec i a l  r un s , and the l i ke . Such l i s t ings a s  are in  th i s  I tem 
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are not cove red by any other I tems o f  the Prod uce r P r ice s P rogr am 
l i s ted above . 

Retent ion Pe r iod . Destroy when a l l  essent i a l  informa t i on 
has been analyzed , tabulated , or pub l i shed , or whe n 
supe r seded or obsole te , a s  appropr i ate . 

* 2 6 7 . Produce r P r i ce s  I ntermed i a te Mach i ne Proce s si ng 
F i le s .  Con s i s t  of i nte rmed i ate proce s s i ng tape o r  d i sk  f i l e s  o f  
the Produce r P r i ces  P rog ram a s  def ined b y  Gene r a l  Records 
Schedule ( GRS ) 20 , such a s  wor k f i le s , te s t  f i le s , i npu t sour ce 
f i les , i nte rmedi ate inpu t/outpu t  f i les , val i d  transact ion f i le s , 
and the l i ke cover ing mach ine-readable record s no t spec i f ical ly 
l i s ted above under i tems o f  th i s  Records  Sched ule for th e OSP 
off ice s conce rned w i th the Produce r P r ice Prog r am ( see page 1 7 9  
of  th i s  Schedule ) . 

Retent ion Per iod . Apply the re tent i on pe r iod s of  GRS 2 0 , 
Par t I I , I tems 1 through 1 4 , a s  appropr i a te . 
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• 
OFFICE OP PRICES AND LIVING CONDITIONS 

DIVISION OP STATISTICAL METHODS 
PPIR BRANCH 

a .  M i s sion .  To plan , deve lop , manage , and evaluate all  
stat i s t ical aspects of  the  prog rams w i th i n  the O f f ice o f  Pr ice s & 
Living Cond i t ions . 

b .  Func tion s 

( 1 )  Consults w i th prog r am manage r s  and analysts  w i t h i n  
the o f f  ice o n  the prog r am conceptual f r amewo r k  and prog ram 
obj ec t i ve s .  Deve lops stat i s t ical framewor k and stat i s t ical 
requ i rements cons i s tent w i th the conceptual f r amework  and prog r am 
obj ec t i ve s .  Integrate s and coor d i nate s all  stat i s t ical 
ac t i v i t i e s  w i th the o f f i ce . 

( 2 ) De signs and d i rects  implementat ion of : 
stat i s t ical frame s and sample s ;  stat i s t ical  model s ;  sur vey 
est imato r s  and methodo log i e s  for measur ing s amp l i ng er ror ; 
proced u r e s  to ident i fy sou r ce s  of non-samp l ing e r ror and 
techn i que s to control the i r  impac t on survey e s t imate s ;  and 
qua l i ty mea surement and cont rol procedu re s .  

( 3 )  Reviews ope r a t ional procedu r e s  of  new and e x i s t i ng 
prog r ams to ensure the stat i s t i cal qua l i ty of  the sur vey 
proce d u re s .  

( 4 )  Reviews and evalua te s e x i s t ing survey des igns and 
stat i s t ical ou tputs to ensure that the outputs  are  stat i s t ically 
val id and con form to prog ram spec i f icat ions . 

( 5 ) Dete rmine s s tat i s t ical requi rements for survey 
pre te s t s  and wor ks w i th prog ram manag e r s  and ana lysts to deve lop 
pilo t  surveys to te s t  measu rab i l i ty and ope rational fea sib i l i ty 
of concepts and methodo log i e s . 

( 6 )  Prepar e s  Techn ical Note s and Samp l i ng Sta tements 
descr ib ing the sur vey scope , methodology , and r e l iab i l i ty of 
estimate s for publi cat ion s  w i th survey data . 

( 7 )  Documents s t a t i s t ical methodology and stat i s t ical  
pol i c i e s  employed in  surve y  prog rams , and j ust i f i e s  methodo logy 
in r e sponse to reque s t  or r e v i ews by the O f f  ice o f  the Chi e f  
Mathemat ical Stat i s t i c i an ,  GAO , and othe r  outs ide rev i ewe r s . 

( 8 ) Conduc t s  app l ied and e valuat ive rese arch i n  the 
de sign  and analysis  of surveys . Deve lops new approache s to 
sample d e s ign and e s t imat ion procedures  for o f f  i ce sur veys . 
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( 9 )  Consults w i th the O f f i ce of  Mathemat i cal 
S tat i s t i c s  (OMS ) to keep abre a s t  of  s c i e nt i f ic deve lopme nt s i n  
survey d e s i g n  and e s t imat i on .  Keeps OMS informed o f  techn ical 
deve lopments  in sur vey d e s igns  i n  the off i ce that m i gh t  have 
imp l i c at ions for othe r BLS surveys . 

( 1 0 )  Deve lops o f f i c i al stat i s t ical  pol i cy and 
statements for the o f f i ce . P rovide s e xpe r t  adv i ce and counsel in  
stat i s t ical  aspects  of  O f f i ce prog rams , repre sent i ng the  Of f i ce 
and the Bureau . 

( 1 1 )  Deve lops stat i s t ical stand ar d s  of  qua l i ty ,  
measu reme nt of adhere nce to the s tand ard s ,  and appl icat ion o f  
stat i s t ical  qua l i ty control method s for a l l  prog r ams . Deve lops 
shor t and long range goal s for manageme nt revi ew on the upg rad i ng 
of the ove rall  survey design  o r  ind i v i dual sur vey ac t i v i t i e s . 

( 12 )  Prov ides a s s i s tance i n  the o f f i c i al s tat i s t i c a l  
pol i cy and s tatements f o r  t h e  off  ice . P rovide s e xper t adv ice and 
couns e l  i n  s tatist ical a spects  of  Off  i ce prog rams , repre se nting 
the Off ice and the Bure au . 

( 1 1 )  Develops stat i s t ical standards o f  qua l i ty ,  
measureme nt of adhe rence to the s tand ards , and app l i c at ion o f  
stat i s t ical  qua l i ty control method s for a l l  prog r ams . Deve lops 
shor t and long range goa l s  for manageme nt revi ew on the upg rading 
of the ove ra l l  survey design or ind i v i dua l survey ac t i v i t i e s .  

( 1 2 )  Provides a s s i s tance i n  the cle arance o f  survey 
forms for  o f f  ice surveys and other  surveys a s  reque s ted by the 
BLS C le a rance Office r .  

* 2 6 8 . PPIR Branch Progr am S ubj ect F i le s .  These B ranch 
prog r am subj ect f i le s , con s i s t ing of cor re spondence and r e l a ted 
documents , are ma inta ined und e r  an au tomated inde x i ng sys tem , 
with the capab il ity o f  loc a t i ng r ecords  by subj ect , d a te , name s 
of pe rsons or organ i zat ions , and s tated pu rge date for each 
document . The f ile s contain  such docume nts as cop i e s  o f  sample 
de s i gn memor andums , cop i e s  of produc t chec k l i s ts for S I C  industry 
groups , i nte rnal manageme nt commun ications , cop i e s  o f  sys tem 
deve lopment papers from var ious proj ec t s , stat i s t ical  methodo logy 
reference ma te r ials , other  cor respondence from sour ce s out s id e  of  
the D i v i s i on ,  and the  l i ke . The f i les  per ta in  to s ample 
developme nt and ma i ntenance ac t i v i t i e s , as wel l  as o ther 
stat i st ical  operat i ons such as qua l i ty control and e s t imat ion . 

As requi red , letter- s i ze computer pr i ntouts are 
gene r a ted provid ing f ind i ng a i d s  to the document f i le  for acce s s  
by s ubj ec t ,  author , r ece i ve r , o ther  name s , docume nt date , a nd 
pu rge date . 
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The se automated f i le s we r e  e s tabl i shed in 1 9 8 1 , and the 
automated i ndex records and prog r ams for ope rat ing the sys tem a r e  
ma i n t a i ned o n  disk at the central  BLS compu ter cente r , w i th 
tw i ce-a-we e k  tape b ack-up .  

Re ten t i on Per iod . 

a .  Hard Copy . De s troy when i nd ica ted by document pu rge 
d ate or when no longer needed for current bu s i ness , 
whi chever i s  soone r .  

b .  Mach ine Readable Record s .  Scr atch when updated or when 
no longer needed for current bus i ne s s , as appropr i ate . 

* 2 6 9 . PPIR Branch Admi n i strat i ve Subj ec t F i le s .  Admi s t r a t ive 
f i le s of the Branch compr ises  of  such mater ial s as cor r e­
spondence , inter-off ice memos , requ i s i tion s , and related paper s ,  
ar r anged by subjec t . They conce rn such admi n i s t rat ive mat ters  a s  
per sonne l ,  health bene f i ts , t r a i n ing , equ ipment ,  supp l i e s  and 
ser v i ce s , t r avel author i za t ions and vouche r s ,  telephone service s ,  
and the l i ke .  

Per sonne l name folde r s  are a l so ma i ntained for pre sent 
and former employees , conta i ning s uch pape r s  as pe r sonnel act i on 
forms , pos i t ion de scr ipt ion s , per formance appr a i s al s ,  and 
inc i dental cor respondence . O f f i c i al personnel r ecords  are 
ma i n t a i ned at  a higher eche lon . S uch name pe r sonne l f i le s  appear  
to be  cove red by the Pr i vacy Ac t .  

Retent i on Per iod . 

a .  Per sonne l Name F i le s . De stroy one year a f te r  
separation or t r an s fer of employe e .  

b .  Othe r  File s .  Break  f i le s  e ve r y  f i ve year s and br ing 
active mate r i al s  forward . Dest roy inac t i ve mater ials  
f i ve year s later  or  when no longer needed for  cu r r ent 
bu siness , wh i chever occu r s  sooner . 

* 2 70 . T ime and Attendance F i le s . Con s i s t  of off ice cop i e s  of  
time and at tendance , le ave and e arn ings , and r e lated f l e x i t ime 
reco r d s  per ta i n i ng to employee s of the B r anch . Off i c i al record s  
are ma i nta i ned in  the cent r al BLS O f f  i ce o f  Admin i s t r at ion . Such 
record s  appear to be covered by the P r ivacy Ac t .  

Rete ntion Per i od .  De stroy when three ye ars  old . 

* 2 7 1 .  Word Proce s s i ng Med i a  F i le s .  Con s i s t  of d i skettes used 
in prepar ing hard copy text ual and tabular document s such as 
cor r e spondence , admi n i s t r a t ive paper s ,  and program pape r s  l i ke 
sample des ign memos . 
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Re te n t i on Pe r iod . S c r a tch when har d copy document s h ave 
been approved or i s s ued , or whe n  no long e r  needed for 
c u r rent bu sine s s , a s  appropr iate . 

2 7 2 .  B ranch Cor r e spondence F i le s .  Con s i s t  of  conve n ie nce 
cop i e s  of outgo ing commun icat ions prepar ed in the Branch , 
ar r anged by date.  

Re ten t i on Pe r iod . De stroy when 5 year s old . 

2 7 3 . S ample De s ign Docume ntation F i le s .  The f i les provide 
document a t i on of the ac t i v i t i e s  of  the D i v i s i on ' s mathema t ical 
stat i s t i c i an s  in de s igning the sample segments of  the P r oducer 
Pr ice s Sys tem. These case f i le s  cons i s t  of fold e r s  for 4-d i g i t  
leve l S IC i ndustr i e s .  The i r  contents include such mate r i al s  
as : the D i v i s ion s ample design  memorandum prov i d i ng the des ign 
plan for the SIC i ndus try ; sample se lec t ion forms ; cop i e s  of  
DIPP I -prepared industry stud i e s ;  mach i ne pr intouts such as  
pub l i c a t ion t itle l i s t ing s ;  f r ame r e f inement note s ;  cop i e s  of  
samp le documents re f e r red to the  Reg i onal Off  ice s for  data 
collect ion dur ing sample i n i t i at ion v i s i t s  to pr ospec t ive 
repo r t i ng e stabli shments ; e s tabl i shment cluste r s  wor ksheet s  and 
relate d  pape r s ;  DIPPI spec i f ication s ta teme nt s ;  we i gh t i ng 
calculat ion note s ;  s trata plan s ;  and the l i ke . 

Re te ntion Per i od .  Des troy when the industry sample i s  
r e cycled and replaced . 

2 7 4 . S ample Des ign Memorandum Conven ience Copy F i le . 
Con s i s t s  of extra cop i e s  of  Sample De sign  Memo randums p repared by 
the D iv i s i on to expl a i n  design  of and r ecommend ations for a SIC  
indus t r y  s ample of repor t ing e s tab l i shments  for  produce r 
pr ice s .  The D i vis i on record copy i s  ma inta ined in the Sample 
De s i g n  Docume ntation F i le s .  

Re tent ion Pe r iod . Destroy when the industry sample i s  
r e cycled and replace d .  

2 7 5 .  PPIR Frame/S ample Produc t i on Cont rol Forms and Logs . 
Con s i s t  o f  wor k load contr ol r ecords  such a s :  

( 1 )  Sample P roduc t i on Transmi ttal Forms ( chronology o f  
key t ransac t ions on indus try f r ame s and samp le s by 
SMD ) ; 

( 2 ) Log o f  Prod uc t i on S tatus ( by Quar te r ) ; and 
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( 3 )  SMD P roduc t i on Log o f  Documents rece ived from 
DIPPI ( reg i s ter of  key docume nts pe r ta i n ing to 
spec i f ic frame s and s ample s development ) .  

Re te ntion Pe r i od .  De s troy whe n  no longe r  needed for current  
bu s i ne s s . 

* 2 7 6 .  PPIR Frame D i re c tor i e s  L i s t i ngs . Con s i s t  o f  cop i e s  of  
l i s t ings  o f  frame s of e s tab l i shme nt s from wh ich s ample s o f  
prospec tive repor t i ng e stab l i shment s  for S IC indu s tr i e s  ar e dr awn 
for the P r oduce r Pr i ce s  Prog r am .  They may b e  i n  e i the r machine 
hard copy l i s t ing or in  compu te r outpu t microf i che (COM) 
format .  I nc luded are : hard copy f rame l i s t ings  for the PPIR 
p i l o t  phase ; f i nal hard copy f rame l i s t i ngs for PPIR Sample 
Segments f rom 1979 to about 1 9 8 2 ; f i nal f r ame l i s t i ng s  on COM 
f rom about ear ly 1 9 8 3  to date ; and hard copy pre l iminary l i s t i ngs  
for  S I C  i ndustry sample s i n  proce s s  of  developme nt and 
i n i t i a t ion . 

The pilot phase l i s t i ng s , the f i nal frame l i s t i ng s  for 
Sample Segme nt s 1 through 4A , and a mas te r  COM f i le of a l l  PPIR 
frame s for S IC indu s t r ies  for wh ich PP IR sample s have been com­
ple ted are located in  B ranch ce ntral  f i le s . For the i ndus tr i e s  
for wh i ch they are re spons ible , mathema t ical stat i s t i c i ans ma in­
t a i n  h ard copy pre l iminary l i s t ings , hard copy l i s t ings for some 
pe r iod s be fore 1983 , and COM l i s t i ngs for the pe r iod s i nce 1 9 8 2 . 

Re te ntion Pe r iod . 

a .  P r e l iminary L i s t i ngs . De s troy when super seded by 
revised l i s t ings . 

b �  F i nal Sampl i ng F r ame L i s t i ngs . De st roy whe n the s ample 
for the i ndus t r y  is replaced by a r ecycled s ample . 

* 2 7 7 . PPIR Sample D i rector ies . A f te r  the frame of  pote n t i a l  
repo r t ing e s tab lishments f o r  a SIC  i ndustry g roup i s  f in a l i zed , 
pre l iminary sample l i s t i ngs are produced for use in  selec t i ng the 
sample of  i ndus try es tab l ishments  that w i ll be  v i s i ted by f i e ld 
repr e sent at i ve s  for collec t i ng i n i t i a t i on product and pr i c i ng 
data . 

The prel iminar y s ample l i s t i ngs are reviewed and 
r e f i ned by SMD , DIPPI , and IPIR.  Af ter approval by SMD and 
DIPP I , f i nal sample mach i ne l i s t i ng s  are  produced o f  the 
e s tab l i shments to be v i s i ted , contain i ng ident i f ic a t i on , addr es s , 
and othe r data for the f i eld repre sentat ive ' s  use . 

H ard copy and , subsequently , COM cop i e s  of  the f i nal  
l i s t i ng s  a r e  furn ished to the SMD mathematical  s ta t i s t i c i an 
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re spon s i b le for the par t i cular indus try . For h i s/he r  a s s i gned 
i ndustr i e s , the stat i s t i c i an ma i ntains f i nal i ndustry hard copy 
l i s t i ngs o f  ear ly PPIR Sample S egment s ,  but doe s  not d upl i cate 
the e ar ly l i s t ing s in the cent ral B r anch f i les . Beg inning 
approximately in 1 9 8 3 , the f i nal l i s t ings have been rece i ved in  
both h ard copy and COM format s .  The f i na l  hard copy l i s t i ng i s  
de s t r oyed when the COM ve r s i on i s  rece ived . 

For early PPIR sample segments ( 1  through 4A) , f i nal  
l i s t i ng cop i e s  are  ma intained cent r a l ly i n  Branch f i le s .  (As o f  
th i s  wr i t ing , 2 1  segments had been completed , cove r ing some 48 8 
i nd u s t r ie s . ) In add i t ion , compos i te sample l i s t i ngs o f  comple ted 
samples  ( e . g . , sample segme nts 1 through 21) are ma i ntained 
ce nt r a l ly in both hard copy and microf iche . 

Re tention Pe r i od . 

a .  P r e l iminary L i s t i ngs . De stroy when super seded by 
revised l i s t i ng s . 

b .  F inal Sample L i s t ings . 

( 1 )  When mathemat ical  s tat i s t i c i ans ' micro f i che 
l i s t i ngs are rece ived , destroy the cor r e spond ing 
pape r l i s t ing . 

( 2 )  Microf i che and other pape r l i s t i ng s : des troy when 
the sample for the industry is replaced by a 
recyc led sample . 

* 2 7 8 . PPIR Frame E stabli shment Source s L i s t i ngs F i le s .  For 
the P roduce r Pr ices P rog ram ,  BLS uses var ious sou r ce s  for 
informa t i on for construct ing l i s ts ( f rame s )  of es tabl i shments i n  
SIC i ndus t r i e s .  The pr imary sour ce of  th i s  informa tion h a s  been 
the U nemployment Insurance F i l e s  (U . I . )  of wh i ch almos t eve ry 
employer i s , by law , a member . S uppleme ntary informat ion is 
obta i ned f rom multiple , pub l i cly ava ilable l i sts . 

Machine readable data obtained f rom such sour ce s are  
ma i n t a i ned i n  the Sample Sys tem Data Base ( I tem 2 2 9 )  • The 
S ta t i s t ical  Method s  D i v i sion ma i ntains f i le s of e s tab l i shme nt 
informat ion obta ined f rom the U . I .  Sys tem and othe r source s  in 
e i ther  hard copy machine l i s tings  or in computer output 
micro f i che ( COM) format . 

The se l i s t i ng s  provi de source and r e fe r ence data for 
analy z i ng and refin ing the SIC f rame s and sample s of prospec t i ve 
repo r t i ng e s tabli shments . Some source l i s t i ngs cont a i n  only 
min i ng and manufactur i ng e s tabl i shme nt s , bu t a f ew contain 
bus i ne s ses f rom all  S IC industry  groups . 
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Re te n t i on Pe r iod . De s t roy when a l l  es sent ial  i nformat ion 
has been analyze d ,  tabulated , or i s s ued , a s  appropr i ate . 

* 2 7 9 .  Collect i on Review Mach ine L i s t i ng F i l e s . After  a 
par t i cular industry sample i s  deve loped , BLS f i e ld represent­
a t i ve s  vi s i t  the s ample ' s  prospec t i ve repor t i ng e s tabl i shment s .  
Data collec ted inc ident to the i nter v i ew are sent to the BLS 
cen t r a l  o f f  ice and ente red i nto the Collec t ion Data Base . 
Collection Review L i s t ing s r e f lec t i ng the data repor ted by the 
f ield repre sentati ve are pr inted out and analyzed by the appro­
pr i a te mathematical stat is t i c i an who makes cor r ec t ions , a s  
nece s sar y ,  using spec ial  forms to not i fy IPIR . Afte r approval i s  
ob ta i ned o f  the in i t i at ion d a ta f o r  the e s tab l i shments and 
produc ts , a final Col lec tion Rev i ew L i s t i ng sheet is sent to the 
SMD mathemat ical s ta t i s t i c i an and the d a ta are transfe r red to the 
APPRI SE Data Base for pe r iod i c repr i c i ng repor t ing . 

E ar l ier year s ' ( 1 9 7 9 - 8 2 )  l i s t i ng s  are ma i ntained i n  a 
cen t r a l  B ranch file and late r year pr intouts are ma intained by 
the mathemat ical s ta t i s t i c i an r e spon s ible for the S I C  i ndustry 
involved . 

D IPPI industry analys ts ma int a i n  a d i f fe rent ve r s i on of  
th i s  l i s t i n g  ( "Collected Es tab l i shme nt and I tem Data L i s t i ng , "  
I tem 1 2 8 ) . 

Retent ion Pe r iod . 

a .  P re l iminary Collec t i on L i s t i ng Shee t s  and Rev i s i on 
Not i f icat ion Forms . De stroy when supe rseded by rev i s ed 
l i s ting .  

b .  F i nal Estab l i shment Collec t i on L is t ing Sheet s . De s troy 
when the s ample for the i ndus t r y  i s  r eplaced by a 
r ecyc led s ample . 

* 2 80 . F r ame/Sample Analys i s  Mach i ne L i s t ing F i le s . Pe r iod­
ically , and as requi red , the D i v i s ion r ece ives var ious type s o f  
mach i ne l i s t ings wh i ch a r e  used by the D iv i s i on s ta f f  to mon i to r  
the deve lopment of the i ndust r y  sample s ,  mon i tor t h e  s tatus o f  
the s ample s ,  and in i t i ate ac t ion to ad j us t  the s ample s to 
ma i nt a i n  the i r  stat i s t ical  val i d i ty .  SMD pe r sonnel analyze the 
l i s t i ng s  and , as re qu i red , make nece ssary ca lculat i ons , 
re v i s ions , or update s of  data i n  the appropr i ate d ata base s .  

S uch hard copy mach i ne l i s t ings a s  the fol low i ng ar e 
rece i ved , although other l i s t ings  may be generated : 

( 1 )  The monthly F i nal u L i s t i ng wh ich d i splays i tem 
(produc t )  we i gh t  i n fo rmat ion col lec ted dur ing the 
init i a t i on phase . 
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( 2 )  The monthly Nonac t ive Rev i ew L i s t ing that cove r s  
repor ted d ata f rom e s tab l i shme nts that  do not yet 
have three prod uc t ive pr ice repor ts  for basi ng 
into the APPRISE Sys tem . 

( 3 )  The monthly Value o f  Sh ipment L i s t i ng wh i c h  con­
ta i ns data reg ard ing dol lar value s of e s tabl ish­
ment sh ipments of  products wh ich are analyzed for 
the i r  we i gh t ing facto r s  implicat ions . 

( 4 ) The wee kly Relat ive P e r cent Mon i to r ing L i s t  which 
shows establishme nts with ce r ta i n  produc t d a ta 
collected from them , such a s  these for wh i ch the 
same product is l i s ted mor e  than once . 

( 5 ) Other pe r iod ic  or spec i a l  analys i s  and mon i to r ing 
hard copy l i s t ings  wh i ch are requ i red such a s  
those for manag ement r e v i ew o f  i tem ( prod uc t )  
statu s .  

Re te ntion Per iod . 

a .  P r e l iminary and Temporary L i s t i ngs and Those Replaced 
by Updated L i s t i ngs . Destroy whe n r eplace d or whe n no 
longer needed for c u r r e nt bu s i ne s s , as appropr i ate . 

b .  Re lative Percent Mon i tor ing L i s t i ng .  Des troy when 
one year o ld or whe n  no long er needed for current 
bu siness , wh i chever occur s  soone r .  

c .  Other F in a l  L i s t i ngs . Des t roy when the sample for the 
i ndustry is replaced by a recycled s ample . 

* 2 8 1 .  F rame/Sample Analys i s  COM L i s t i ngs . Con s i s t  o f  se lect­
ed mach ine l i s t ings on compu te r outpu t microf iche (COM) . These 
micro f i che l i s ting s provide d ata for use of  the D i v i sion mathe­
mat i c al s t a t i s t i c i ans in  stat i s t i cal methodo logy study , pu rposes  
such a s  var i ance analy s i s  and o ther methodology deve lopme nt 
ac t i v i t i e s . S uch COM l i s t ings a s  the fol low ing may be rece i ved , 
although o the r s  may be gene rated : 

The monthly Det a i led C e l l  I ndex L i s t ings wh ich 
ind icate th e company included i n  each cel l  a nd i t s  
repor ted pr ice s .  

The monthly I tem I ndex Analy s i s  L i s ting . 

Retent ion Per iod . Des troy when a l l  essent ial  informat ion 
has  been analyzed , tabulated , o r  i s s ue d .  
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• 
* 2 8 2 . Mathemat ical S ta t i s t i c i an We igh t Change F i le s .  Ma in­

ta i ne d  by the mathemat ical  s ta t i s t i c i ans , the f i les  inc lude c al ­
cula t i on wor ksheet s and backg round data used b y  the stat i s t i c i ans 
i n  c a lculat i ng we ights to be a s s igned to pr i c ing d a ta for 
e s tabli shments , frequently in mul t i -e s tabl i shments s i tua t i ons . 
A l so i nc luded in  these f i le s may be cop i e s  of  forms prepared by 
the Reg iona l  Off ice data collector who v i s i ted the e s tabli shment . 

Rete ntion Pe r i od . Destroy when the s ample for the industry 
i s  replaced by a recycled sample . 

* 2 8 3 .  PPIR I n i t iat ion Col lect ion Wor ksheets and Othe r 
Documents . Ma inta i ned by the mathema t i cal stat i s t i c i ans , these 
f i l e s  inc lude such mater i a l s  a s  photocopi e s  of  D i s agg regat ion 
Wor kshee t s , Mul ti-Establ i shment Repor t i ng Forms (MERF ' s ) , and the 
l i ke rece i ved from IPIR-DSS , wh ich keeps the r ecord copi e s  ( I tem 
2 4 6  o f  th i s  Record Schedule ) .  The se documents are  prepar ed by 
Reg i onal O f f i ce representative s , r e f le c t i ng results  of i n i t i at ion 
inte r v i ews w i th prospect ive repor t i ng e s tabl i shment s .  A f te r  ana­
ly s i s  by the mathemat i cal s tat i s t i c i an as to the impac t ,  i f  any , 
on the indus try sample o f  e s tabl i shments , the analyst  prepar e s  
and forward s appropr i a te i n s t r uc t ions to IPIR to r e v i se the data 
base f i les conce rned . 

The se f i l e s  are cons ide red con f ident ial  a s  the i r  
contents could ide nt i fy repor t ing e s tab l i shme nt s . 

Retention Per iod . De s tr oy when the sample for the industry 
is  replaced or when no longer needed for  cur r e nt bu sine s s , 
whi cheve r occu rs  soone r .  

2 84 . Mathemat ical S tat i s t i c i an E s t imation Sys tem Enhancement 
F i le s .  Ma intained by the mathematical stat i s t i c i ans , the se f i l e s  
con s i s t  of  copies o f  i ns tr uc tions prepared by the s t at i s t i c ians 
and forwarded to IPIR for r e v i s i ons to the Est ima t i on System 
f i l e s .  

A Branch f i le is  ma inta ined o f  copi e s  o f  such document s  
prepared b y  the Branch S taf f ,  and some ind i vidual mathema tical  
stat i s t i c i an s  also keep cop i e s  for the i r  conven ience . 

Re tention Per i od .  Destroy when the sample for the i ndus try 
is replaced or whe n no longer needed for cur rent bu s i ne s s , 
wh ichever is soone r .  

* 2 8 5 .  Gene rali zed S ample Var iance System F i l e s . A compu te r­
i ze d  sys tem has been es tab l i shed to measure the gene ral  sample 
var i ance involved in  the 4-d ig i t  SIC i ndustr ies  i n  Sample Seg­
men t s  1-21 o f  Cycle 1 .  The sys tem w il l  be applied i n  mea sur ing 
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var i ance a t  the est imat ion ce l l  leve l f rom 4-9  d i g i t  S IC clas s i f­
icat i on s  to cycle 2 and futu r e  sample segments , as wel l .  

Both mach ine read ab le and hard copy f i le s are ma in­
ta i ned i n  ope rat ing th i s  var i ance measureme nt sys tem. Machine 
readable f i le s  on d i s k  and tape at the central  Bure au f ac i l i ty 
inc lude such f i les a s : inpu t ted source data sets  involving data 
extrac ted f rom the Sample Sys tem Data Base , the Collec t i on Data 
Base , and the APPRISE Da ta Base ; d a ta f i le s  involving analy s i s  o f  
the d a t a  and calculat ing the sample var i ance s ;  data f i l e s  cove r­
ing prog r ams involved in  the sys tem and sys tem documentat ion such 
as methodolog ical sta tement s ; and internal sys tem operat ing data 
f i le s .  

Hard copy f i le s include : pr intouts involving such 
mat te r s  as inputting data , analyz ing data and c alculating i ndus­
try s ample var iance s ,  inventor ies  o f  prog r ams appl i ed , debugg ing 
l i s t ings , documentation l i s t ings such a s  methodolog ical s ta te­
ment s ;  as we l l  as backg round mate r ial s ,  proj ec t  statement s ,  
cor re spondence , prog r e s s  reports , and c a lculated var iance state­
ments , and the like . 

At  the time of  t h i s  wr i t ing , var iance data are not be­
ing pub l ished , but are used i nte rnally for manag ing PP IR sample s .  

Re tent ion Per iod . 

a .  P re l iminary Data F i le s and Pr intouts . S c ratch or 
d e stroy when supe rseded . 

b .  Othe r Mach ine Readable or Har d Copy Var iance Sys tem 
F i le s .  Scratch o r  de stroy when all  e s sent ial 
in formation has been analyzed or tabu lated . 

* 2 8 6 . Team Leader-Ma themat ical S ta t i s t i c i an PPIR Min ing­
Manuf ac tur ing Sample Development Project Folder  F i le s .  The team 
lead e r  for the PPIR Min ing and Manufactur ing Sample Deve lopme nt 
team ma inta ins  proj ec t folde r s  on the var ious s ample development 
proj e c t s  for wh ich he is r e spon s ible . These proj ects , c a r r ied 
out by the Mathemat ical Stat i s t i c i an s  of  the team ,  concern  such 
stat i s t i cal  methodolog ical mat t e r s  involving sampling theory and 
prac t ice a s :  development and ma intenance of  an au tomated sys tem 
for mea sur ing general i zed s tat i s t i cal  sampling var i ance for the 
21 s ample segments of cyc le 1 and late r recyc le s as requ i red ; 
analy s i s  o f  components o f  var iance involving var iab i l i ty be tween 
and w i th i n  e stablishments  of  a s ample ; s ample design  me thodolog­
ical s tud i e s ; sample segme nt proj ects involving the developme nt 
of s amples  for use in  the s ample segments of  the PPIR s amp l i ng 
cycle s ;  sample allocat ion deve lopment stud i e s  involving indivi­
dual s ample segments a s  we l l  a s  al l segments of  cyc le 2 and the 
l i ke ; a nd o ther simi lar type s of s ample deve lopme nt stud i e s  a s  
requ i red . 
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The proj ec t folde rs  can include such types of  record s 
a s : computer  or manually prepared proj ec t descr ipt i ve s ta teme nt s 
and proposed comple t i on schedule s ;  prog r e s s  repo r t s ;  note s and 
d r a f t s ;  f inal repor t s ;  b ac kg round mater i al s ;  pr intouts from var­
ious d ata sets  on d i s k , mas s  s to rage , or tape involved i n  car r y­
ing these proj ects ; sample d e s ig n  memorandums or f rame o r  sample 
un i t  l i s t i ng s ;  inte rnal cor r e spondence w i th DIPP I or IPIR regard­
ing the car ry ing out o r  the results o f  the proj ect s ;  manual 
tabulat ions ; and the l i ke .  Cop i e s  of  s i g n i f i cant resul t s  of 
the se proj ects should be sent to the B ranch Prog ram S ubj ect F i le 
( I tem 2 6 8 )  • 

Duplicate or counte rpar t pro j ec t  folde rs  are ma inta i ned 
by the ind i v idual mathematical  s tat i s t i c ians cover ing the p ar t i­
cular PPIR min ing and manu fac tur ing s ample development proj ec ts 
for which they are re spon s ible . 

Re tent ion Per iod . As appropr iate , break f i le s into a 
segme nt for cur rent proj ec t s  and a segme nt for i nac t i ve 
proj ec t s .  De stroy i nac t i ve proj ec t f i les  whe n a l l  e s sent ial  
i nformation has  been analyzed o r  tabulated . 

* 2 87 . Team Leade r-Mathema t i cal S tat i s t ic i an PPIR S e r v i ce 
Ind u s try S ample Development P roj ect Folder  F i le s . The Team 
Lead e r  for the PPIR S e r v i ce I ndustry Deve lopme nt Team ma i ntai ns 
proj ec t folders  pe r ta i n ing to assi gned re spons i b i l i t i e s . The 
se r v i ce industry suppor t  ac t i v i t i e s  involve such proj ect s  a s : 
par t i c ipat i on in a Task For ce study i ng the broad a spec t s  of  
expand ing the exi s t i ng PP IR se r v i ce i ndustry pr i ce i ndexes ( the 
Task For ce i s  cha i red by a repre sentat ive of  the D i v i s i on of  
Pr i ce I nde x Numbe r Re search ) ; a s tudy o f  the fea s i b i l i ty of  u s ing 
Cons ume r P r ice Index (CP I )  data in  deve lopi ng pro j ec ted PPIR 
i nd e x e s  for 4-d igit  SIC ser v i ce industr i e s ;  and sample d e sign 
wor k  for service industr ies , mos t of  wh i ch would be cove r e d  for 
the f i r s t t ime , and simi lar s ample deve lopme nt projects . The 
contents o f  the f i l e s  may i nc l ude such mater ials  a s :  pro j ec t  
descr iption s , proj ect schedule s ,  sample d e s ign memorand ums w i th 
explanator y  mater ial s ,  f i nal f r ame/ l i s t i ngs , _ f i nal s ample un i t  
l i s t i ng s , r e lated cor re sponde nce , wor kshe ets , refe rence 
mate r i als , working pape r s , and the l i ke . 

S igni ficant docume nts r e f lect ing the results  o f  the se 
proj ec ts s hould be  trans fer red to the B ranch f il e s  such a s  the 
Sample De sign  Docume ntation F i les ( I tem 2 7 3 ) and the PP I R  B ranch 
Prog ram Subj ec t  Files  ( I tem 2 6 8 ) , a s  appropr iate . 

Rete ntion Per i od .  

a .  Document s Re f lec t i ng S ign i f icant Re sul t s . Trans fer  to 
the Branch f i les , such as the S ample De s ign 
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Documenta t i on F il e s  or the PPIR Branch Program S ub j ec t  
f i le s .  

b .  Other Record s .  As appropr i ate , break f il e s  into a 
segme nt for cur r e nt proj ect s  and a segme nt for i n ac t i ve 
projects . De stroy i nac tive proj ec t f il e s  when a l l  
e s sential information h a s  been analyzed o r  tabulated . 

* 2 8 8 .  Mach ine Readable-Pr intout F i l e s  I nvolving SMD PPIR 
Sample development Projects . Var ious data f il e s  on d i s k , tape , 
or mas s  s to rage at the Bure au Central Computer f ac i l i t i e s  and 
relate d  pr i ntouts are  gene rated in  connect ion w i th car r y i ng out 
the M i n i ng/Manufac tur i ng and the Se r v i ce I ndustr i e s  sample d evel­
opment proj ects as  descr ibed in  I tems 2 8 6  and 287  above . Many of  
the s e  proj ects can i nc lud e such d ata f i le s  a s :  computer i zed pro­
j ec t  d e scr ipt ions or pro j ec t  s chedule s ;  source data sets  cove r ing 
inpu t ted data for proj ec t s ;  d ata f i les used in  analy s i s , pro­
ce s s i ng ,  or ca lculat ions for pro j ec t s ;  data f i l e s  for prog rams 
and methodolog ical e xplanations relat ing to proj ects ; data sets 
cove r i ng i nte rnal proj ec t ope r a t ions , and the l i ke . 

I n  addition ,  r e lated pr i ntout s  such a s  the following 
may be  gene rated : pr intouts for inventor ies  of  programs and 
methodolog ical explanations o f  proj ects ; pr i ntout s  o f  proj ec t 
de scr ipt ions and comple t ion schedule s ;  pr intouts cove r i ng in­
putted sou r ce data and analy s i s  and tabulat ion o f  inputte d  data ; 
pr i ntouts cover ing internal proce s s i ng ope rat ions ; and the li ke . 

Typ ically , any on- l ine d ata on d i sk  involving the 
sample development pro j ec t s  are trans fer red to tape or mas s  s tor­
age whe n appropr iate to reduce computer cos t s .  

Data on d i s k  are per iod i cally trans fer red to sec ur i ty 
tape s i n  accordance w i th s tand ard computer fac i l i ty prac t i ce . 

Retent ion Per iod . 

( 1 )  P roject Mach i ne Readable F i le s and Re lated Pr intout s .  

a .  For ac t i ve proj ects--sc r atch p r e l iminary d a ta 
f iles and de stroy re lated pr intouts when updated 
or supe r seded . 

b .  For i nac t i ve proj ects--scratch data f i le s and 
destroy r e lated pr intouts when all  essential  
informa t i on has been analyzed or tabu lated . 

( 2 )  S ecur ity Tape s . S c r atch when replaced by upda ted d umps 
to tape . 
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RECORDS COMMON TO ALL OFFICES OF THE BRANCH 

* 2 8 9 . PPIR Inte rmed i ate P r intouts , Job Run s , Wor kshe et s . I n  
car r y ing o u t  the samp l ing ac t i v i t i e s  f o r  the PPI R ,  the s tat i s t  
i c i an s  and othe r prog r am pe r sonne l obt a i n  var ious inte rmed i ate 
pr i n touts , j ob r uns , or wor ksheets  as part  of  the compu ter pro­
ce s s i ng i nvolved in  the i r  wor k .  

These mach i ne-produced pr i ntout s  or l i s tings can 
involve : pre l iminar y l i s t ings lead i ng to f i nal industry s ample 
f r ame-cluste r s , intermed i a te r uns lead ing to f i nal i ndus try  
sample un i t  selection , inte rmed i ate l i s ting s  i nvolved in  s ample 
deve lopme nt or de sign  proj ects , pre l iminary l i s tings  conce rn ing 
the e st imat ion of var iance ; l i s t i ngs conce r n i ng the development 
of improve d  sampling procedur e s  a nd the mon i tor i ng of  the appl ic­
at i on of  i ndustry sample s ;  and l i s t i ng s  conce r n ing i ndex 
e s t imat ion , quality control , and other  s t a t i s t ical ac t i vi t i e s .  

S uch l i s t i ng s  i n  th i s  I tem are  not covered by the othe r 
items of  the Schedule l i s ted above for th i s  B r anch . 

Re tention Pe r iod . De s troy when a l l  e ssent ial informa t i on 
has been analyzed , tabulated , or pub l i shed ; or , when 
supe r seded or obsoleted , a s  appropr iate . 

2 90 .  PPIR Techn ical  Re fe rence - Wo r k i ng F i le s .  These are 
extra  cop i e s , pr inted mate r i al s ,  cop i e s  of instruct ional manua l s  
and memorand a , pe r i od i c al s , wo r k ing pape rs  and note s , a nd the 
l i ke ma intained by the stat i s t i c i ans and ot he r prog ram pe r sonne l 
of the PP I R  B ranch cove r ing the i r  a s s igned areas of wor k  a s  we l l  
as computer i zed oper a t i ons and stat i s t i cal procedu res  and 
samp l i ng methodology . 

Re tent i on Pe r iod . Rev i ew f i le s  at lea s t  once a year to 
i dent i fy obsolete ma te r i al s .  Dest roy when supe r seded o r  
when n o  longer needed f o r  current bus i ne s s  a s  appropr i ate . 

* 2 9 1 .  PPIR Sampl ing I nterme d i ate Mach ine Proce s s i ng F i le s .  
Con s i s t o f  i ntermedi ate proce s s i ng tape or d i s k f i le s per ta i n ing 
to the deve lopment , produc tion , or ma i ntenance of PP IR i ndustry 
sample s ,  a s  def ined by Gene ral  Record s Schedule 2 0 , such a s  wor k  
f i l e s , tes t  f i les , debug g ing f i les , input sour ce f i le s ,  i nte r­
med i ate i npu t/outpu t f i le s ,  val i d  transac t ion f i le s , and the l i ke 
cove r ing mach ine r e adable f i le s not spec i f ically l i s ted und er 
othe r i tems of  th i s  Schedule for the PPIR Branch . 

Rete nt ion Pe r i od . Apply the r e te ntion pe r i od s  o f  GRS 20 , 
Par t I I ,  I tems 1 through 1 4 , a s  appl icable . (See page 17 9 . )  
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OFFICE OF FIELD OPERATIONS - NATIONAL (OFON) 
DIVISION OF FIELD COLLECTION ACTIVITIES 

a .  M i s s ion .  P lans , schedule s ,  and d i re c t s  a l l  d i re c t ly­
collec ted surveys w i th the Reg ional O f f  i ce s  i n  accordance w i th 
nat ional o f f  ice pr ior i t ie s . 

b .  F unct ions . 

( 1 )  D i re c t s  and coord i nate s ac t ivi t ie s  w i th the 
Reg i on a l  O f f i ce s  regard ing sur vey prog rams , sur vey schedul ing , 
and s u r vey progre s s .  

( 2 )  Par t i c i pate s w i th the Program and Proj ec t O f f i ce s  
in the plann ing of all  col lect ion prog rams , and sets pr ior i t i e s  
i n  connect ion w i th prog ram/pro j ec t  o f f  ice s for f i e ld col lec t i on 
and proces sing ac t i v i t i e s . Repr esents the f i e ld pos i t ion on all 
aspec ts  of d i rec tly-col lec ted surveys . 

( 3 )  Schedules all  d i r ec t ly-col lec ted survey ac t i v i t i e s  
with t h e  Reg i onal O f f  ice s .  

( 4 ) Develops e s t imate s o f  wor k  load and re source s 
requ i red for data collection and r e lated ac t i vi t i e s , and 
recommend s re source al loca t ion . 

( 5 ) Evalua te s Reg i onal O f f i ce pe r formance by analyz i ng 
and e va l uat i ng produc t ion r ecord s , cos t data , and other 
informa t i on regar d i ng the qua l i ty and quant i ty o f  the col lec tion 
prog r ams . 

( 6 )  Implements qua l i ty-control proce dure s for pe r sonal 
v i s i t  collect ions , in consultat ion w i th the appropr i ate BLS 
contr o l  o f f  i ce s .  

( 7 )  Par t i c ipate s w i th the D iv i s i on o f  T r a i n ing i n  
ide n t i fy ing tra ining need s and i n  plann ing national t ra i n i ng 
prog r ams . 

( 8 )  Conducts ac t i v i t i es  nece ssary for long- range 
plann i ng for improv ing ope rat ions and for ma k ing maj or pol i cy 
dec i s i ons w i th re spec t to Reg i onal O f f i ce ope r a t ions . 

( 9 ) Par t i c ipate s w i th Prog ram and Proj ect o f f  ices  in  
the d e s ign  and implementat ion o f  pi lot surveys and the 
developme nt o f  new col lec t ion methodolog i e s .  
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OFFICE OP FIELD OPERATIONS - NATIONAL (OPON) 
DIVISION OP FIELD COLLECTION ACTIVITIES 

BRANCH OP INDUSTRIAL PRICES PROGRAMS AND CPI 
PROCESS AUDITS 

The B ranch of I ndus tr ial Pr ice s P rog r ams and CPI Proce s s  
Aud i t s  was e s tabl ished a s  a separate ent i ty i n  the D i v i s ion of  
F ield Collec t ion Ac t i v i t ie s  (OFON ) i n  Januar y  1 9 8 5 . P r ior to 
that  t ime , the P r i ce I ndexes prog rams o f  the D i v i s ion o f  F i e ld 
Col lec t ion Ac t ivi t i es  had been consol idated in  one B ranch . These 
Pr ice  I ndexes Prog rams had inc luded the Consume r Pr i ce ,  the 
Prod uce r P r ice ,  and the Inte rnat ional Pr ice Programs in the one 
B ranc h . 

The records descr ibed be low conce rn only the Industr ial  
Pr i c e s  Prog r ams B ranch ac t i v i t i e s  r e lat ing to  the P r oducer Pr ice 
Ind e x e s  and the Inte rnat ional Pr ice Indexe s .  The se Br anch 
records  r e f lect its  m i s s ions of plann ing for , sche dul ing , 
coor d i na t i ng , mon i to r ing , and d i rec t i ng Reg i onal Of f ice act ions 
pr imar i ly involved in the d i rect col lec t ion by Reg ional O f f i ce 
pe r sonnel of  produce r and inte rnat i onal pr ice data from 
es tab l i shments be ing i n i t i al ly sampled , although some cont inuing 
Reg i onal O f f ice cont ac ts are ma inta ined w i th ce r ta i n  of the 
sampled es tabli shments , a s  requi red . 

Ove r a l l , the B r anch ser ve s  as a br idge betwe en BLS 
Headquar te r s  Program and Proj ect ( S uppo r t )  O f f i ce s  conce r ne d  with 
the i ndustr ial pr ice indexes and the e igh t BLS Reg i onal O f f ice s  
conce r ned w i th visi t i ng the sampled e s tab l i shme nt s .  The Re g i on al 
Repr e sent at ives  inte r v i ew repor te r s  at  the vi s i ted e s tabl i s hments 
to in i t i a te repor ting on pr ices and to obta i n  the cont inued 
par t i c i pat ion of the e s tabl ishments i n  repor t i ng monthly for the 
Prod uce r P r i ce Prog ram or quar te r ly for the I nte rnat ional Pr ice 
Prog ram . The Branch pr ints , s toc ks , and d i s tr ibute s to Reg i onal 
Off i ce s  the instruc t i onal ma ter i al s  and survey s upp l i e s  needed 
for i n i t ia t ing pr ice repor t i ng at  sampled e s tabl i shment s .  I t  
al so serve s  a s  the channel for Headquar te r s-Reg i onal Off  i ce 
communicat ions conce rn ing the se I ndus tr ial Pr ice Programs . 

I n  s cheduling Reg ional O f f i ce wor k  load s and mon i tor ing 
Reg i onal Off ice progre s s  in  comple t i ng the i n i t ial  col lec t i on of 
pr i ce d ata f rom sampled e s tab l ishments , the I ndus tr i al Pr i ce 
Prog r ams ac t ivi t ies  of  the Br anch are inc luded a s  par t of  the 
ove ra l l  D i v i sion of F i eld Col lec t ion Ac t i v i t i e s  compute r i zed 
sys tems ( the Automated S0- 1 and S0- 4 Reg i onal Repo r t ing Sys tems ) 
for Reg ional Off  ice s .  See the D i v i s ion o f  F i e ld Col lect ion 
Ac t i v i t i es , OFO , segment of  the O f f ice of  Wage s  and Indus tr ial 
Re lat ions Records D i spo s i t ion Schedule , pages 7 6- 8 8 ,  for a 
descr ipt i on of the se D i v i s i on f i les  r e l a t i ng to repor t ing o f  
Reg i onal O f f i ce ac t ions conce rn ing both the OWIR and Pr i ce 
Indexes  Programs . 
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OFFICE OF FIELD OPERATIONS - NATIONAL (OFON) 

DIVISION OF FIELD COLLECTION ACTIVITIES 
BRANCH OF INDUSTRIAL PRICES PROGRAMS AND 

CPI PROCESS AUDITS 

* 2 9 2 .  B ranch Prog r am - Adm i n i s t r a t i ve Subj ec t Cor r e spondence 
(Read ing)  F i le . Cons i s ts of  incoming and cop i e s  of  outgoing 
memor andums and lette r s  involving the Consume r ,  P r oduce r , a nd 
Inte rnat ional Pr ice Programs ma intained by the Br anch Sec retary . 

The f i le ,  wh i ch has  r e f lec ted the e n t i r e  Pr i ce prog ram ,  
cove r s  both program and adm i n i s t r a t ive matte r s  conce r n ing the 
B ranch ac t i v i t ies  in se r ving as Reg iona l  l i a i son for other  
headquar te r s  office s in connec t ion w i th the pr ice indexes 
prog r ams . 

Copies of  much of  the cor re spondence included in  this  
f i le are  a l so included i n  the  D i v i s ion Prog ram and Admi n is t rative 
sub j e c t  f i le ma int a i ned by the Sec retary to the D i rec to r  o f  the 
F i e ld Col lect ion Ac t i v i t i e s  D i v i sion , OFON . 

Among the sub j ec t s  cove red by the f i le are Pe rsonne l , 
Budg e t , Qua l i ty Assurance , T ime and Attendance , F i e ld Fol low- up , 
Tr a i n i ng ,  P rog ress Repor ts , End of  Survey Repor ts , and the l i ke .  

The f i le i s  ar ranged pr imar ily by the var ious pr i ce 
prog r ams and by sub j ec t s  thereunder and is  broken by f i s cal year . 
The B r anch S ecretary ma i ntains  a log i ndex to the f i le , l i s t ing 
the var ious commun icat ions included under  each of the sub j ec ts of  
the f i le . It  is  also broken by f i scal ye ar . 

Re ten t i on Pe r iod . Break  f i le annual ly by f i scal 
br ing forward current mater i a l  to the new f i le . 
when f i ve year s old or when no longer needed for 
bu s i ness , wh i chever is soone r ,  e x cept : 

year and 
Destroy 
current  

a .  F le x i t ime and t ime and at tend ance record s .  De s t roy 
when three ye ars  old . 

b .  Per sonne l name f i le s . De s troy one year a f te r  
separ ation o f  employe e .  

* 2 9 3 . Team Leaders  Program S ubj ec t F i les  for I ndus t r ial  
P r i ce s .  The team leade r s  for the I ndus tr ial Pr i ce s  Prog r am 
ma i nt a i n  prog ram subj ec t f i les cove r i ng such ac t i v i t i e s  o f  OFON 
as ma inta i n ing l i a i son between Headquar te r s  and Reg i onal O f f  ice s 
of BLS reg ard ing the prog ram; pr i nt ing , s toc k i ng , and d i s t r i­
bu t i ng the var ious surve y  supp l i e s  and ins truc ti onal mate r ia l s  
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involved in  i n i t iat ion and collec t ion o f  pr ice data f r om s ampled 
es tab l i shments ; proj ec t ing wor k  load r equi rements  and s che duling 
reg i onal a c t i v i t i e s  for the industr ial  pr ices  collect i on wor k ;  
mon i tor ing progress i n  comple t ing s ample segments o r  i ndustry  
coll e c t ion ac t ivi t i e s ; ma i nt a i n i ng contro l s  ove r commun icat i ons 
between Headquar te r s  and Reg ional O f f  i ce s ; and such othe r 
Head quar ters  - Reg i onal l i a i son or coord i nat ion ac t i v i t i e s  a s  
requ i red . 

The f i le s cons i s t  of  cor re spondence recor d s , some 
l i s t i ng sheets , prog r e s s  or end o f  survey repor t s , and var i ous  
form record s reflec t ing on the  ac t i v i t i es  involved . An inac t i ve 
segme nt of  the f i le i s  i nc luded for the PPIR a s  we l l  a s  a n  ac t i ve 
segment . Certain schedule transmi t tal ( S0- 3 and 63 ) , problem 
es tab l i shme nt reports ( 6 0 8 ) , and mul t i - s ic-location 
estab l i shments reports  ar e i nte rmi xed in  the f il e s ,  bu t are 
included on th i s  schedule a s  separ ate i tems . 

Retent ion Per iod . De s tr oy when f i ve year s old or when no 
longe r  needed for cur r e nt bu s i ne s s , wh i che ver i s  sooner , 
e xce pt : 

a .  P r oblem informat i on ( 6 0 8 )  forms ; 

b .  Mul ti-sic- location e s tab l i shme nt repor t s ;  

c .  Schedule transmi ttal forms ( S0- 3 , S0- 63 ) ;  for wh i ch see 
separate i tems i nc luded on t h i s  Schedule . 

PPIR RECORDS 

* 2 9 4 .  PPIR Col lec t ion Schedules Transm i t tal L i s t s  ( S0- 3/S0-
6 3 )  F i le s .  Cons i s t  of re fe rence cop i e s  of Reg i onal O f f ice 
prepared forms transm i t t i ng to the BLS Central O f f i ce docume nts 
reflec t i ng the results of  f i eld repr e senta t i ve s '  vi s i t s  to 
pr ospec t i ve repor t ing e s tab l i shme nt s .  The or i g i nal transm i t tal 
forms , w i th accompany i ng i n i t i a t i on document s ,  are forwarded by 
the Reg i onal Off ice d i rectly to IPIR and cop i e s  of only the 
transmittal forms are rece i ved in  OFON . A l so includ ed in  the 
f i le s may be copies of Reg ional Of f i ce no t i f icat ions of the 
tran s fe r  to anothe r Reg i onal O f f i ce of  re spons ib i l i ty ,  for 
v i s i t i ng a par t icular e s tab l i shme nt ( S0- 6 3  forms ) . 

Th i s  f ile is  con s i de red con f ident ial  a s  i ts contents 
may ide n t i fy repor t ing e s tab l i shme nt s .  

Reten t i on Pe r iod . De stroy upon c lose-out o f  the PPIR sample 
segme nt .  
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* 2 9 5 . Logs of PP IR Collect ion Schedules Transmi ttal L i sts . 

Th i s  control f ile con s i sts  o f  compu ter prepr i nted l i s t s  (or log s )  
o f  e s tabl i shment number s for wh i ch documents have been ma i led to 
Reg ional O f f i ces for use in v i s i ts for pos s ibly obtain ing 
par t i c ipa t i on ( in i t i at ion ) of  such e s tabl i shments a s  repor te r s  i n  
the Producer Pr ices P rog ram .  A s  OFON rece i ve s  cop i e s  o f  
t r an smi ttal li sts of  collect i on schedules r e f lec t ing the re sul t s  
of t h e  v i s i ts ( see I tem 2 9 4 ) , these log sheets  a r e  pos ted to 
s i g n i fy that the collect ion document s  wer e  forwar ded to the BLS 
Cen t r al O f f  i ce . 

Th i s  f i le i s  con s idered con f i dent ial , a s  i ts contents 
may ident i fy repor t ing e s tab l i shment s .  

Retent ion Per iod . Destroy once all  industr i e s  i n  the s ample 
are r e cycled . 

* 2 9 6 .  PP IR Problem I nformation/C lar i f i ca t i on ( 60 8  Forms ) 
F i le s .  Con s i s t  of cop i e s  o f  communicat ions ( u s ua l ly Form 6 0 8 )  
reque s ting informat ion o r  c lar i f icat ion of  a n  instruct ion or 
add r e s s i ng a problem per ta i n i ng to the P roduce r P r ice s P rogram .  
Such commun ications may be or ig inated by e i ther  a BLS Cent ral 
Of f i ce organ i zat ion or  by a Reg i onal Off i ce . I n  e i ther instance , 
the query i s  forwarded to OFON wh ich e i ther answe r s  i t  or , to 
obta i n  a solut ion , forwar d s  a f i eld-or ig i nated que r y  to a Central  
Off  i ce organ i zat ion or a Ce nt r al Off  i ce-or i g i n a ted query to  a 
Reg i onal O f f i ce .  The re sponse i s  returned to OFON wh i ch , in 
tur n , provides the solution to the or ig inator of  the 
communication ,  reta i n ing a copy of the query and the re sponse . 

Re tention Per i od .  De stroy when ten ye a r s  old or when no 
longer needed for cur rent bus i ne s s , wh i chever i s  sooner .  

* 2 9 7 . Log of PPI R  Problem Information/C lar i f icat ion Reque sts  
(608  Forms ) . Cons i sts  of  a manual control log of  PP IR 
Information/C l ar i f icat ion Reque sts  (Forms 6 0 8 )  ( see I tem 2 9 6 ) . 
As the reque st ing commun icat ion i s  rece ived in  OFON , i t  i s  posted 
to the log and a t ic kler copy o f  the commun i cat ion i s  r etained . 
Whe n the solut ion i s  forwarded to inqu i r ing o f f i ce , the log i s  
pos ted to that effec t .  The t ic k ler copy of  the que ry i s  then 
destroyed and a copy of  the quer y  and solution i s  f i led in  the 
PPI R  P roblem/Informati on C lar i f ication ( 6 0 8  Forms ) F i le s ( I tem 
2 9 6 ) . F i le i s  con f ident ial , a s  i ts contents may i dent i fy 
repor t ing e s tabl ishment s . 

Retent ion Per iod . 

a .  T i c kler Copi e s  o f  Reque st . De stroy when answe red or 
when no long er r equi r ed for cu r re nt bu s i ness , wh ichever 
occu rs  later . 
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b .  Logs . De stroy when no longe r needed for current 
bus iness . 

* 2 9 8 . Spec i al PPIR Hand l i ng Sys tem Data F i le s . The spec i al 
hand l i ng sys tem for the PPIR s ample i n i t iation-collect ion 
ac t i v i t i e s  car r ied out by Reg i onal Repre senta t i ve s  cons i s ts of 
two d a t a  s e t s  on d i sk  at the cen tral  Bureau computer f ac i l i ty 
cove r ing the ac tive and the inac t i ve follow- up ca ses involvi ng 
problem e s tabli shments i n  the i ndustry samples and r e la ted 
prog rams ; var ious l i s t ing sheets  re flect ing pe r iod i c  s tatus dumps 
of the data sets as we l l  as summar i e s  of the case s ;  and secur i ty 
bac k-up tape s reflec t ing d i s k  data set dumps obtained in  
accor d ance w i th standard pe r i od ic  BLS Compu ter f ac i l i ty d i s k- to­
tape b ack-up proce dure s .  

The ac tive fol low-up problem e s tabl i shment data set i s  
upd a ted by Regional o r  Headquar ters  o f f  i ce i nput s  to doc ume nt the 
status of  ac t ions taken to determine the pos s i ble repor t i ng 
capab i l i ty of  the prob lem sampled e s tabl ishment s .  A s  o f  the d a te 
the d e terminat ions as to the f inal sta tus of  the e s tabl i shment s 
are made , the case s are con side red c losed , and the data on the 
clos ed e s tabli shments are t r an s fe r red to the inac tive mas te r  f i le 
data s e t . 

Retent ion Pe r iod : 

a .  Inac t i ve Ma ste r Data Set . Scratch whe n no longer  
needed for cur rent bu sine s s . 

b .  L i s t i ng sheets re f lec t i ng status or summar i e s  o f  
ac t ive-maste r data set s . De stroy whe n replaced by 
updated ve r s ion or when no longer needed for current 
bu s i ness , as appropr iate . 

c .  Ac tive data s e t . Sc r atch when sys tem i s  replaced or 
te rminated . 

d .  D i s k-to- tape secur i ty back-up tape s .  Scra tch whe n 
supe r seded by later backup tape . 

* 2 9 9 . PPIR Repr i c i ng F ield Fol low-Up Sys tem Data F i le s .  As 
of 1 9 8 4 , the PPIR Repr i c i ng F i e ld Follow- up Sys tem of OFO was 
d i s con t i nued and fol low- up of  problem repr i c i ng e s tabl i shments 
wa s made the responsib i l i ty o f  the I ndustry Analys t s  of  DIPPI . 

At the t ime of  th i s  wr i t i ng ,  the f i le s cons i s t  of  tape s 
at the cen t r al Bure au compu ter fac i l i ty cont a i n ing the conte nts 
of the ac t ive problem- e s tabl i shment data set a s  of  Febr uar y  1 9 84 
when the sys tem wa s d i sconti nued , a s  wel l  as the contents  of  the 
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mas t e r  inac t ive data set a s  of  the s ame t ime ; and l i s t i ng shee t s  
r e f lect ing the status of  the act i ve and inac t i ve mas te r  data sets  
a t  the t ime of di s cont inuance of  the sys tem . 

Re te ntion Pe r i od . De stroy whe n  no long er needed for current 
bus i ness . 

* 3 0 0 . PP IR Central  Off ice C lear ance Sys tem for Repo r te d  Pr i ce 
I n f ormat ion F iles . The Central  O f f  ice C le ar ance Sys tem involve s 
mul t i-estab l i shme nt repor t ing f i rms that requ i re coordinat ion o f  
the Cent r a l  O f f  ice to dete rmine the mos t e f fec t i ve method of  
repr i c ing repor ting by such f i rms , wh i ch will  involve loc a t ions 
in  more than one BLS reg i on .  The sys tem f i le s inc lude cop i e s  of 
S0- 1 0  Cen t r al Off i ce clearance forms se nt in by the Reg ions 
ar r anged alphabetically by company , and a data set ma int a i ned on 
d i s k  at  the Central Bureau Compu ter F ac i l i ty ident i fying s uch 
f i rms and i ncluding re lated prog rams as we l l  as l i s t i ng shee t s  
re f lect ing pe r i od i cally t h e  s tatus o f  t h e  Cent ral O f f  i ce 
clear ance data set . In  accordance w i th un i form d i s k  bac kup 
procedure s o f  the compu ter f ac i l i ty ,  d i sk-to- secur i ty tape d umps 
w i l l  be made pe r iod i cally . 

Retent ion Pe r iod . De stroy when super s eded or updated ,  or 
when no long er needed for cur rent bu siness , a s  appropr i ate . 

* 3 0 1 .  PPIR Reg i onal Establi shment Re fusal Repor t F i le . Th i s  
f i le  con s i s t s  of  repor ted re fusals f rom e s tab l i shments included 
in  an industry sample to serve as produce r pr i ce repor te r s . The 
neg a t i ve results of  the reg ional repre senta tive s ' contac t s  are 
doc umented for each e s tabl i shment included in this  f ile , 
nume r i cally arranged by 4-d ig i t  S I C  numbe r .  The informat ion in  
the  f i le can be of  use whe n recyc l i ng the s ample for  the industry 
conce r ned . 

Reten t i on Pe r iod . De stroy refusals  for a par t i cular 
i ndustry after r ecycling of  the industry s ample has been 
completed . 

* 3 0 2 .  PP IR Reg i onal O f f i ce P r int ing Cont rol F il e s . As par t 
of  i t s  Headquarte r s  - Reg ional O f f ice l i a i son func t ion , the PPIR 
team i s  re sponsi ble for the pr int ing and d i s tr ibu t ion of instruc­
tion a l  and e xplanatory mate r i al s  involved in the PP IR Prog ram 
sent f rom Headquar te r s  off  i ce s  to Reg i onal O f f  ice s .  The PPIR 
Reg i onal Pr i nting cont rol f i le is ma i ntained in enve lope s 
con t a i n ing the or ig i nal and the negat ive s  of  PPIR instruc t i onal 
or e xplanatory mate r i a l s  se nt to the Reg ions , such as indus t r y  
chec k l i sts , industry synopses , OFON ope r a t i ng i ns t r uc t i ons for 
sampl e  segments , DIPPI quar te r ly news let te rs , basic  manual s a nd 
manua l updates cover ing the collec tion manual and the APPRISE 
F i e l d  Manual , techn ical  memorand a ,  a nd the like . 
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Except for the Ope r a t i ng I n s t r uc t ions , the record copy 
o f  these var ious i s suance s i s  mai nta ined pr imar ily by the 
P lann ing and Procedure s B ranch , IPIR , wh ich serve s  as the pr imary 
prepar ing organ i z at ion for the PPIR prog r am i s s uance s .  

Retent ion Pe r iod . De stroy when f i ve year s old or when no 
longer needed for current bu sines s ,  wh ichever is soon e r . 

3 0 3 . Record Copy of PPIR Ope rat ing Instruct ions . De t a i led 
i n s t r uc t ions are prepared and issued by OFON cover ing the r elease 
to t he Reg i onal Off ice s  for i n i t iat ion of  e s tabl i s hment s of  
sample segments cove r ing some 20-25  4-d i g i t  S IC industr i e s . 
The s e  instruc t ions pe r t a i n  pr imar ily to the Adm i n i s t ra t i ve 
deta i l s  involved in  descr ib ing the col lect ion mate r i al s  r e leased , 
the collec t ion of the i n i t ial  pr ic ing data by Reg i onal O f f ice s at  
sampled e s tabli shments , and the  return o f  the i n i t i a t ion 
schedule s to he adquar te r s  o f f  ice s .  

The f i le cons i s t s  o f  two bind e r s . One contains  the 
record copy of the ear l i e r  i s suance s ,  in wh ich a separ a te 
ope r a t ing i nstruct ion was i s s ued for e ach numer ical sample 
segment . The othe r b i nde r , at  the t ime of  this  wr i t ing , contains 
a manuali zed ve rsion of  the ope rat ing i nstruction s .  

The f ile dates f rom 1 9 7 8  to d ate , and volume and 
acc r e t ion are  neglig ible . The e ar l i er operat ing i ns truc t ions are 
ar r anged nume r ically by a s s i g ned sample segment numbe r .  

Retention Pe r i od . P e rmane nt . O f f er for tran s f er to th e 
Archives of the U n i ted S tate s in  f i ve-year bloc ks when the 
late s t  record is twe nty ye ars  old . 

* 3 0 4 . PP IR Sample S egment L i s t ing F i le s . Cons i s t  of 
r e f e r ence copies of t h i c k  compu ter pr i ntouts  for the mos t cur re nt 
s ample segments and microf i che for the e a r l ier  s ample segments 
cove r i ng e ach 4-dig i t  PP IR i ndustry sample . 

The pr intouts or micro f i che l i s t  each prospec t i ve 
repo r t ing es tablishme n t  of a 4-d i g i t  i ndustry for wh ich 
in i t i a t ion document s  are furn i shed Reg i onal Of f i ce s  for use in 
contac t ing e s tablishment s  to obta i n  par t i c ipat ion i n  the PPIR 
prog ram.  The record copy of such l i s t i ng s  is ma int a i ned by the 
S ta t i s tical Method s  D i v i s ion and in machine readable format by 
IPIR . 

A r ranged by nume r ical s ample segment and by 4-d i g i t  S I C  
the r e unde r .  
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• 
Retent i on Per iod . De stroy when replaced by upd ated recycled 
s ample l i s ting s for par t icular i ndus tr i e s  cove red . 

* 3 0 5 .  Re ference Copy of I ndustry Chec k l i s ts - Synopse s .  A 
refe rence s e t  of  pr i nted cop i e s  o f  I ndustry Chec k l i s t s  and 
I ndu s t r y  Synopses is ma inta i ned in b i nd e r s  for conveni ence of  
acce s s  i n  connection w i th the e s tab l i shme nt i n i t i a t ion wor k  for 
the PP IR . 

Re ten t i on Pe r iod . De s troy when supe rseded by recyc l i ng 
ac t i v i t i e s .  

* 3 0 6 . PPIR P r intout-L i s t i ng Sheet F i le s .  Seve r a l  d i f fe rent 
type s o f  pr intouts re f lec t i ng var ious data  sets are  ma i nta i ned by 
the PP IR team . They include such l i s t i ng s  a s  re fe rence cop i e s  of 
var ious  sys tem requ i rements or  data d ic t ionar i e s  s uch as for the 
s ample or collec tion sys tems ma inta i ned for ease of  acce s s ;  
var ious  ch arts  o r  computer-prepared repor ts  o n  percentage o f  
complet ion of  PPIR collec t i on ac t i v i t i e s  o n  s ample segment s ;  
r e f e rence cop ies of wee kly S0- 4 prog r e s s  repo r t s  involving the 
PP IR segment of th i s  sys tem; copies  of  l i s t i ng sheets  re f lect ing 
the s tatus o f  prog r e s s  i n  c ar ry ing ou t f i e ld fol low- ups und er  the 
d i s cont inued repr i c i ng f i eld follow-up sys tem; and var ious o the r 
l i s t i ng sheets  as requi red involving the e s tab l i shme nt of  PPIR 
Reg i onal wor k  load project i ons , schedul i ng of comple t i on of 
in i t i a tion collect ion ac t i vi t i e s , mon i tor ing the prog r e s s  o f  
complet ion , and the l i ke .  

Retent ion Pe r iod . De stroy whe n supe rseded or  whe n f i ve 
ye a r s  old or no longer needed for current bu sine s s , 
wh ichever is soone r .  

IPP RECORDS 

3 0 7 . Record Copy of I nternat ional P r ice P r ogram Ope r a t ions 
Memor andums . The O f f ice of  F ield Oper a t ions i s sue s an IPP 
Ope r at ions Memorandum for e ach new sample of  pr ospec t ive 
repo r t i ng e stablishments transmi tted to the Reg i ons . The 
Ope r at ions Memorandum is a means of  conveying to the Reg ions 
informa t ion (pr imar ily adm i n i s t r a t ive in nature ) pe r t i nent to the 
sample for wh ich i t  was wr i t te n .  An Operat ions Memorand um may 
inc lude such informat ion as a l i s t  of the sample mater ials  be ing 
i s s ue d  to the f i eld ; m i lestone date s  for sample comple t ion ; IPP 
ind e x  pub l i cat ion goal s ;  re sour ce s  and progre s s  repo r t i ng 
requi remen t s ; spec i al data col lec t ion procedu re s ;  and other 
ins t r uc t ions as appropr iate . 
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Th i s  ver y  sma l l  f i le conta ins the reco rd copy of  these 
d i r e c t i ve s  dating from 1 9 7 7  to d a te . I t  i s  arr anged 
chronolog i cally in one 3 - r ing loose-leaf b i nder  and acc ret ion i s  
neg l i g ible . Typ ically , two Ope r at ions Memorandums a re i s s ued pe r 
year . 

Reten t i on Pe r iod . 

a .  Record copy se t .  Pe rmanent o f f e r  for transfer  to the 
Archives of the Un i ted S tate s in f i ve-ye ar bloc ks  when 
the mos t recent record i s  twenty year s old . 

b .  Othe r copi e s .  Dest roy when no longer needed for 
cur rent bus i ne s s . 

* 3 0 8 . !PP Collec t ion Schedules Transmi ttal L i s t s  (S0- 3 )  
F i le s .  The se f i le s cons i s t  of  re fe rence copies  of  Reg i onal 
Of f i ce p repared forms t ransm i t t ing to the BLS Cent ral Of f i ce 
document s  r e f lec ting the re sul ts of f i e ld repre sentative s ' v i s i ts 
to prospec t i ve repor t i ng e s tab l i shment s .  The or ig inal 
transmittal forms , w i th accompany i ng i n i t i at ion document s , are  
forwarded by the Reg ional Of f i ce d i r ec t ly to the  D i v i s ion of  
Int e r nat ional Pr ice s and only copi e s  of the transmi ttal forms are  
rece i ved i n  OFON . The f i le s may include cop i e s  o f  Re g ional 
O f f  ice not i f icat ions o f  the t r an s f e r  to anothe r Reg i onal Off ice 
of  r e spon s i b i l i ty for contac t ing a par t i cular e s tab l i shme nt . 

Th i s  file i s  con s i de red con f i dent ial a s  i ts contents 
would ident i fy repo r t i ng e s tab l i shme nt s .  

Retent ion Pe r iod .  De s troy thre e  year s a f ter c lose of 
in i t i ation col lec t ion ac t i v i ty for the !PP sample . 

* 3 0 9 . !PP Schedule Control Mach ine L i s t i ngs . Cons i s t  of 
refere nce copies of compu ter pr intout s  for each IPP sample . The 
pr i ntouts l i s t  each prospec t ive repor t i ng e s tabl i shment for wh ich 
in i t i at ion documents are furn i shed Reg i onal Of f i ce s  for use in  
contac t i ng the es tabli shment for  obta in ing par tic ipat ion and for 
repo r t i ng the resul t s  the reof to the Ce ntral O f f i ce . 

Th i s  file is  cons i de red con f ident i al a s  i t  would 
ide n t i fy repor t ing es tab l ishme nt s .  

Re tent ion Pe r iod . De stroy f i ve years a f te r  c lose o f  
i n i t i ation collec t ion ac t i v i ty f o r  the IPP sample . 

* 3 1 0 .  IPP Spec i al Hand l i ng Sys tem F i le s .  The spec i al 
hand l i ng sys tem for the I nte rnat ional P r i ce Prog ram ( IPP ) sample 
in i t i a t ion collect ion ac t i v i t i e s  ca r r ied out by Reg i onal O f f i ce s  
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con s i s ts o f  two data sets  and related prog r ams on d i s k at the 
Cen t r al Bureau computer fac i l i ty ,  cove r ing the ac t i ve and i n­
ac t i ve ca ses  involv i ng problem e stab l i shments in  i n i t i a t ing the 
IPP e xpor t and impor t  s ample s .  I n  add i t ion , the re are wee kly 
pr i ntout sheets re f lec t i ng cur rent status of the data sets as 
we l l  as summar ies of the case s , and secur i ty backup r e f lec t i ng 
d i s k  data set dumps obt a i ned in accord ance w i th per iod i c BLS 
comp u ter fac i l i ty d i s k- to-tape backup procedur e s . 

The ac tive problem e s tabl i shment data set  i s  ente r ed by 
OFON by remo te te rminal and may be updated by Reg iona l  or OFON 
inpu ts  to document the status of  ac t i ons ta ken to dete rmine the 
repo r t ing par t i cipation of the prob lem sampled e s tab l i shme nt . As 
of t he date the de te rminat ion a s  to the f inal status o f  the e s ta­
bli s hme nt i s  made , the case is conside red closed , and the d ata on 
tha t e s tabli shment are transferred to the inac t i ve master  f i le 
data s e t . 

Retent i on Pe r iod . 

a .  I nac t ive Ma ste r  Data Set . S c r atch whe n no longe r 
needed for current bu sine s s . 

b .  L i st ing Shee t s  Re f lec t i ng S tatus or S ummar i e s . Des troy 
when replaced by upd ated ve r sion or when no long er 
needed for current bus i ne s s , a s  appropr i ate . 

c .  Ac t i ve Data Set . S c r atch when sys tem i s  r eplaced or 
te rminated . 

d .  D i sk-to-Tape Backup Tape s . S c ratch whe n supe rs eded by 
late r  bac kup tape . 

* 3 1 1 .  IPP Problem I n formation/C lar i f icat ion ( 6 0 8  Forms) 
F i le s . These f i le s i nc lude copi e s  of  commun icat ions ( such as 
For m  6 0 8 )  reques ting i n fo rmation or c l ar i f icat ion of an 
ins t r uc t ion , or addre s s i ng a problem pe r t a i n i ng to some a spec t of 
the I nte rnat ional Pr i ce Prog ram .  Such commun icat ions may be 
or ig i nated by e i the r a BLS Cent r a l  O f f ice organ i zat i on or by a 
Reg i onal O f f  i ce .  I n  e i th e r  case , the que r y  i s  forwarded to OFON 
wh i c h  e i the r answe rs  i t  or , to obta in a solution , forwards  a 
f i e ld-or ig inated que r y  to a Cent ral O f f i ce or gan i zation or a 
Cen t r a l  O f f i ce-or ig i nated que ry to a Reg i onal O f f ice . The 
re sponse i s  returned to OFON wh ich , in tur n ,  provid e s  the 
sol u t i on to the or ig i nato r  of the commun icat ion , r e t a i n ing a copy 
of the que r y  and the r e sponse .  

OF/ON ma inta ins manua l control logs and t ic k le r  f i le 
�op i 7 s of  pend ing reque s t s . After a f inal reply is sent to the 
inqu i r ing o f f ice ,  the t ickler  copy i s  des troyed and a copy of the 
or i g i nal que ry together w i th the r e sponse i s  r e ta i ne d .  
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Retent ion Pe r iod . 

a .  Logs and Copi e s  of  F i nal Re sponse . De s troy whe n 10 
ye ars old o r  when no long er needed for cur rent 
busi ness , wh i cheve r occurs soone r .  

b .  Pend i ng Regues t s  T ickle r  F i le s .  De s troy t ic k ler copy 
when answe red or when no longe r  needed for cur r e nt 
bu s ine ss , wh i chever occu r s  late r .  

3 1 2 . IPP Weekly Progre s s  or Othe r Wee k ly S tatus Repo r ts 
F i le s .  Con s i s t  of compu te r pr i ntouts , manual tabulat ions , and 
re l a ted mate r i als r e f lec t i ng the prog r e s s  of Reg ional Of f i ce s ' 
data collec t ion ac t i v i t i e s  pe r ta i n ing to the Inter nat ional Pr ice 
Prog r am s amples of pr ospec t i ve r epor t i ng e s tab l i shments . The 
pr i ntouts conta in summar y  data by IPP s ample and BLS Reg i on .  
Wee kly summary data may also b e  comp i led manually by OFON s taf f . 

The compu te r i zed Reg i onal Of f ice Repo r t i ng ( S0- 4 )  
Sys tem provides the d ata base for the pr i ntout s .  For the S0- 4 
Sys tem , i npu t data are obta i ned v i a  the Reg i onal Networ k or by 
telephone and inputte d  to the S0- 4 d ata base by OFON s ta f f ,  using 
te rminals in the o f f i ce .  For the IPP it is planned that th i s  
prog r e s s  repor t ing ac t i v i ty w i l l  b e  pha sed out o f  the S0- 4 System 
to the Automated Reg i onal Trac k i ng Sys tem (ARTS ) beg i nn i ng i n  
Aug u s t  1 9 8 5 .  The ARTS d ata base i s  cove red in  I tem 4 5  o f  th is  
Record s Schedule . The S0- 4 Sys tem i s  cove red in  the Record s 
Schedule for the Wage s  and I ndus tr i al Re lat ions S ta t i s t i c a l  
Prog ram. 

Re tent i on Pe r iod . De stroy whe n e igh t year s old or when no 
longe r  needed for cur r e nt bu sine s s , wh ichever occu r s  soone r .  

3 1 3 . IPP Wor kload Proj ec t ions Mach ine L i s t i ngs . Cons i s t  of 
re f e rence copies of  monthly mach ine pr i ntouts r e f lec t i ng the 
pro j ec ted and progre s s  s tatuse s of  each IPP e xpor t and impor t  
sample i n  process o f  f i e ld i n i t i at ion data col lec tion o r  for 
future f i eld ing .  Both Reg i onal Off i ce and Cent ral  O f f ice inpu ts 
are involved as to the appropr i a te scheduling o f  the var ious 
sample data collec tion ac t i v i t ies  of  the Reg i onal O f f ice s ,  wi th 
pe r sonne l hou rs  and target  d ate s for s t ar t ing and comple ting of 
col lec t ion for each s ample be ing i nd icated . The repor t is 
upd a ted monthly . 

Record cop i e s  of  the pr intouts are ma i nt a i ned in  the 
Reg i onal Prog ress repor ting f i les  of the D i v i s ion o f  F i e ld 
Col lec tion Act ivi t i e s , wh i ch are  covered  in the Records Schedule 
for the Wage s  and I ndus t r i al Re lations S ta t i s t ical Prog ram . 
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Reten t i on Pe r iod .  De stroy when four months old . 

3 1 4 . IPP S tructural  Schedule Rev i ew Task For ce F i le s . As o f  
th i s  wr i t i ng ,  the OFON IPP Team Leader serve s  al so as a member  
and leader o f  the IPP S tr uctu ral  Schedule Rev i ew Task  For ce , a 
BLS inter-off ice g roup . The m i s s i on of  the Task Force is  to 
es tab l ish  a compute r i zed sys tem wh ich w i l l  analyze i n i t i at ion 
schedule inpu t  errors to dete rmi ne er ror source s and deve lop 
recommend ations for such ac t ion as may be appropr i ate . The 
implementa t ion of recommendat ions could result  in policy or 
procedural  change s wh ich w i l l  be i s s ued in  such med i a  as the IPP 
Col l e c t ion Manual , Ope rat ions Memor andums , Techn ical Memorandums , 
cor r e spondence , or the l i ke . 

These f i l e s  cons i s t  o f  such documents a s  minu te s of  
Tas k  For ce me eting s , bac kg round and r e fe rence mater i als , wor k ing 
note s ,  and the l i ke . 

Re ten t i on Per iod . De stroy when f i ve year s old or when no 
longe r  needed for cur rent bu sine s s ,  wh icheve r occurs  soone r .  

* 3 1 5 .  IPP Repr ic ing F i eld Follow- up Cont rol Record s .  
Although the norma l IPP quar te r ly repr i c i ng pr ocedure i s  for the 
BLS Cent ral  Off ice ( IPIR) to ma i l  the repr ic ing schedule s d i rec t 
to the par t i c ipat ing e s tab l i shments , the sched ules for some 
bu s i ne sses  are refer red by OFON to Reg i onal O f f  ice s for contact 
by them with the repor te r .  These f i les contain manual reg i s te r s  
of s uch schedules that have been t r ansmi t ted to Reg i onal O f f ice s 
each quar ter and provide a fol low- up cont rol tool r eg ard i ng 
re turn  o f  the schedules to the Cent r a l  O f f i ce . The f ile s a l so 
conta i n  wor k i ng no te s , related cor re sponde nce , and the l i ke . 

Re tent i on Per iod . Des troy when two year s old or whe n no 
long er needed for cur rent bu sine s s , wh ichever occurs  soone r .  

* 3 1 6 .  Microf iche Copies  of  IPP Mach i ne L i s t i ngs F i le s .  
Con s i s t  o f  i nactive refe rence f i le s of compu ter outpu t microf iche 
(COM) cop i e s  of mach ine pr intout l i s t ings of expo r t  and impor t  
estab l i shments . I nc luded are such l i s t i ng s  a s  those o f  compan i e s  
i n  selected e xport and impor t sample s of  prospec t i ve repo r t i ng 
es tab l i shments  as wel l  a s  cumulat i ve (called DIPALL) l i s tings  of 
compan i e s  wh i ch ar e repor t i ng e xport  or impor t pr ice data , or 
have i n  the pas t ,  or which we r e  contac ted for pos s ible 
par t i c ipat ion as pr i c i ng data repor te r s  bu t d id not become 
repor te r s .  

Recept ion o f  the COM r e fe rence l i s t i ngs by OFON has 
rece n t ly been d iscontinued . 
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These files are cons i d e r e d  conf i dent i al, as the i r  
co ntents i d e ntify reporting establ ishme nts . 

Retent i on Pe r i od .  Destroy when no longer needed for cur r ent 
business . 

RECORDS COMMON TO ALL OFFICES 
BRANCH OP INDUSTRIAL PRICES PROGRAMS ARD CPI 

PROCESS AUDITS 

3 1 7 . Techn ical Refe rence/Wor k i ng F iles . These are extra 
cop i es, pr i nted mate r i als, and wo r k i ng paper f iles of B r anch 
pe rsonnel cove r ing the i r  pa r t i cular assig ned program a r e as as 
well as stat istic al procedures and methodolog y and compute r  
technology and the li ke . I ncluded are extra cop i es of 
cor r esponde n ce pe rta i n ing to assigned surveys . 

Retent ion Pe r i od . Destroy when supe rseded, obsoleted, or no 
long e r  r e qui red fo r cu r re nt busi ness .  

3 18 .  I nte rmed i ate Pr i ntouts , Job Runs , Wo r kshe ets . I n  
car r y i ng out the prog ram of plann i ng, scheduli ng, and d i r ecting 
di r e c tly-collected surveys w ith Reg i onal Off i ces, Bra nch 
pe rsonnel obta in pr i ntouts or var ious other j ob run l ist i ngs from 
off-pr emise data process i ng fac il i t i es, typ i cally of an 
inte rmed i ate nature . These l istings cove r  the plann i ng, 
scheduli ng, and mon ito r ing of su rve y data collect ion and othe r  
survey related ope r ations at Re g i onal Off i ces. The wo r ksheets or 
list i ngs, pe rta in ing to surve ys, can be e i the r mach i ne pr ocessed 
or manually prepared and r elated pr imar ily to the prog ress of 
su rvey ope rat i ons, the schedul i ng of Reg i onal manpowe r to 
par t icular surveys, the plann i ng or proj ect i on of Reg i onal 
pe r sonnel to surveys thr oughout a year, ac count i ng for actual 
sur ve y  d ata collection Re g i onal activiti es, and the l i k e . 

The mach i ne listi ngs or manual tabulat i ons of th is item 
includ e only those not cove red by oth e r  sp ec ific items of the 
Sche dule perta in ing to this revisi on . 

Rete nt i on Pe r i od . Destroy whe n all esse nt i al i nformation 
has been analyz ed, tabulated, or publ ished, or whe n 
obsoleted and r evise d, as app ropr i ate . 

3 1 9 . Compute r ized Report i ng Systems I nte rmed i ate Mach i ne 
Pr ocessi ng F iles . Process i ng tape or d isk f iles as def i ned by 
GRS S che dule 20 pe rta i n i ng to the var ious compute r ized reporting 
systems used by the Branch such as wo r k  f iles, test f iles, 
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inte rmed i ate inpu t/outpu t f i le s , inpu t source f i le s , val i d  
transac t i on f i les , spe c i al reque s t  f i le s ,  and the l i ke no t 
cove red by other spec i f ic i tems of  the Schedule . 

Re te ntion Per i od .  Apply the r e te nt i on pe r iod s o f  GRS 2 0 , 
Par t I I ,  I tems 1-14 , a s  appl icable . (See page 1 7 9  of  thi s 
Recor d s  Schedule . )  
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f i le s  whose retent ion dates have 
expi red 

data used in te s t i ng a sys tem 

data abstrac ted f rom i npu t/ 
sour ce documents or other 
med i a  and ente red i nto the 
sys tem for e ach update 
cycle 

Wh i ch are  

used by compu te r 
ope rato r s  to fac i l i­
tate the proce s s i ng 
of  a spec i f ic j ob 
and/or sys tem r un 

rou t i ne or benchmar k 
data sets  construc ted 
or used for the pur ­
pose of  te s t i ng 

conve r ted to mag­
ne t ic med i a  

used for upda t i ng and 
requ i red to suppor t 
r econstruct i on o f  a 
mas ter f i le 

not used as inpu t  to 
a maste r f i le and 
not requ i red to re­
construc t  a master 
f i le 

Then 

Ava i lable for im­
med i a te use or 
reuse 

D i spose of  when 
no long e r  
needed 

D i spose of after 
ver i f ication of 
data on related 
magnet ic med i a  

D i spose o f  a f t. 
three or more 
update cycle s 

S ubm i t  SF 1 1 5 , 
Re que st  for 
Records D i s­
pos i t ion 
Author i ty 
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I tem F i le f unc t i on/ 
de s i gnat ion 
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PART II : PROCESSING FILES 

Con s i s t ing of  Wh ich are  

reta i ned by ADP ope ra­
t i onal e lements a s  
backup to magne t i c  
med i a  

o f f i c i a l ly d e s ig ned to 
replace or serve as 
the record copy i n  
lieu  of the hard copy 
or other input/sour ce 
docume nt 

Then 

D i spose of when 
no longer needed 

D i spose of i n  
accordance w i t� 
i nstruc t i ons 
app l icable to 
the hard copy 

...... 8 data c reated by another agency 1 f i le s  that the c reat­
i ng agency routi ne ly 
made ava i lable to 
other agenc i e s  or to 
the pub l i c  

D i spose of  a s  
refe rence 
ma ter i al 

9 the result  o f  a re­
que s t  of  the r ece iving 
age ncy for a spec i al 
tabulat ion , e x t r act 
or mas ter f i le s de­
s ig ned to mee t  the 
need s of  the r ece i ving 
agency 

Subm i t  SF 1 1 5 ,  
Re que st  for 
Reco rds D i s- A pos i t ion w 
Au thor i ty 

2-/ r f  the rece 1 v 1 ng agency re formats , ed i ts , me rge s ,  analyze s ,  summar i ze s  or otherw i se proce sses  the 
data i n  a f i le from another age ncy , then the f i le s  c re ated dur ing such proce s sing are f i le s of the 
rece i v i ng agency . The r ece i v i ng ag ency should schedule the re sul t i ng f i le s accor d i ng to the 
appropr i ate category in Part I ,  Ma ster F i le . 
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PART II : PROCESSING FILES 

Cons i s t ing o f  

punched card s that conta i n  
or i g inal entry w i th f i lm 
or wr i tten inserts  ( such a s  
ape r ture  card s )  

data that i s  man ipulated , 
sor ted , and/or moved f rom 
one r un to a subsequent 
r un 

data used w i th a mas ter f i le 
for creat i on of  an updated 
mas ter f i le 

" s ta t i s t ical " data gene r a ted 
dur i ng the c reat ion of a 
master f i le 

Wh i ch are 

source documents 

used i n  the proce ss 
of  c reat ing or up­
dating a master 
f i le 

used for i ndependent 
analys i s  

not used for i ndepen­
dent analys i s  

used to val idate a 
mas ter f i le dur i ng a 
proce s s i ng cyc le 

Then 

D i spose of i n  
accordance with 
instruc t ions 
app l icab le to 
the hard copy 

D i spos e of af � 
mas ter f i le has 
been proven 
sat i s factory 

S ubmi t SF 11 5 ,  
Reque st  for 
Record s D i s­
pos i t i on 
Author i ty 

D i spose of after 
three or more 
updated cyc les 

D i spose of in 
accordance w i th 
instruc t ion s  for 
e ach appropr i ate 
cycle of  the 
mas ter f ile 


