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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

and RECORDSADMINISTRAnON (NIR) 

In accordance with the provisions of 44 
U.S C. 3303a the disposition request.

Administration	 includmg amendments. IS approved except
for items that may be marked "diSpOSItion
not approved" or "wJthdrawn" in coTumn 10. 

5. TELEPHONE 

Charles w. Steele	 (202) 219-5605xl08 

6. 'AGENCY CERTI 
I hereby certify that I am authorized to act for this agency inmatters pertaining disposition of its records 
and that the records proposed for disposal on the attached __ 1_ page(s) are not now needed for the business 
of this agency or will not be needed after the retention reriods syecified; and that written concurrence from 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

[:E)	 0 is attached; or 0 has been requested. 
REPRESENTATIVE TITLE 

D8PTl-. fkc()I\cb ~rcCl'~ 

ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION
 
NO.
 

See Attached 
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1. GENERAL CORRESPONDENCE OF THE ASSIST ANT SECRETARY AND DEPUTY 
ASSIST ANT SECRETARY FOR THE EMPLOYMENT AND TRAINING 
ADMINISTRATION 

A Controlled Correspondence FIle 

This senes consists of all mcoming and outgomg correspondence that relate to significant Issues 
and mission of the Employment Trammg AdmmistratIon. The records include the origmal 
mcoming correspondence directed to the Assistant Secretary or Deputy Assistant Secretary, and 
copies of the outgomg correspondence signed by or on behalf of the Assistant Secretary or 
Deputy Assistant Secretary. ThIS senes includes a copy of the Trackmg System Control Sheet, 
which lists the addressee, document control number, and brief summary of the subject These 
records document sigmficant actions of the Assistant Secretary or Deputy Assistant Secretary. 

lH:elttsive tittles! 1994 1996 
Arrangement by trackmg control number, there under alphabetIcally by name of addressee 
Annual accumulation: 3 CUbICfeet 
Volume on Hand: 6 CUbICfeet 

DIsposition: Permanent. Cutoff files at the end of calendar year and retire to the Washmgton 
National Records Center when 2 years old. Transfer to the National Archives when 10 years old 

B. Non-Controlled Correspondence FIle 

This senes covers incommg correspondence and copies of outgomg responses that are considered 
routme, admmistrative, or duplicated elsewhere. Records include requests for ETA publications 
and general mformation about ETA programs, invitations to attend, participate, and/or speak at 
meetmgs, conferences, and similar events, thank you letters, and mformational copies. 

DispOSItIon: Temporary. Destroy when five years old. 

C. Electromc Records - created by electromc mall and word processmg applications. 

DIsposItIon: Temporary. Delete when file copy is generated or when no longer needed for 
reference or updatmg. 

2. CORRESPONDENCE TRACKING SYSTEM 

A correspondence trackmg system used to control correspondence m the Assistant Secretary and 
Deputy Assistant Secretary's Office. As correspondence ISreceived, certain information IS 
entered mto the system, I.e., correspondent's name, subject of the letter, date received, date 
assigned for action and due date, and SIgnature level required. When the correspondence IS 
answered, appropriate data ISentered mto the system to reflect final action. ThIS system ISon a 
personal computer and ISbacked up daily by the Correspondence Control Unit. Information IS 



·, 

downloaded and saved to a diskette on a yearly basis. 

DIsposition: Temporary. Destroy when five years old. 




