
JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY tJ I -	I 80 - t;&f -/ 
To	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received 

8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 q lts /O~
1 FROM (Agency or establishment) • I . 

Commodity Futures Trading Commission NOTIFICATION TO AGENCY 

2	 MAJOR SUBDIVISION In accordance with the provrsions of 44 USC 3303a, the 
disposition request, including amendments, IS approved 
except for Items that may be marked "disposition not 

3	 MINOR SUBDIVISION approved" or "withdrawn" In column 10 

5 TELEPHONE NUMBER DATE4 NAME	 OF PERSON WITH WHOM TO CONFER Qfr@ UNITED STATES202-418-5035Crystal Zeh (~~l'	
<;»\' 

6	 AGENCY CERTIFICATION 

Ihereby certify that Iam authonzed to act for this agency m matters pertammg to the disposition of ItS 
records and that the records proposed for disposal on the attached _3_ page( s) are not needed now for the 
busmess for this agency or will not be needed after the retention pen ods specified, and that wntten 
concurrence from the General Accountmg Office, under the prOVISIOnsof Title 8 of the GAO Manual for 
GUIdance of Federal Agencies, 

[gJ IS not required	 o IS attached, or o has been requested 
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 
September 9, 2009 Records Management Officer~dlJ~ 

9 GRS OR 
10 ACTION TAKEN7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB 
(NARA USE ONLY) CITATION 

See attached 



Item 

No. 

1 

Description of Item and Proposed Disposition 

CaleRdaFs, Sel=ledwlesaRd begs ef Dally Aeti'tltles 

GRS or 

Superseded 

Job Citation 

Action 

Taken 

(NARA 

Use Only) 

Recor€ls OeSCr/ptIOR WITHDRAWN 

Recsrss Fflay IAcl~se 13~t are ASt liFflltes t9 caleAsars, a131391AtFfleAt 13ssl~s, 
scl=les~les, Isgs, slarles aAS stl=ler recsFEls SSC~FfleAtIAg FfleetlAgs, 
a1313SIAtFfleAts, telel3ASAe calls, trll3S, lJlSltS, aAS stAer actllJltles sf feseral 
eFfll3lsyees wl=llie seFVlAg IA aA sff,c,al cal3aElty 

+I=le SISI3SSltlSA 

cl=laractenstlcs 

IAstr~ctlsAS al3l3ly ts recsrss 

Recsrss Fflay Be FflalAtalAeS 

regarsless sf 
IA aAY fsrFflat 

I3l=lyslcal fsrFfl sr 
SA aAY Fflesl~FfI 

Records OISPOSltlOR IRstrf:Jct:oRS 

a Recsrss cSAtalAIAg s~13staAtllJe IAfsrFflatlsA 

act ....,t,es wl=leA ASt IAE9rl30rateellAts sfflclal 
relatlAg 

files 

ts sff,c,al 

(1) ~eAlsr officials IACI~SIAg tl=le Gl=lalrFflaA, Gl=llef sf ~taff, 
CSFflFfllssloAers, GeAeFal CO~Asel, E)(ec~tlve Dlrectsr, Cl=llef 
ECSASFflISt, IAteFAatlsAal Affairs Dlrectsr, DllJlSISA sf 
EAfsrceFfleAt Director, DllJlSIOA sf Market g' ..erslgl=lt Dlrectsr, 
D,VISISA of ClearlAg aAS IAterFfleslapp' glJerslgl=lt Director 

aAs 

DIS13SSltl9A PERMANEN+ CI9se at tAe eAs sf tAe caleAsar 
+raAsfeF to tl=le NatloAal AFcl=lllJes 10 years after €loses 

year 

(2) All sther eFfll3lsyecs 

Cissc at tl=le eAs DIS13SSltl9A +eFfll3orary 

DestF9y/selete 2 years after clsses 

sf tl=le caleAsar year 
GRS 23, 
Item Sa 

13 Recorss cSAtalAIAg s~13staAtl ..'e IAfsrFflatlsA tl=lat I=lasalreasy 13eeA 

IACSrl3Srates IAtO sff,c,al files, aAs IAforFflatlsA cSAtalAIAg AS 

s~13staAtllJe IAforFflatlsA relatlAg ts sfflclal actllJltles 

Dcstrs',</selete '''''ReA AS IOAger AeesesDISI3SSltlSA +cffll3srary 
GRS 23, 
Item 5b 



2 

Item Description of Item and Proposed Disposition 

No. 

Administrative Policies and Procedures 

Records Descrtptton 

Records Include Commission-wide, Divtston-spectnc, or Office-specific 

administrative operating policies and procedures, which may clarify, 
supplement, and/or Interpret Federal laws and regulations This Item does 

not Include pohcies and procedures related to the agency mission Pohcies 

and procedures may be distributed as instructions, advrsones, memos, 
notices, or orders 

Records may Include but are not limited to drafts, comments, final versions. 
and related correspondence 

The Divrsron or Office responsible for promulgating a policy or procedure IS 

responsible for the record copy file for that particular policy or procedure 

The disposition instructions apply to records regardless of phvsical form or 
characteristics Records may be maintained In any format on any medium 

Records Dispostuon lnstructtons 

a Human resources-related pohcies and procedures 

DIsposition Temporary Close file when policy or procedure IS 

superseded or cancelled Destroy/delete 6 years after closed 

b All other polrcies and procedures 

DIsposition Temporary Close file when policy or procedure IS 

superseded or cancelled Destroy/delete 2 years after closed 

c Pohcies and procedures not finalized 

DIsposition Temporary Destroy/delete 3 years after development 
abandoned 

GRS or Action 

Superseded Taken 

Job Citation (NARA 

Use Only) 

Nl-180-00-
1, Item 104a 

Nl-180-00-
1, Item 104b 



Item 

No. 

3 

Description of Item and Proposed Disposition 

Badging and Security System Records 

GRS or 

Superseded 

Job Citation 

Action 

Taken 

(NARA 

Use Only) 

Records Description 

Records document the Issuance, tracking, and deactivation of staff badges 

and electronic security cards Records may Include but are not limited to 

reconciliation reports, badge forms, and data In the badgmg system 

The disposition 

charactenstics 
instructions apply to records regardless of physical form or 
Records may be maintained In any format on any medium 

Records Dtsoosstton Instructions 

a Monthly badgrng and secunty system reconciliation reports 

DIsposition Temporary Close file at the end of fiscal year 
Destroy/delete when 2 years old 

b Badge forms 

DIsposition Temporary Destroy/delete employee 

after employee separates from Commission 

forms 90 days 

c Badgmg system data 

DIsposition Temporary Destroy/delete employee 

after employee separates from Commission 

record 90 days 




