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UNITED STATES INTERNATIONAL TRADE COMMISSION

2. Major Subdivision

3. Minor Subdivision

In accordance with the provisions of 44
U.S.C. 3303a; the disposition request, in-
cluding amendments, is approved except for
ltems that may be marked "disposition not
approved” or "withdrawn" in column 10.

Notification to Agency

4. Name of Person with whom to confer

DAVID E. SPENCER/Rcrds Ofcr

5. Telephone (include area code) Date

202-205-2722 7 bl L

Archivist of the United States

6. Agency Certlification
I hereby certify that | am authorized to act for this agency in matters pertaining to the disposition of its records and that the records proposed

for disposal on the attached

page(s) are not now needed for the business of this agency or will not be needed after the retention

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

Guidance of Federal Agencies:

[ x ] is not required (] is attached

[ ] has been requested

Signature of Agency Representative [Tive Date (mm/ddlyyyy)
__<f STEPHEN KOPLAN, CHAIRMAN, USITC J-27-o é
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Number Job Citation Use Only)
REVISION OF NC1-81-78-1 (as revised by
NCl1-81-83-1, N- 81-89-1, and N1-81-97-1)
1. Deletion of the existing Section C., GENERAL
COUNSEL, items 13-17; and adding a new Section C,
GENERAL COUNSEL. <“fattachment—1)
2. Addition of a new Section N., INSPECTOR GENERAL.

y

Recent changss to applicable statutesz reguire
each of the Inspectors' General to develop their
own Records Disposal Schedule. <attachment-2}-
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C. Records of the Office of the General Counsel

1. Litigation Case Files

Superseded by:
) B 0091 - 50171-0004 -0003 Copies of legal documents such as motions, briefs, court opinions and orders, and other

DATE (MM/DDIYYYY): records concerning suits brought against the Commission.

0571,047[_2018 Disposition: TEMPORARY - Cut off files after case closes. Destroy 20 years after cut
off.

2= General Counsel Memoranda
Supamseded by: Copies of all substantive opinions prepared by the General Counsel’s office for the

PW-D0 | - 2017- 0004 -0002- Commission concerning both @ ative and program matters.

DATE (MM/DD/YYYY):
oS ZOL{, /‘:7 013 Disposition: TEMPORARY - Cut off files at the end of the-calendar year. 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.

at have no further administrative value after the recordkeeping copy is

(a)

Destroy/delete after record ing copy has been produced.

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

ting that are maintained in

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

staszd
e

Z0, Thml?



Request for Records Disposition Authority

G. Office of Inspector General - (0OIG)

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, oref
the USITC-OIG’s Investigations
Office by another OIG. The files
are classified according to historical

value:
(I~_Investioative files with Permanent. Cut off at end
sigmificant historical of fiscal year in which case
value, incliding cases is closed and revise case

number to indicate permanent
file with “(P)” at end. Retain
in OIG for five (5) years,

that:

e May attract public interest and/or

then substantial national or regional tra to Records Storage
media attention; Center (RSC)~Transfer to

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

b\)rﬂs JM“’ Iy

e May involve Commissioners;


https://record.of

N. Office of Inspector General — (OIG)

Description of Records Authorized Disposition
1. Investigative Files NOTE: Foa TwuzsrigaTWl &
Flas +hat the UBITC 016
Investigative files with DsTERMINES 176 BE OF
significant historical value, Hi5Tsni caL 5'.' N 'wmlca, CONTALT
Meluding cases that: continued 1hE NATioNAY ArcHives AND

R&csrOS Aomipistrarion T
Dersnming 1F +he §ile s HOuL

BeesmE famanent.

stantive changes
d procedures;

e Resultins
in ITC policies
or

e Result in a criminal conwigction

civil remedy, or administrat‘tf
action. Andeawn

Investigative files without
ignificant historical value. 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 OIG for three (3) years,
then transfer to Records
Storage Center (RSC).
Destroy eight (8) years after

destroyed aftérgreation and
verification of eleCtsQnic

record.

(it

Superseded by:

NI-0Fl-10-] /818

DATE (MM/DD/YYYY):
03[22/2 0\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 containanformation
essential to the cases and should be
kept with the file.




H. Office of Inspector General — (OIG)
Description of Records
LQ::II documents.
(i) Oxiginal documents with
sigkl‘ﬁcanr historical value,
includir}viocuments that:

e Result in a congressional
investigation;

e May involve Commissioners;

e Result in substantive changes in
ITC policies and procedures; or

e Result in a criminal conviction,
civil remedy, or administrative
action.

(ii) OQOriginal documents without
significant historical value.

¢. Grand Jury Files (Federal Rules of
Criminal Procedure 6(¢e)). Materials
obtained by a jury underesubpoena require
special 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.

Authorized Dispesition

Permanent. Cut off at end
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 Storage
Center (RSC). Transfer to
RA ten (10) years after
cut otk NOTE . Fon 0&0,04' £ lz-S-ﬂWf
the USTTL Dsrsemines To BE
of Huwbmicnl SispfiAvCE, Conrac
THE NATIOM AL ArethVES AndRECH

Admnistratioa To DSTELM/SE TF THE
F' E \SHWLO Bs 60mE

PERMANENY,

emporary. Cut off at end
of fiscal year in which
corresponding case is 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).eDestroy eight
(8) years after cut off.


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

G.
H,

Office of Inspector General — (OIG)

Description of Records

Grand Jury Files (6¢): continued

(i) Grand Jury Files with significant
istorical value, including files

in ITC policies and proceduresg?
or

e Result in a criminal conviction,
civil remedy, or administrative
action.

(ii) Grand Jury Files without
significant historical value.

Authorized Disposition

Permanent. Cut off at end
of fiscal year in which case
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
person on the 6(e) list
transfers to Records Storage
enter (RSC). Transfer to

NARA ten (10) years after y
cut o ALrLyféa. ..wd Jue mbﬁdh

611‘(, O 2réenm (s
beua\-(gﬁ Nl‘buw‘“ C‘Mrﬁcfﬁ

) JgS And lacocds Admast
ﬁg{“?’\ T%iftﬁ—mzd; £F The Fice
SHouw? 2 Pamueat.

Temporary. Cut off at end

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



&
i

Superseded by:

Office of Inspector General - (OIG)

Description of Records Authorized Disposition

d. Other Miscellaneous Files. Temporary. Cut off at end
These contain information or allegations of fiscal year in which file
of an investigative nature that do not is closed and revise file
result in the creation of a formal number to indicate temporary
investigative file. They include file with “(T)” at end. Retain
anonymous or vague allegations that in OIG for five (5) years,
are deemed not to warrant an investigation, transfer to Records Storage
matters referred to constituents or other Center (RSC). Destroy eight
agencies for handling, and support files (8) years after cut off.
providing general information that may
prove useful in Inspector General Paper records may be

Destroyed after creation and

investigations.
verification of electronic

record.
e. Working papers, drafts, notes, and back-
ground documents.
These contain information that previously Temporary. Destroy at the
has been included in the final record- time the investigative file is
keeping copy of an investigative case (i.e., closed.
extra copies), or is not necessary to
understand the final disposition of an Paper records may be
investigation. destroyed after creation and
verification of electronic
: record.
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.
Final reports, audit resolutien files, and Permanent. Cut off at end

Ni-€1-10-1/2k @ : . cutol
DATE (MM/DD/YYYY): otherdecuments (exclusive of work papers)  of fiscal year in which
with significant-historical value, including file is closed and revise

og/z'z/zw\

documents that: correspondingdile number

to indicate permanent file
with “(P)” at end. Retain in

= Attract substantial national or regi
OIG for five (5) years, then

media attention;

» Result in a congressional investigation; or ﬁm{ﬁr&o Records Storage
= Result in substantive changes in ITC Center (RSE)._Transfer to
policies and procedures. NARA ten (lO)y\cxn-& fte

cut off.



G
N. Office of Inspector General — (OIG)

Authorized Disposition

Description of Records

b~UFinal reports, audit resolution files, and Temporary. Cut off at end
oiltex documents without significant of fiscal year in which
histori}d\ualue, and all work papers. file is closed and revise

file number to indicate
temporary file with **(T)” at
end. Retain in OIG for five
(5) years, then transfer to
Records Storage Center RSC).
Destroy eight (8) years after
ut off.

Superseded by:

Ni- 0% -1p-1 /2D
DATE (MM/DD/YYYY):

0222 |20\

Paper rec‘ords\may be
destroyed afterereation and
verification of elect“r‘tmi__c_‘
record.
3.  Policy and Procedure Files

These include all records that define or

document the policies and procedures

established for planning, directing,

controlling, performing, and assessing

OIG functions, including operations

manuals, O]G policy bulletins, and

standard operating procedures.

a.~Final policies and procedures. Permanent. Cut off when

superseded or obsolete and
revise file name to indicate
permanent file with “(P)” at

ded by:
'S\Ju‘per;} le’lz %_’%A end. Retain in OIG for five
- e (5yyears, then transfer to
DATE (MM/DD/YYYY): RSC. Transferte NARA

O’bl?’L] 20u ten (10) years after cut off--




zq>

Description of Records

3. Policy and Procedure Files: continued

Superseded by:
NI-0Fi-10-1/3R
DATE (MM/DDIYYYY):
03|2z2|20\

AuTHOR ITATIVE AGENC)’
4. AH-Remaining Documents and Files

This section covers all documents and
files generated by OIG that are not
addressed in the preceding sections.

Semiannual reports, managemeit
H\\Chﬂl[enges reports, strategic plans,
perfo%ace plans, performance
reports, an ted correspond nce
with significant m}ta[ical value,
including documents that:

» Attract substantial national or regio
media attention;

e Result in a congressional investigation

or

* Result in substantive changes in ITC

policies and procedures.e

Office of Inspector General - (OIG)

Authorized Disposition

Temporary. Cut off at end
of fiscal year in which

file is closed and revise file
number to indicate temporary
file with ““(T)” at end. Retain
in OIG for five (5) years,
then transfer to Records
Storage Center (RSC).
Destroy eight (8) years after
cut off.

destroyed after creation and
verification of elestronic
record.

Superseded by: »
N -0F1 10 - |/4P
DATE (MM/DD/YYYY):

p3|22 |20\

Permanent. Cut off files at
end of fiscal year in which
file is closed and revise

file name to indicate

ermanent file with “(P)” at

(10) years after cut offs



26>

Office of Inspector General — (O1G)

Description of Records Authorized Disposition

AUeniR I TATWE AGENeY . .
Al-Remainine Documents and Files: continued

b Administrative documents, Temporary. Cut off atend
&esnondmce, and files not of fiscal year in which file

addres in preceding sections. is closed and revise file
number to indicate temporary

file with *“(T)” at end. Retain
in OIG for five (5) years,
then transfer to Records
Storage Center (RSC).
Destroy eight (8) years after
cut off.

Superseded by:

M 031~ 1o-1/4C_
DATE (MM/DD/YYYY):
03/22 |20\

records may be
destroyed.after creation and

verification lectronic
record.





