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To: National Archives and Records Admlnlstratlo� (NIR) 

e11tabH1hment) 1. From: (Agency or 

· s. Agency Certification 

for disposal on the attached � 

Guidance of Federal Agencies: 

Date Received 

. �e·quest for Recorr� isposition Authority 
(See Instructions on reverse) Job Number 

-- -------:--'.=--''------:--:---:---:-:�-::- --;-:-:-:;-=-:- --- - -f 

Washington, DC 20408 

UNITED STATES INTERNATIONAL TRADE COMMISSION 
Notification to Agency 

2. Major Subdivi■ion In accordance with the provisions of 44 
U.S.C. 3303a; the disposition request, in
cluding amendments, is approved except for 

3. Minor Subdivi1ion Items that may be marked •disposition not 
approved" or "withdrawn" In column 10. 

4. Name of Person with w�om to confer 5. Telephone (include area code) 

DAVID E. SPENCER/Rcrds Ofer 202-205-2722 

Archivist of the United States 

1 hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records proposed
page_(s) are not now needed for the business of this agency or will not be needed after the retention 

periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 

LJ is attached CJ has been requested [iJ is not required 

Title Date (mm/dd/yyyy) 

STEPHEN KOPLAN, CHAIR.MAN, USITC 3-27-eJ' 
7. 9. GRS or 10. Action 

Item 8. Description of Item and Proposed Disposition Superseded taken (NARA 
Number Job Citation Use Only) 

REVISION OF NCl-81-78-1 (as revised by 
NCl-81-83-1, N-' 81-89-1, and Nl-81-97-1) 

-1. Deletion of the existing Section G., GENERAL 
COUNSEL, items 13-17; and adding a new Section C, 

GENEAAL COUNSEL. •(attachment 1) 

2 • Addition of a new Section 11., INSPECTOR GENERAL. 

Recent ch nges to app ic ble sta ute requir 

each of the Inspectors• General to develop their 
own Records Disposal Schedule. '(attaclm,eut 2) 

Standard Form 115 (Rev.3/91) 
Prescribed by NARA 36 CFR 1228 



C. Records of the Office of the General Counsel 

Superseded by: 

) PfA--00� ,zo 1-00� -0003 
DATE (MM/DDNYYY): 

os-,04-Ju,,�
1 , 

Superseded by: 

>@-l>Oi \ .., 2ol7- OOOj _. COO2... 
DATE (MM/DDNYYY): 

05/ou./ \� 
I I 

Litigation Case Files 

Copies of legal documents such as motions, briefs, court opinions and orders, and other 
records concerning suits brought against the Commission. 

Disposition: TEMPORARY - Cut off files after case closes. Destroy 20 years after cut 
off. 

Copies of all su sL .... ULI,<,,...._o inions prepared by the General. Counsel's office for the 
Commission concerning both a ative and program matters. 

Disposition: TEMPORARY - Cut off files at the end of tn»...,......._ .. ,." Destroy 75 
years after cut off. 

Electronic copies created on electronic mail and word processing systems for series 
vered under sections C/1 and C/2. 

(a) at have no further administrative value after the recordkeeping copy is 

(b) Copies used for dissemination, revision,  
addition to the·recordkeeping copy. 

Destroy/delete when dissemination,. revision, or updating is comp 



Request for Records Disposition Authority 

G. Office of Inspector General - (OIG) 

Description of Records Authorized Disposition 

1. Investigative Files 

a. Investigative Files/ 
Investigative Peer Review Files. 
An investigative file is opened 
when the factual basis of a 
complaint or allegation is 
deemed to warrant a formal 
investigation. An investigative 
case may result in referral for 
criminal prosecution, civil 
adjudication, or administrative 
action� Investigative files 
constitute the written agency 
record.of investigative cases, 
including investigative reports 
and such related documents as 
correspondence and attachments. 
Peer review files document the 
conduct of peer reviews either 
of investigation units in other 
IG offices by USITC-OIG, oreof 
the USITC-OIG's Investigations 
Office by another OIG. The files 
are classified according to historical 
value: 

. 
s with Permanent. Cut off at end_ . 
·cal of fiscal year ir� whkh case 

is closed and revise case 
number to indicate permanent 
file with "(P)" at end. Retain . 

• · May attract public i_nterest and/or in OIG for five (5) years, 
_ then substantial national or regional tra to Records Storage 
media attention; .Center (R ransfer t-0 

• Result in a congressional NARA ten (10) year 
investigation; cut off. 

• May involve Commissioners; 

https://record.of
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}(. Office of Inspector General - (OIG) 

Description of Records Authorized Disposition 
. 

1. Investigative Files NOTE: Fo� !H\1%.�'f•J"-r•u £ 

F.lw tla1t f f-ht.- U 6 '-re. o �G,
Investigative files with 
si ni icant historical value 

din cases that: continued 

/li.Ufl,.0 S Aom,�, 6 rA./l'r/ON ro• Result in s stantive changes 
in ITC policies d procedures; Dt.:rtfl..MiNC. I,: -t-4t., f·aJ t- �1'0�1., 
or 8t-t..-./ll\£ /¾.!'-hl/Jff�f. 

• Result in a criminal con · tion, 
���:��emedy, or administrat 

Investigative files without 
i ni icant historical value. 

Superseded by: 

l\ll- 0'6'1- ID-¥ •:1.,g 
[?ATE (MM/0D/YY): 

03j7,:z/z \ l 

b. Original documents. 
Documents produced in response 
to a subpoena, interview transcripts, 
and/or other evidence collected  
during the course of the investiga
tion. These containeinformation· 
essential to the cases and should be 
kept with the file. 

v¼� 
JO 

Temporary. Cut off at end 
of fiscal year in which case is 
closed and revise case 
number to indicate temporary 
file with "(T)" at end. Retain 
in OJG for three (3) years, 
then transfer to Records 
Storage Center (RSC). 
Destroy eight (8) years after 

t off. 

Paper re ds may be 
destroyed afte reation and 
verification of ele 
record. 
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G. 
H. Office of Inspector General - (OIG) 

Description of Records Authorized Disposition 

si n · ant historical value 
includin Permanent. Cut off at end 
• May attract p lie interest 

and/or substantiv ational 
or regional media att ion;

• Result in a congressional . 
investigation;

• May involve Commissioners; 
• Result in substantive changes in 

ITC policies and procedures; or 
• Result in a criminal conviction, 

civil remedy, or administrative 

of fiscal year in which the 
corresponding case is closed 
and revise case number to 
indicate permanent file with 
"(P)" at end. Retain in OIG 
for five (5) years, then 
transfer to Records St�rage 
Center (RSC). Transfer to 

RA ten ( 10) years after 
cut O Or� : roll. o,a.o'�'I I 
th'- u�:rf � o£ ri�·,'Yl!5 fo 5t 

't' LS.' 1'f' 

action. 
-('JI£ Nf/110"1111.,, A-1.ut•i&s A"IJ"E� 
Ad.ta,•O:)t,..,.f;,11 fo Otr£h,,1/.4E, �,. T'H�

(ii) Original documents without f.'iL.£ S�0\&&.0 A"-"t>Mi!- P£11-M,111JP.NY. 
signifi"cant historical value. Temporary. Cut off at end 

of fiscal year in which 
corresponding casds closed 
and revise case number to 
indicate temporary file :with. 
''(T)" at end. Retain in OIG 
for three (3) years, then 
transfer to Records Storage 
Center (RSC) .e. Destroy eight .(8) years after cut off. 

�- Grand Jury.Files (Federal Rules of 
. Criminal Procedure· 6(e)).. Materials  
obtained by a jury und�resubpo�ria require .spedal handling. These documents are 
segregated from the case file and kept 
under strict physical security while the 
case is open. Grand Jury materials sent -
to the RSC will be.specially labeled and 
boxed to ensure against inadvertent 
release without court approval. .

https://A"-"t>Mi!-P�11-M,111JP.NY
https://Otr�h,,1/.4E
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 1 ti 1cut o 

is closed and revise 
corresponding Grand Jury 
File number to indicate 
permanent file with "(P)" 
at end. Retain in segregated 
and locked location at OIG 
for five (5) years, then a 

in ITC policies and procedure ti person on the 6( e) list 
or transfers to Records Storage 

enter (RSC). Transfer to 
. A ten (10)years aftere

/Yt>f£.: �ta- G� 
V -/4

�i • � 
J · 

• Result in a criminal conviction, 
civil remedy, or administrative 
action. NAr �AJ,tJ AA-d�.,jsJ I/I'd b,,drt1J AJ-Jt· �F f'J,e,. /:iL..f!.. ,u+f'J-ol\ 9f o Pt'f<A-"' iAJ� 

SIJow.,_P �L {)���+�(ii) Grand Jury Files without 
significant historical value. Temporary. Cut off at end 

of fiscal year in which case 
is dosed and revise 
corresponding Grand Jury 
File number to indicate 
temporary file with "(T)" at 
end. Retain in .segregated
and locked location at OJG 
for three (3) years, then a 
person on the 6(e) list 
transfers to Records 
Storage Center (RSC). 
Destroy eight (8) ye�rs after 
cut off. 

� Office of Inspector General - (OIG) 

Description of Records 
Grand Jury Files (6e): continued 

Grand Jury Files with significant 
istorical value includin 1/es

!ii_· 

• May · ract public interest 
and/or su tantial national or 
regional me · attention;

• Result in a cong ssional
investigation;

• May involve Commisst 
• Result in substantive chan 

Authorized Disposition 

Permanent. Cut off at end 
of fiscal year in which case 



Office of Inspector General - (OIG) 

Description of Records 

d Other Miscellaneous Files. 
These contain information or allegations 
of an investigative nature that do not 
result in the creation of a formal 
investigative file. They include 
anonymous or vague allegations that 
are deemed not to warrant an investigation·,
matters referred to consthuents or other 
agencies for handling, and support files 
providing general information that may 
prove useful in Inspector General 

investigations. 

e. Working papers, drafts, notes, and back
ground documents. 
These contain information that previously 
has been included in the final record
keeping copy of an investigative case (i.e., 
extra copies), or is not necessary to 
understand the final disposition of an 
investigation. 

2. Audit and Inspection Files 
These include files produced during audits, 
inspections, and other reviews that assist 
management in identifying, analyzing and 
resolving program and organizational issues. 

Superseded by: 

/2.A a. .:.:::s.:.. i ::...:..;;...,i...;.:;.=::i....=;= 

l va 

;=...��;,:;.i,_:=�r-=:..:es;;..=:o�lu�t..:....::e.- � \ .. l D �-- \ elusive oDATE (MM/DDNYYY): 

• Attract substantial national or reg1 e
media attention; 

• Result in a congressional investigation; or 
• Result in substantive changes in ITC 

policies and procedures. 

Authorized Disposition 

Temporary. Cut off at end 
of fiscal year in which file 
is closed and revise ile 
number to indicate temporary 
file with "(T)" at end. Retain 
in OIG for five (5) years, 
transfer to Records Storage 
Center (RSC). Destroy eight 
(8) years after cut off. 
Paper records may be 
Destroyed after creation and 
verification of e.lectronic 
record. 

Temporary. Destroy at the 
time the investigative Jile is 
closed. 1 

 

Paper records may be 
destroyed after creation and 
verification of electronic 
record. 

Permanent. Cut off at end 
of fiscal year in which_
file is closed and revise 
correspondingefile-number 
to indicate permanent file 
with "(P)" at.end. Retain in 
OIG for five (5) years, then 

.  tra to Records Storage 
C:enter (R · · Transfer to 
NARA ten (10) ye fter 
cut off. 



· 

. Q,
Ji. Office of Inspector General - (OIG) 

Description of Records 

ts audit resolu 

Superseded by: 
. N, ... OC&l,, 10-1 /2-B 
DATE (MM/DD/YYYY): 
03/iz/zo\\ 

3. . Policy and Procedure Files 

These include all records that define or 
document the policies and proceclures 
established for planning, dfrecting, 
controlling, performing, and assessing 
OIG functions, including operations 
manuals, OIG policy bulletins, and 
standard operating procedures. 

Superseded by:
NI- 68'"1-l - l� A 
DATE (MM/00/YY Y): 
O�}.-v'2--/ W\ \ 

Authorized Disposition 

Temporary. Cut off at end 
of fiscal year in which 
file is closed and revise 
file number to indicate 
temporary file with H(T)" at 
end. Retain in OIG for five 
(5) years, then transfer to 

Records Storage Center RSC). 
Destroy eight (8) years after 
ut off. 

Paper rec s may be 
destroyed after· eation and 
verification of electr 
record. 

Permanent. Cut off when 
superseded or obsolete and 
revise file name to indicat� 
penna!lent file with "(P)" at 
end. Retain in OIG for five 
( �-,-�-� then transfer to 
RSC. Trans e  ARA  



DATE (MM/DDNYYY) : 

0 ·9 , b'b{e-W \  

Storage Center (RSC)'. 
Destroy e ight (8) years after 
cut off. 

N. Office of Inspector General - (OIG) 

Descript ion of Records 

3 .  Pol i cy and Procedure Fi les :  cont in ued 

s and back round 

Superseded by: 

\ -o�t- , o� , j � 1o 

A u th orized Disposi t ion 

Temporary. Cut off at end 
of fiscal year in which 
fi le i s  closed and revise fi le 
number to indicate temporary 
fi l e  wi th "(T)'' at end. Retain 
in  OIG for five (5) years , 
then t ransfer to Records 

At4T I-\Oll 11'.4T"lll,!. A<:,£/ilC Y 
4 .  All Remaining Documents and Fi les 

Thi s  section covers al l  documents and 
fi les generated by OIG that are not 
addressed in the preceding sect ions .  

. 
1 f  

ns 

nce 

inclu 

• Attract substant ia l nat ional or regio 
med ia at ten t ion ;  

• Resul t  in a congress ional investigat ion ;  
or 

• Resul t  in  sub tant ive changes in ITC 
pol icies and procedures .e. . 

Paper ords may be 
destroyed a creat ion and 
verifi cat ion of e 
record . 

Permanent. Cut off fi les at 
end of fi scal year i n  which 
fi le i s  c losed arid revise 
fi le name to ind icate 
· ermanent fi le wi th "(P)" at 

en . etain in OIG for five 
(5)  years ,   n transfer to 
RSC.  Transfer 
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?'A T\"' ,qc.f H( 'f R4  1-Z-, H OSI I 

Superseded by: 

� , o43"\ - t o - t/4 C..  

DATE (MM/DDNYYY): 

03/�?-- / W\ \ 

s not 

1-1. Office o f  Inspector General - (OIG) 

Descript ion of Records 

All Remaining Documents and Fi les :  con t inued 

Authorized Disposi t ion 

4 .  

Temporary. Cut off at end 
of fi scal year in  which fi l e  
i s  closed and rev ise fi le 
number to ind icate temporary 
fi le with "(T)" at end. Retain 
in OIG for fi ve (5) years , 
then transfer to R ecords 
S torage Center" (RSC) . 
Destroy eight ( 8) years after 
cut off. 

records may be 
destroy after creation and 
verification 
record . 




