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(See Instructions on reverse)
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JOB NO -

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NCI-27-52-/

DAT RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
Department of Commerce

2. MAJOR SUBDIVISION
Bureau of the Census

NOTIFICATION TO AGENCY

In accordance with the provisions of 44 U SC 3303a the disposal re
quest. inc'uding amendments, 1S approved except for items that may

3. MINOR SUBDIVISION
Tnduskry Division

he stamped “disposa’ not approved” or “withdrawn™ in column 10

4. NAME QF PERSON WITH WHO %

Robert W. Rawlins

5. TEL EXT

763-5415

fo21-52 {00V Ml

Date Nirchiast of the Umited States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of _52 _ page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.

(] A Request for immediate disposal.

(] B Request for disposal after a specified period of time or request for permanent

retention.
C. DATE D. SI TURE OF AGENCY REP NTATIVE E. TITLE
4-13-82 46 L/riq M )W Departmental Records Cfficer

A4
7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.

10
SAMPLE OR "
108 NO ACTION TAKEN

RECORDS SCHEDULE——INDUSTRY DIVISION

Thic records schedule covers records created by the
Industy Division and replaces Schedule NN-172-77.

(71

115-107 M /()/{,7.{) 552 oy

Copsilo MW

NA/ F A/ALS VB

STANDARD FORM 115

Revised April, 1975

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With inclusive Dates or Retention Periods)

]

: 10,
SAMER T | ACTION TAKEN

Industry Division

This division has the function of collecting,
processing, and disseminating statistical data
and information on the manufacturing and mineral
industries. This involves the following:
planning and conducting the Quingquennial Census
of Manufacturers, the Quinquennial Census of
Minerals, and the various sample surveys, pro-
cessing the resulting data; and preparing
reports and publications on the manufacturing
and mineral industries. The division consists
of fifteen branches which report to one of five
assistant division chiefs (each assistant
division chief supervises three to five
branches) which in turn report to the division
chief. Records are maintained by the Central
Files Unit, the Division Chief, the Assistant
Division Chiefs, and the branches with most of
the records maintained in the Central Files
Unit.

Records Common to the Central Files and All or
Most Other Organizational Units

ENSUS BUREAU PUBLICATIONS

reports, studies, tabulations, and mono-
ublished by the Census Bureau/Department
. Similar items published outside
the Census eau/Department of Commerce are
non-record mate 1l and should be destroyed when
no longer needed.

Disposition--Copies maintaged in Economic Field
Area Units for ré&€erence or other
use.
Destroy or transfer to a p ica=-

tions storage area when no 1lo

needed. Non-record material.

Withdg aw,

115-203

Four copies, including original, to be submitted to the Nationa! Archives

GPO 1975 O - 579387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Digposition Authority — Continuation

JOB NO

PAGE OF 2

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9

AMPLE OR 10.
SAMEEC™ | acTion Taken

CENSUS/SURVEY PROCEDURES MEMORANDUMS

Volume 13 cubic feet. 1947 and thereafter.
Annual accumulation--% cubic foot.

Numbered series of memorandums describing the
activities and procedures to be followed in the
conduct of the various Economic Censuses and
Surveys. These memorandums are distributed by
the division of origin to all divisions,
branches, and units involved in the census or
survey. There is a separate series for each
survey oOr census.

Arranged numerically by survey number or Census

year and thereafter by chapter, subchapter, and

document number,.

Disposition:

a. Record copy retained by office of origin.
Volume--13 cubic feet. Annual Accumu-
lation--% cubic foot.

Permanent. Offer to the National Archives

A T T e s S WO Gl Ll Bolrem i
hlod el tod ?W%MM

b. Other copies.

Non-record material. Destroy when no longer

needed.

CHRON FILES NOT DESCRIBED ELSEWHERE

Carbon or electrostatic copies of outgoing
letters, memorandums, and other documents that
are filed chronologically and without any re-
lated incoming documents.

Disposition--Break file at end of either the
fiscal or calendar year. Keep 2
years, then destroy.

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Request for Records Disposition Authority — Continuation

JOB NO

PAGE OF 3

7

8. DESCRIPTION OF ITEM

: 10.
SAMPLECR | ACTION TAKEN

ITEM' NO. (With inclusive Dates or Retention Periods)
4. COMPLETED QUESTIONNAIRES
A, Completed Economic Census Questionnaires.
(1) Hard copy.
Destroy after the questionnaires have
been microfilmed and validated. If the
questionnaires are not microfilmed,
destroy when 20 years old, or sooner,
if no longer needed (NN 172-77, Item
8a).
(2) Microform. 1958 and thereafter.
a. Original camera negative copy.
70 & o
e e T g o o
Dirdrsn, £ W(/W /WW( I@M
b. Other Copies.
Destroy when 20 years old.
B. Completed Sample Survey Questionnaires.
(1) Annual Survey of Manufacturers.
a. Hard copy.
Destroy after the questionnaires
have been microfilmed and vali-
dated. If the questionnaires are
not microfilmed, destroy when 3
years old, or sooner if no longer
needed.
b. Microform.
Destroy when 20 years old.
(2) Other Annual Surveys.
a. Hard copy.
Destroy after the questionnaires
have been microfilmed and vali-
dated. If
115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A

GPO 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Admimstration

FPMR (41 CFR) 101-114
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Request for Records Disposition Authority— Continuation

JOB NO

PAGE OF 4

7.
ITEM NO

8. DESCRIPTION OF ITEM

9.
SAMPLE OR

(With Inclusive Dates or Retention Periods) JOB NO ACTIO;JO'TAKEN
not microfilmed, destroy when 3
years old, or sooner if no longer
needed.
b. Microform.
Destroy when 5 years old.

(3) All Quarterly Surveys.

Destroy when 5 years old, or sooner if

no longer needed.

(4) All Monthly Surveys.

Destroy when 5 years old, or sooner if

no longer needed.

(5) All Special and One-Time Surveys.
Destroy when 3 years old, or sooner if
no longer needed.

(6) Omits, out of scopes, guestionnaires
received too late to be included in thg
statistics, and other questionnaires
not described above.

a. Economic Census.

Destroy when 6 years old, or
sooner, if no longer needed
(NN172-77, Item 9a).

b. Annual Survey of Manufacturers.
Destroy when 18 months o0ld, or
sooner if no longer needed.

c. All Other Annual, Special, or One-
Time Surveys.

Destroy when 1 year old, or sooner
if no longer needed.
115-203 Four coples, including original, to be submitted to the National Archives

GO 975 O - $79-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation ) J08 NO PAGE OF ¢
7. 8. DESCRIPTION OF ITEM S 10,
ITEM NO (With inclusive Dates or Retention Periods) S/‘\JggLSOOR ACTION TAKEN

d. All Quarterly and Monthly Surveys.

Destroy when 6 months old, or soon-
er if no longer needed.

CONGRESSIONAL CORRESPONDENCE

Letters from Members of Congress together with
attached copies of constituent letters and
carbon copies of Census replies thereto, with
the exception of those letters forwarding
constituent requests for information/publi-
cations/data tabulations or constituent com-
plaints at having to fill out census/survey
forms or answer certain questions.

Disposition--Destroy when 10 years old.

DATA PROCESSING PAPERWORK RECORDS

Documents describing each file run; routine edit
and tabulation specifications; matrix and table
layouts; diary printouts; routine instructions
to coders, processors, and clerical personnel;
cost charges for data processing and computer
use; and routine systems and applications soft-
ware (as distinct from file documentation and
file output).

Disposition--Destroy when no longer needed.

DATA TABULATIONS AND LISTINGS

Unpublished aggregated data tabulations and
listings. Included are data tables, data de-
rived from the performance of various statisti-
cal/mathematical calculations, data projections,
data estimates, time series data, comparisons
of data from different sources or surveys, and
printouts of machine readable file data.

115-203

Four copies, including original, to be submitted to the National Archives

GPrO 197, O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation J0B NO . PAGE OF
9
7. 8. DESCRIPTION OF ITEM ) 10,
ITEM NO (With Inctusive Dates or Retention Penods) SﬁggLEOOR ACTION TAKEN

Disposition:
a. Textual.
l. Intermediate and Preliminary.

Destroy after final data is determined
to be acceptable (NN172-77, Item lla).

2. Final.
(&)Quinquennial Economic Census.

Destroy when 6 years old, or after the
tabulﬁtions have,K been microfilmedJ

AA sotULN,

(b)Annh 1 Survey of Manufacturers.

Destroy when 5 years old, or sooner if
no longer needed.

Cﬂ)All Other Surveys.

Destroy when 4 years old, or sooner if
no longer needed.

b, Microform.

l. Quinquennial Economic Census

Destroy when 15 years old (NN172-77,
Item 11b(1)).

2. Annual Survey of Manufacturers.
Destroy when 10 years old (NN172-77,
Item 11b(2)).
3. All Other Surveys.
Destroy when 5 years old (NN172-77,
Item 11b(3)).
8. FILE DOCUMENTATION FOR MACHINE READABLE FILES

Record layouts, coding sheets/code books, a copy
of the blank input questionnaire or form from
which the file data came, a statement of the

115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
CPrO 1975 O - 573-387 FPMR (41 CFR) 101-114
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Request for Records Digposition Authority — Continuation

JOB NO

PAGE OF 7

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9.
AMP 10.
ngBL509R ACTION TAKEN

i0.

editing procedures, technical description of the
file (Census Form BC-~-248 or NARS Form 7091 or
informational equivalent), File User Manuals,
and any background information that would be
useful or necessary to researchers using the
file.

Disposition:

a. For All Machine Readable Files Designated
PERMANENT.

Permanent. Offer to the National Archives
along with the related tape file.

b. For All Other Machine Readable Files.

Temporary. Retain as long as the tape file
is retained. Dispose along with the re-
lated tape file.

INFORMATION/PUBLICATION/DATA TABULATION REQUEST
FILES

Incoming letters requesting either information,
specific data tabulations, or copies of publi-
cations (including Congressional or other
letters forwarding such requests) together with
copies of replies thereto.

Disposition--Destroy 3 months after transmittal
or reply (GRS No. 14, Item 3 and 4)

OMB/FORMS DEVELOPMENT/CLEARANCE FILES

Background material relating to the development
of each public use form. The file consists of
correspondence with industry associations con-
cerning form content, copies of OMB clearance
requests, internal Bureau memorandums, draft
copies of forms, and instructions.

Disposition--Non-record material. Destroy when
no longer needed.

115-203

Four coples, including original, to be submitted to the National Archives

GO 1975 O - $TY-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records bisposition Authority — Continuation

JOB NO

PAGE OF 8

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
[ 10.
sﬁgBLEOOR ACTION TAKEN

11.

12,

Record copy of these files are retained by the
Forms Branch of the Administrative Services
Division.

OPERATIONS FILE

Duplicate copies of procedures and instructions;
progress and production reports; cost and time
estimates; work schedules; edit and review
records; work charts; computer utilization re-
ports; periodic summaries of computer costs
charges; and other records of a facilitative
nature not described elsewhere.

Disposition--Destroy 3 years after the com-
pletion of the census, survey, or
project to which they relate.

PERIODIC ACTIVITY REPORTS

1975 and thereafter. Volume--5 cubic feet.
Annual accumulation--% cubic foot.

Monthly, quarterly, semi-annual, or annual re-
ports summarizing in narrative and statistical
form the accomplishments and activities of the
division and its branches. Arranged chrono-
logically.

Prepared at division level:
Disposition:

a. Central Files Copy.

/0 ol o7 AIPHL

b. Oé%é; Copies“and Feeder Reéorts.

Destroy when 3 years old or when no longer
needed.

Prepared and retained below the division level:

Disposition~--Destroy when 3 years old or when

115-203

o ’opger needed
Four coples.“lnc uding orlginﬁﬁé‘be submitted to the National Archives

Gro 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101-114



Request for Records Disposition Authority —Continuation 108 NO

PAGE OF

9

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

SAMPLE OR 10.
JOB O ACTION TAKEN

13.

14.

PROPOSED SURVEY/PROJECT FILES

Files relating to proposed surveys Or projects.
These consist of correspondence, proposals,

papers, cost estimates, feasibility studies, and
related memorandums.

Disposition--Destroy when 5 years old (GRS No.
19, Item 12b)

a. Rejected Surveys/Projects.

Destroy when 5 years old (GRS No. 19, Item
12b)

b. Approved Surveys/Projects.

Incorporate into appropriate Survey Planning
and Management Files or Project Planning
Files.

QUINQUENNIAL CENSUS PLANNING AND MANAGEMENT
FILES

1963 and thereafter. Volume—-;f-cubic feet.
Annual accumulation--1% cubic feet.

Records which document the origin, planning,
content, procedures, processing, costs, results
and effects of the Quinquennial Economic Census,
Such records include the following: post-
mortems on the proceeding census, reports on
census pretests, record copy of all forms, in-
structions, manuals, and questionnaires, minutes
and notes of meetings relating to the census;
manuals, issuances, and directives relating to
the policies and procedures; correspondence,
memorandums, reports, and other records relating
to questionnaire content, sampling framework,
enumeration problems, data output, publications
and findings, summary budget and cost data; and
post~-census evaluations and reports.

Arranged chronologically by Quinqguennial Census
year and thereafter, alphabetically by subject.

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation 108 NO

PAGE OF

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPL 10.
MEET | ACTION TAKEN

15.

16.

terial
W ﬁyzw.when 10 years old.ﬁ

Disposition--Permanent. Consolidate the files
from the various units on a di-
vision level, eliminate duplicate

WA 4 1 10 gote blothy whor lntedd -

REFERENCE OR CONVENIENCE COPY FILES

Carbon copies of documents received from other
organizational units and retained for reference
purposes by unit personnel either to facilitate

the conduct of business, to serve reference pur-

poses, or to keep informed on the activities
and projects of other units. What distinguishes
these files from other series of records is the
following: 1) the records are not created nor
primarily addressed to the office of retention,
2) the records are generally part of a wide
carbon or electrostatic copy distribution, 3)
the documents are received for informational
purposes only and do not result in any official
action, and 4) the documents are not integrated
into the project or activity files of the re-
ceiving office.

Disposition--Non-record material. Destroy when
no longer needed.

SEARCH PROJECT PLANNING FILES

1970
Annual

d thereafter. Volume--2 cubic feet.
cumulation--% cubic foot.

Records whi document the origin, purpose,
scope, costs, a results of various research
projects such as vising various economic indi-
cators, creating mea es of industrial plant
capacity, measuring the™roductivity of capital
and labor inputs, and def ng the economic im-
pact of pollution control expwgditures. Such
records include feasibility stu , reports,
background papers, summary cost dat memo-
randums, correspondence, and final repW®{ts.

Arranged alphabetically by project and ther
after alphabetically by subject.

wlﬂid{kaw,o

115-203

Four copies, lnclu;'llng original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR} 101-11 4
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JOB NO

PAGE OF 11

7.
ITEM NO

8. DESCRIPTION OF ITEM N
(With Inclusive Dates or Retention Penods)

PL 0.
sﬁgBLSSDR ACTION TAKEN

17'

18.

D1 —--Permanent. Consolidate the files
he various branches and

staffs on igion level. Offer
to the National Archiv n 10

years old.

RESPONDENT CORRESPONDENCE

Incoming letters from survey or Quinquennial
Census respondents either requesting information
as to how or why they were included, seeking
clarification on certain questions, discussing
reporting problems, or expressing complaints
about either their inclusion in the survey or
the asking of particular questions (including
Congressional letters forwarding such corre-
spondence) together with copies of Bureau
replies thereto.

Disposition--Destroy when the next survey or
census is conducted or sooner if
no longer needed, but no sooner
than 3 months after transmittal or
reply (NN172-77, Item 5 and GRS

No. 14, Item 7) o e

Har Syearnd old.

ROUTINE ADMINISTRATIVE OR "HOUSEKEEPING" FILES

Routine non-permanent records created or main-
tained by all or most organizational units in
the course of conducting business. These files
include the following: time and attendance
reports; prop sheets and prop reports; travel
orders, vouchers, requests for permission to
travel, and resulting reports; budget records
and cost estimates for proposed and approved
projects together with related correspondence,
work sheets, and project authorization requestsj;
personnel records such as position descriptions,
notification of personnel action, applications
for employment, employee record cards, perform-
ance ratings, leave analyses, personnel adminisH
tration records relating to the operation of
such routine personnel functions as merit pro-
motion, blood-savings bond-UGF drives, staffing
patterns, grade levels, etc.; copies of

ﬂ)/ﬁui’lidwv

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Rewvised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Request for Records Disposition Authority — Continuation JOB NO

PAGE OF ]2

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With inclusive Dates or Retention Penods)

SAMPLE OR 10.
OB 50 ACTION TAKEN

19,

issuances and announcements on routine adminis-
strative and personnel matters from division
chiefs and above; purchase and requisition
orders for furniture, supplies, equipment, and
services; inventories and lists of machines and
equipment with related material on the use and
repair of same; Monthly Expense Statements from
the Finance Division; contract records such as
contracts, contract authorizations, contract
proposals, billings, vouchers, and related
correspondence; copies of records disposition
and transmittal requests; daily progress reports
made for the purpose of indicating degree of
completion and identifying bottlenecks, and
related records.

Disposition--See Census Administrative Manual
Chapter K 3, "Records Management"
(Appendix A) for disposition in-
structions for each of the above
series of records.

STANDARD STATISTICAL ESTABLISHMENT LIST (SSEL)
RECORDS

Printout or microfilm copies of the five million
record extract of the computerized SSEL. This
list covers all business establishments with
employees subject to Social Security taxes that
have been in business within the last 2 years
except that Government agencies, farms, agricul+
tural firms, financial institrutions, communi-
cations enterprises, utilities, and ICC
regulated transporation concerns are omitted.
The data in this list comes from IRS Form SS-4,
"Appication for Employee Identification Number, !
SSA Form OOA-100, "Employee Informational
Schedule," and the Census Bureau's Company
Organization Survey's Form NC-X1A, "List of
Subsidiary Establishments."™ The data consists
of the name, address, ID number, total payroll,
total employment, SIC code, and current status
of the establishment along with the same data
for each of its subsidiaries. The printout
version of this file exists in two formats:

1) SSEL extract arranged in alphabetic
sequence, and, 2) SSEL extract arranged in al-
phabetic sequence.

115-203

Four coples, including original, to be submitted to the National Archives

GO 1975 O - 579=387

STANDARD FORM 115-A

Revised Juty 1974

Prescribed by Generai Services
Administration

FPMR (41 CFR) 101-11 4
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PAGE OF
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7.
ITEM NO

8. DESCRIPTION OF ITEM SAMPLE OR

(With Inclusive Dates or Retention Perniods)

. 10.
JOB NO | ACTION TAKEN

20.

21.

Disposition--Destroy when superseded by a new
version of the file. Non-record
material. The SSEL system is main-
tained by the Economic Surveys
Division.

SURVEY PLANNING AND MANAGEMENT FILES (Often re-—
ferred to as SURVEY PROJECT FILES)

- /";
Volume~£§4g;ubic feet. Annual accumulation--&
cubic feet. 1973 and thereafter.

it

Records describing the origin, purpose, scope,
content, sampling methodology, survey pro-
cedures, costs, and results of sample surveys.
Such records include: minutes and notes of
meetings to plan the survey; record copy of
questionnaires, manuals, and forms, directives
and issuances relating to policies and pro-
cedures; correspondence, memorandums, reports,
and other records relating to sample selection,
questionnaire content, enumeration problems,
data output, and findings; summary budget and
cost data; description of data supplied to
sponsor; correspondence between the Census
Bureau and the sponsor (if another agency), and
copies of related contracts; and post-survey
studies relating to data validity, data relia-
bility, survey procedures, specific questions,
and sampling methodology.

Arranged alphabetically by survey, then chrono-
logically by survey date (if a a recurring sur-
vey), and then alphabetically by subject.

Disposition--Permanent. Consolidate the files
from the various units on a divi-
sion level for each specific

e uﬁ@y(
e 20 yliyy .

WORKING PAPERS

Volume=--5 cubic feet. Annual Accumulation--1/5
cubic foot. 1947 and thereafter.

Background and source materials used in pre-
paring reports and conducting data analyses,

survey. TMWWW
ﬂcéé/ FA Mm'y w ears, old.
W/Azgmipw})/ﬁ@m / %fc%f

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - $79-387

STANDARD FORM 115-A

Rewvised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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JOB NO

PAGE OF 14

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

p 10.
SﬁgBLEOOR ACTION TAKEN

22,

23.

such as printout tabulations, reference
material, non-records copies of file documents
and publications, library material, handwritten
notes, and rough drafts together with related
reviews and critiques.

Arranged alphabetically by paper.

Disposition--Destroy 6 months after either pub-
lication or completion of official

action, or 3 years after completiagn

of the report or analysis if there
was no publication or official
action (GRS No. 16, Item 10).

Central Files

ALPHA MASTER FILES

Carbon or electrostatic copies of outgoing
letters, memorandums, and other documents that
are arranged alphabetically by name of recip-
ient and are filed without any related incoming
documents.

Disposition-~-Break file at the end of each
fiscal or calendar year. Keep the
file for 2 years and then destroy.

CENSUS/SURVEY NUMBERED MEMORANDUMS

Volume--24 cubic feet. 1947 and thereafter.
Annual Accumulation--1% cubic feet.

Numbered series of memorandums describing the
activities and procedures to be followed in th
Census of Manufacturers, Census of Minerals, an
the Annual Survey of Manufacturers (ASM). Some
of these memorandums have attachments.

Arranged numerically by subject code and there-
after chronologically. 12
Disposition--Permanent.

ASeluiome.s when ears old. ﬂ

DWNALS tw /amb/

Wmmwwwé/

d

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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7.
ITEM NO

8. DESCRIPTION:OF ITEM
(With Inclusive Dates or Retention Periods)

PL 10.
sﬁ"gBLﬁoOR ACTION TAKEN

24,

25,

26.

27.

COMPANY/FIELD TRIP FILE

1967 and thereafter. 1% cubic feet. Annual
accumulation--Negligible.

Trip reports by division personnel describing

trips to companies and trade associations, and
reports on visits of company/industry officialg
to the Bureau.

Arranged alphabetically by name of company.

Disposition--Permanent. Break file at the end
of each year. Offer to the
National Archives .

I 10 YLrX blad B dihow the
COMPANY RWEW Za W -

80 cubic feet.
Stockholders and annual reports of companies.
Arranged alphabetically by name of company.

Disposition--Destroy when superseded or
obsolete.

CORRESPONDENCE CONTROL SLIPS

Correspondence control slips used for the con-
trol of incoming correspondence that is
described in entries 22, 27, 28, 29, 30, 32, 33,
and 34. These slips contain the name of the
sender, the date of the incoming letters, the
date of the reply, and a capsule summary of the
content.

Disposition~--Destroy along with related corre-
spondence.
DIRECTORS MEMORANDUMS FILE

1951 and thereafter. Volume--2 cubic feet.
Annual accumulation--negligible.

115-203

Four copies, including original, to be submitted to the National Archives

GI'O 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-11.4
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9.
SAMPLE OR

10,
JOB NO | ACTION TAKEN

28.

29.

Carbon and electrostatic copies of memorandums
to the Director, the Deputy Director, the Asso-
ciate Directors, and other Division Chiefs.
Also included are copies of other division's
Monthly Activity Reports, memorandums from othelr
divisions, and reports on field trips by divi-
sion personnel.

Arranged alphabetically by the name of either
the recipient or the author of the memorandums.

Disposition--Segregate material into: /&) memo-
randums to the Director, Deputy
Director, Associate Directors, and
other Division Chiefs, and t’) all
other material.

A #) , Permanent.

Offer to theagzzazfal A;chive
L wimew 10 year*&/ﬂw b@é
et 2O WW,
al) Temporary. Destroy when years old or

sooner if no longer needed.

LEGAL FILES

Letters from outside the Bureau requesting in-
formation that is restricted under Title 13 to-
gether with carbon copies of replies thereto;
copies of laws, Executive Orders, federal regu-
lations; internal Bureau memorandums relating t
the prosecution of firms refusing to fill out
questionnaires; drafts of proposed Federal
Register notices; Freedom of Information Act
requests and replies thereto; internal Bureau
memorandums relating to the disclosure of data,
and correspondence relating to disclosure of
data. :

(o]

Arranged numerically by subject code.

Disposition--Destroy when 5 years o0ld (GRS No.
14, Item 1l6a(3)).

MEMORANDUMS TO DIVISION PERSONNEL

Green carbon copies of memorandums to various
division personnel.

115-203

Four copies, including original, to be submitted to the National Archives

GO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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7. 8. DESCRIPTION OF ITEM 3. 10.
ITEM NO {With Inclusive Dates or Retention Periods) SﬁggLEOOR ACTION TAKEN

30.

31.

32.

Arranged alphabetically by name of recipient.

Disposition~-Destroy when 2 years old.

MEMORANDUMS TO FIELD OFFICES

Green carbon copies of Industry Division memo-
randums and directives to Regional Offices con-
cerning operating procedures, program pro-
cedures, and clerical processing problems.

Arranged chronologically.

Disposition--Destroy when 10 years old.

MEMORANDUMS TO FILES

1951 and thereafter. Volume--4 cubic feet.
Annual accumulation--1/5 cubic foot.

Green carbon copies of memorandums relating to
various subjects and topics such as committees,
phone conversations, reporting burdens, census
statistics, and related matters that were
written to be incorporated into the division
files.

Arranged chronologically.

Disposition--
Gl Sttt uinGuepegugnpngeing .
MEMORANDUMS TO OTHER AGENCIES

Carbon copies of memorandums to other agencies;
mostly to OMB and the Commerce Department.

Arranged alphabetically by name of agency and
thereafter chronologically.

Disposition--Destroy when 10 years old.

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



- .
)

Reqﬁest for Records Disposition Authority — Continuation

JOoB NO

PAGE OF

18

7.
ITEM NO

8. DESCRIPTION OF {TEM
(With Inclusive Dates or Retention Periods)

9

MPLE OR 10.
SAMELESR | ACTION TAKEN

33.

34.

35,

MEMORANDUMS TO OTHER DIVISIONS
1956 and thereafter. Volume--2 cubic feet,

Green carbon copies of memorandums to other
divisions

Arranged alphabetically by name of divisiion and
thence chronologically.

Disposition--Destroy when 10 years old.

MEMORANDUMS TO STAFF

Green carbon copies of internal division memo-
randums and directives, most of which relate to
operating and program procedures.,

Arranged chronologically.

Disposition--Destroy when 10 years old.
SCELLANEOUS SUBJECT FILES NOT ELSEWHERE

e undetermined. Volume--2 cubic feet.
Annual acwumulation--negligible.

Corresponden
tives, issuanc
ings, budget est
papers, and other
by subject and relat
ject management, perso
keeping matters, i.e., £
permanent and temporary re

. Mmemorandums, reports, direc-
 agenda and minutes of meet-
ates, cost estimates, working
cuments that are organized
to program planning, pro-
el, and routine house-
es that contain both

Disposition-~-Segregate material\into (1) records
which describe the owWigin, struc-
ture, and functions o he unit and
its various components a de-
scribes the origin-plannin atur
results of major programs an
projects, and (2) all other
material. ’

withdee WA

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 5792387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-11 4
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Request for Records Disposition Authority — Continuation J0B NO AGE OF 19
7. 8. DESCRIPTION OF ITEM SAMng'E OR 10.
ITEM NO (With Inclusive Dates or Retention Periods) J0B NO ACTION TAKEN

Permanent. Offer to the National Archives

ears old. w,fkaw”

b. Temporary. Destroy

36. ORGANIZATION AND MANAGEMENT FILES

Administrative issuances and directives, inter
office notices and regulations, and directives
and memorandums relating to work measurement,
work improvement, paper work, overtime, the
1974 Trade Act, and SIC codes and coding.

Disposition--Destroy when 5 years old or sooner
if superseded or obsolete.

37. PERSONNEL TRIP REPORTS

Trip reports by division personnel. Unlike the
Company/Field Trip File, these reports are
arranged alphabetically by name of employee.

Disposition--Destroy when 5 years old.
38. PUBLIC RELATIONS FILES

Correspondence, memorandums, and notes relating
to publicity for the Economic Census and other
Bureau programs, to Census Bureau participatioh
in various conferencs and presentations at

various professional/trade conferences, and to
meetings of Census Bureau personnel and industry
representatives.

Arranged numerically by subject code.

Disposition--Destroy when 5 years old.

39, STATISTICAL PROGRAM FILES

1974 and thereafter. Volume--1% cubic feet.
Annual accumulation--1/5 cubic foot.

Memorandums to other divisions relating to genf
eral statistical programs and procedures such las
sample selection, research working groups,

entrex, seasonality calculations with copies off
115-203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-114
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JOB NO

PAGE OF 2()

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

: 10.
SAMPLEOR | ACTION TAKEN

40.

replies thereto, internal memorandums relating
to variance calculation, cell edits, form
formats, matrix tabulations, and verification
tabulations with copies of replies thereto.

Arranged numerically by subject code and there-
after chronologically.

Disposition--Permanent. Break file at the end
of each year. Offer, to the
National Archives 10 vear

W%20¢2/4M%

Records of the Division Chief

NSUS ADVISORY COMMITTEE RECORDS

--None at present. Annual Accumulation--

Census A0 isory Committee are public advisory
committees\gstablished by charter of the Secre-

unication between the Census
hand and professional

ity group organizations on
mittees, during the plan-
ning of the Decennial\and Economic Censuses,
provide advice on such tters as coverage
improvement, undercount rwduction, subject con-
tent, data tabulations, da dissemination
policies and procedures, enufgeration procedures
and proposed research areas. ecords consist
of agenda, minutes, and reports\of meetings;
papers and reports presented at etings;
reports, memorandums, proposals, aNd papers
produced by the Committee or its subgommittees
and their members; original and revis®d/amended

channels of co
Bureau on the on
societies and min
the other. These ¢

charters; published notices of establisWment and

termination; Annual Committee Reports; a
Monthly Significant Change Reports (but e

matters, such as time and data of meetings,
pense claims and vouchers, distribution of mee
ing materials, travel, office supplies, and
printing).

Arranged alphabetically by name of committee,

115-203

Four copies, including original, to be submitted to the National Archives

GPrO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Admimistration

FPMR (41 CFR) 101-114
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PAGE OF 21

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inctusive Dates or Retention Penods)

9.
SAMPLE OR
JOB NO

10.
ACTION TAKEN

41.

ence chronologically by date of meeting, and
thihreafter alphabetically by subject.

DispoXition:

a. Fileg Retained by the Committee Coordinator
or HiN\/Her Organizational Unit.

Permaneny., Purge files of routine adminis-
trative regords. Offer to the National
Archives 1 fear after the next Decennial
Census.
b. Files Retained Rlsewhere.
Destroy after the

sooner if no longe
material,

ext Economic Census or
needed. Non-record

Note: At present, the
visory Committees

Census Advisory Co

l) the American Eco

2) American Marketin

3) American Statistica

4) Agricultural Statist

and Pacific American

are 9 Census Ad-
They are the
ittees of or on:
mic Association
Association;
Association;
5) Asian

for the 1980 Census; lack Pop+t

ulation for the 1980
7) Housing for the 1980
8) Population Statistics;
9) Spanish Origin Population fo
1980 Census.

the

MITTEE, MEETING AND CONFERENCE FILES (OTHER
THA SUS ADVISORY COMMITTEE FILES)
Volume--5 cMic feet. Annual accumulation--1/19
cubic feet. 1%QQ and thereafter.

Files relating to eragency Committees, Censusg
Committees, Census Tas orces, Conferences, and
Professional Associations™\_These files contain
copies of correspondence, memQrandums, agenda,
reports, papers presented at t meeting or to
the committee, formal recommendati®™gs, and
notes and minutes of meetings.

with

Arawi)

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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7

TEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

SAMPLE OR 10.
JOB MO ACTION TAKEN

42,

43.

of the file maintained by the
official(s
nizational un

Permanent. Offer the National Archives

when 10 years old.
b. Duplicate copies maintaine¥Welsewhere.

Destroy when 5 years old.

OECD FILESCQWWW

Correspondence, internal Bureau memorandums,
notes and summaries of meetings, and OECD publ
cations.

Arranged chronologically by year and thereafte
by meeting date.

Disposition--Destroy when 10 years old or soon
if no longer needed.

Other records of the Division Chief are de-
scribed in Item No. 1 (Census Bureau Publi-
cations), Item No. 15 (Reference or Convenienc

Copy Files), Item No. 18 (Routine Administratilve

or "Housekeeping” Files), and Item No. 21 (Wor
ing Papers).

Records of the Assistant Division Chiefs

BUDGET FILES

Copies of internal Bureau and division memoran
dums, budget charts, "Project Operating Plans-
Operating Production Costs" forms (BC514A), ti
schedules, and "Resource Estimates" forms
(BC13) .

ranged alphabetically by name of committee of

2]

er

me

articipating or by their °rga‘w1f/ldz4w1j

k-

115-203

Four copies, including original, to be submitted to the Nationa! Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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PAGE OF
23
7. 8. DESCRIPTION OF ITEM 3 10.
ITEM NO (With Inclusive Dates or Retention Periods) SﬁggLEOOR ACTION TAKEN

44,

Disposition--Destroy when 2 years old or sooneg
if no longer needed.

Other records of the Assistant Division Chiefs
are described in Item No. 1 (Census Bureau Pub+
lications), Item No. 6 (Data Processing Paper
work Records), Item No. 11 (Operations Files),
Item No. 15 (Reference or Convenience Copy

Files), Item No. 18 (Routine Administrative or
"Housekeeping™ Files), and Item No. 21 (Working
Papers).

Annual Survey of Manufacturers Branch

This branch has the function of planning and
conducting the Annual Survey of Manufacturers

(ASM). This involves devising the data process-
ing and data tabulation specifications, defining

the data content, and writing and publishing
reports.

ECONOMIC SURVEY/SUGGESTION FILES

Unsolicited letters with accompanying attach-

ments that propose questions to be included in
the next Annual Survey of Manufacturers sugges
that certain printed or public use summary dat
tape tabulations be made, challenge the accura

[P A g

or validity of certain enumeration category cop-

cepts, or protest the proposed inclusion of
certain questions in the survey, together with
copies of replies thereto.

Disposition--Destroy 1 year after the next

Economic Census (GRS No. Item
12b) ¢

uMWwfm
Other records of this branch are described in

Item No. 1 (Census Bureau Publications), Item
No. 2 (Census/Survey Procedures Memorandums),
Item No. 3 (Chron Files Not Described Else-

where), Item No. 4 (Completed Questionnaires),

Item No. 7 (Data Tabulations and Listings), Item

No. 8 (File Documentation for Machine Readable
Records), Item No. 9 (Information/Publication/
Data Tabulation Request Files), Item No. 12

(Periodic Activity Report), Item No. 15 (Refer

115-203

nce_Cop¥_Eile)¢ Item No. 17
Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-114
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PAGE OF 24

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR

10,
JOB NO | ACTION TAKEN

45.

(Respondent Correspondence), Item No. 18
(Routine Administrative or "Housekeeping"

Files), Item No. 19 (Standard Statistical Estab-
lishment List (SSEL) Records), Item No. 20 (Suf-

vey Planning and Management Files), and Item
No. 21 (Working Papers).

ASM Programming Branch

This branch produces and tests programs for th
computers processing and editing of Annual Sur
vey of Manufacturers (ASM) data.

The records of this branch are described in
Item No. 2 (Census/Survey Procedures Memoran-
dums) , Item No. 6 (Data Processing Paperwork
Records), Item No. 8 (File Documentation for

Machine Readable Files), Item No. 11 (Operationhs

Files), Item No. 15 (Reference or Convenience

Copy Files), Item No. 18 (Routine Administrative

or "Housekeeping" Files), Item No. 20 (Survey

Planning and Management Files), and Item No. 21

(Working Papers).

Census/ASM Durables Branch

This branch gathers and disseminates statistical

information relating to durable goods that was
derived from the Quinquennial Census of Manufag
turers. This involves developing product and
product class definitions, devising data tabu-
lation specifications, performing liaison actiy
ities with industry/trade associations/Govern-
ment agencies to determine data needs, and
writing and publishing reports,

COMPANY CONCENTRATION COMPARISON WORKSHEETS
Worksheets (Form BC735) listing company ID
number, company name, rank in sales within the
industry, percent of sales within the industry

and number of plants.

Arranged numerically by SIC code.

Y -
L

g -

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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PAGE OF

7.
ITEM NO.

8. DESCRIPTION OF ITEM
{(With inclusive Dates or Retention Periods)

9.
10.
SﬁggLsOOR ACTION TAKEN

46.

Disposition--Destféy when 10 years old or sooner
if no longer needed.

Other records of this branch are described in
Item No. 1 (Census Bureau Publications), Item
No. 2 (Census/Survey Procedures Memorandums),
Item No. 3 (Chron Files Not Described Else-
where), Item No. 4 (Completd Questionnaires),
Item No. 7 (Data Tabulations and Listings),
Item No. 9 (Information/Publication/Data Tabu-
lation Request Files), Item No. 10 (Forms
Clearance Files), Item No. 14 (Quingquennial
Census Planning and Management Files), Item No.
15 (Reference or Convenience Copy Files), Item
No. 18 (Routine Administrative or "Housekeeping"
Files), Item No. 19 (Standard Statistical
Establishment List (SSEL) Records), Item No. 20
(Survey Planning and Management Files), and
Item No. 21 (Working Papers).

Census/ASM Non-Durables Branch

This branch gathers and disseminates statistical
information relating to non-durable commodities
that was derived from the Census of Manufac-
turers and the Annual Survey'of Manufacturers.
This involves developing product class defini-
tions, devising data tabulation specifications,
performing liaison activities with industry/
trade associations/Government agencies to deter-
mine information needs, and writing and publish-
ing reports.

PHONE CALL MEMORANDUMS FILE

Form memorandums of phone calls between Company/
Industry officials and Census Bureau personnel

together with attached inventory lists contain-
ing the name (address) employee ID number of the
company.

Disposition--Destroy when 5 years old or sooner
if no longer needed.

115-203

Four coples, inciuding original, to be submitted to the National Archives

GO 1975 O - 579387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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PAGE OF

7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR 10.
JOB Eo ACTION TAKEN

47.

48.

PRODUCT REFERENCE FILE

Product reference file used for industry and
commodity classification purposes. The file
consists of industry and company produced bro-
chures and publications, internal Bureau and

division memorandums, correspondence with Indus-~

try Trade Associations, notes of meetings
between Bureau personnel and company officials,
and published and unpublished papers.

Disposition--Destroy when superseded or obso-
lete.

Other records of this branch are described in
Item No. 1 (Census Bureau Publications), Item
No. 2 (Census/Survey Procedures Memorandums),
Item No. 3 (Chron Files Not Described Else-
where), Item No. 4 (Completed Questionnaires),
Item No. 7 (Data Tabulations and Listings),
Item No. 9 (Information/Publication/Data Tabu-
lation Request Files), Item No. 14 (Quinquennia
Census Planning and Management Files), Item No.
15 (Reference or Convenience Copy Files), Item
No. 18 (Routine Administrative Or "Housekeeping
Files), Item No. 19 (Standard Statistical

Establishment List (SSEL) Records), Item No. ZOL

(Survey Planning and Management Files), and Ite
No. 21 (Working Papers).

Census Programming Branch

This branch produces and tests programs for the
computer processing and editing of Quinquennial
Census of Manufacturers and Quinquennial Census
of Mineral Industries data.

GENERAL ALPHABETICAL FILE

Copies of memorandumds, correspondence, and
reports relating to current programs; processin
reports; computer run schedules, computer pro-
cessing specifications, record layouts; copies
of monthly activity reports.

Disposition--Destroy when 5 years old or sooner
if no longer needed except for
record layouts which should be in-
corporated into File Documentation

1

A"

(et 4. -

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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7.
ITEM NO

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
p 10.
SAJgBLEOOR ACTION TAKEN

49.

TABULATION PROJECT FILES

Records relating to various special tabulations
that are performed for outside data users and
other Federal agencies. These records include
correspondence, proposals, cost estimates,
memorandums, summary cost data, programs, and
reports.

Disposition-Temporary. Destroy 5 years after
completion of the project#Z s/0#L7

Other recordsbfof this branch are described in
Item No. 2 (Census/Survey Procedures Memoran-
dums), Item No. 6 (Data Processing Paperwork
Records), Item No. 8 (File Documentation for
Machine Readable Files), Item No. 11 (Operations
Files), Item No. 14 (Quinquennial Census Plan-
ning and Management Files), Item No. 15 (Refer-
ence or Convenience Copy Files), Item No. 18
(Routine Administrative or "Housekeeping Files)
and Item No. 21 (Working Papers).

Census Special Reports Branch

This branch unites and publishes special reports
using data from the Quinquennial Census of Manu-
facturers and the Annual Survey of Manufac-
turers. Included in these reports are area re-
ports, industrial concentration studies, and
production indices. As part of its functions,
the branch also makes recommendations on the
content of the Quinquennial Census and performs
liaison activities with industry and other
Government agencies to determine their informa-
tion needs.

The records of this branch are described in Iten
No. 1 (Census Bureau Publications), Item No. 2
(Census/Survey Procedures Memorandums), Item No
3 (Chron Files Not Described Elsewhere), Item
No. 4 (Completed Questionnaires), Item No. 6
(Data Processing Paperwork Records), Item No. 7
(Data Tabulations and Listings), Item No. 9
(Information/Publication/Data Tabulation Request
Files), Item No. 13 (Proposed Survey/Project
Files, Item No. 14 (Quinquennial Census Planning

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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ITEM NO

(With Inclusive Dates or Retention Periods)

JOB NO.

50,

51.

and Management Files), Item No. 15 (Reference
or Convenience Copy Files), Item No. 16
(Research Project Planning Files), Item No. 17
(Respondent Correspondence), Item No. 18
(Routine Administration or "Housekeeping"
Files), Item No. 19 (Standard Statistical
Establishment (SSEL) Records), and Item No. 21
(Working Papers).

Company Reports Branch

This branch has the function of devising report+
ing procedures that facilitate the acquisition
of data consistent with monthly surveys and eas
reporting burdens on large complex companies,
revising M3 survey methodology and industry
definitions, and compiling universe estimates
for benchmarking purposes.

COMPANY FOLDERS FILE

Folders containing annual reports and other
company publications.

Arranged alphabetically by name of company.

Disposition--Destroy each file folder when
superseded or obsolete.

COMPANY ID FOLDERS

Folders containing company publications and
annual reports, forms containing summary company
data, mailing labels, printout data tables, and
memorandums and notes of interviews with company
officials.

Arranged numerically by company ID number.

Disposition--Destroy each file folder when
superseded.

Other records of this branch are described in
Item No. 2 (Census/Survey Procedures Memo-
randums), Item No. 3 (Chron Files Not Described
Elsewhere), Item No. 7 (Data Tabulations and
Listings), Item No. 14 (Quinguennial Census

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 57¢-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Adminmistration

FPMR (41 CFR) 101-114
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7.
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(With Inclusive Dates or Retention Periods)

SAMPLE OR

2 10
JO8 NO ACTION TAKEN

52.

53.

Planning and Management Files), Item No. 15
(Reference or Convenience Copy Files), Item No
17 (Respondent Correspondence), Item No. 18
(Routine Administrative Or "Housekeeping"
Files), Item No. 20 (Survey Planning and Manag
ment Files), and Item No. 21 (Working Papers).

Current Durables Branch

This branch gathers and disseminates statistic
information relating to durable goods that was
derived from monthly, quarterly, and annual
surveys. This involves developing product and
product class definitions, devising data tabu-
lation specifications, performing liaison
activities with industry/trade associations/
Government agencies to determine data needs, a
writing and publishing reports.

PUBLICATION MANUSCRIPT FILES

Annotated publication drafts, handwritten
tables, table drafts, and printout tabulations

for each publication ospesmeseiapRbiaEEEEn
produced by the division.

Disposition--Destroy 6 months after publicatio
or 3 years after completion of th
publication draft if not publishe
(GRS No. 16, Item 10).

TRADE ASSOCIATION FILES

Reference files on trade and industry associa-
tion. The file includes publications, industr
tables/graphs/charts, correspondence, and memo
randuns.

Disposition--Destroy when superseded or obso-
lete.

Other records of this branch are described in
Item No. 1 (Census Bureau Publications), Item
No. 2 (Census/Survey Procedures Memorandums),
Item No. 3 (Chron Files Not Described Else-

al

[e N1

<

where), Item No. 4 (Completed Questionaires),

115-203

Four coples, including original, to be submitted to the Nationa! Archives

GPO 197y O - 95T5=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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9

PLE OR 10.
SﬁgBLSOO ACTION TAKEN

54.

Item No. 7 (Data Tabulations and Listings), Ite
No. 9 (Information/Puablication/Data Tabulation
Request Files), Item No. 10 (Forms Clearance
Files), Item No. 12 (Periodic Activity Reports)
Item No. 16 (Research Project Planning Files),
Item No. 15 (Reference or Convenience Copy
Files), Item No. 16 (Research Project Planning
Files), Item No. 17 (Respondent Correspondence)
Item No. 18 (Routine Administrative or "House-
keeping" Files), Item No. 19 (Standard Statisti
cal Establishment List (SSEL) Records), Item
No. 20 (Survey Planning and Management Files),
and Item No. 21 (Working Papers).

Current Non-Durables Branch

This branch gathers and disseminates informatio
relating to non-durable goods that was derived
from monthly, quarterly, and annual surveys.
This involves developing product and product
class definitions, devising data tabulation
specifications, performing liaison activities
with industry/trade associations/Government
agencies to determine data needs, and writing
and publishing reports.

PRODUCT REFERENCE FILE
Volume 2 cubic feet.

Product reference file used for industry and
commodity classification purposes. The file
consists of industry and company produced bro-
chures and publications, internal Bureau and
division memorandums, correspondence with Ind-
ustry Trade Associations, notes of meetings be-
tween Bureau personnel and company officials,
and published and unpublished papers.

Disposition--Destroy when superseded or obso-
lete.

Other records of this branch are described in
Item No. 1 (Census Bureau Publications), Item
No. 2 (Census/Survey Procedures Memorandums),
Item No. 3 (Chron Files Not Described Else-~

115-203

Four coples, including original, to be submitted to the National Archives

GO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-11 4
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115-203

| Statistical Establishment List (SSEL) Records),

where), Item No. 4 (Completed Questionnaires),
Item No. 7 (Data Tabulations and Listings),
Item No. 9 (Information/Publication/Data Tabu-
lation Request Files), Item No. 10 (Forms De-
velopment Files), Item No. 13 (Proposed Survey/
Project Files), Item No. 15 (Reference or Con-
venience Copy Files), Item No. 16 (Research
Project Planning Files), Item No. 17 (Respon-
dent Correspondence), Item No. 18 (Routine
Administrative or "Housekeeping" Files), Item
No. 19 (Standard Statistical Establishment List
(SSEL) Records), Item No. 20 (Survey Planning
and Management Files), and Item No. 21 (Working
Papers).

Current Programs Systems Development and Coordi-
nation Branch

This branch has the function of acting as
liaison between the subject matter specialists
in the other commodity and special program area
branches, the programmers in the Operations Area
branches, and the clerical processing operation
at Jeffersonville. In addition, the branch also
updatés the samples used in the Current Indus-
trial Report Survey and in the various Special
Surveys, and reconciles the results of data
gathered in the Current Industrial Report Sur-
veys and the Special Surveys with the results
of data gathered in the Quingquennial Census of
Manufacturers and the Annual Survey of Manu-
facturers.

The records of this branch are described in Iten
No. 1 (Census Bureau Publications), Item No. 2
(Census/Survey Procedures Memorandums), Item Noj|
3 (Chron Files Not Described Elsewhere), Item
No. 4 (Completed Questionnaires), Item No. 6
(Data Processing Paperwork Records), Item No. 7
(Data Tabulations and Listings), Item No. 10
(Forms Clearance Files), Item No. 11 (Operations
Files), Item No. 13 (Proposed Survey/Project
Files), Item No. 15 (Reference or Convenience
Copy Files), Item No. 16 (Research Project Plan
ning Files), Item No. 17 (Respondent Corres-
pondence), Item No. 18 (Routine Administrative
or "Housekeeping" Files), Item No. 19 (Standard

Four coples, Including original, to be submitted to the National Archives

GPO 1975 O - 579-387
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55.

Item No. 20 (Survey Planning and Management
Files), and Item No. 21 (Working Papers).

Current Projects Programming Branch

This branch produces and tests programs for the
computer processing and editing of the Current
Industrial Report, M-3, and other Sample Survey
data.

The records of this branch are described in Ite
No. 2 (Census/Survey Procedures Memorandums),
Item No. 6 (Data Processing Paperwork Records),
Item No. 8 (File Documentation for Machine Read
able Files), Item No. 11 (Operations Files),
Item No., 15 (Reference or Convenience Copy
Files), Item No. 18 (Routine Administrative or
"Housekeeping" Files), Item No. 20 (Survey Plant
ning and Management Files), and Item No. 21
(Working Papers).

Manufacturer's Shipments, Inventories, and

Orders (M-3) Branch

This branch has the function of gathering and
disseminating information that originated from
the monthly, quarterly, and annual Manufac-
turers' Shipments, Inventories, and Orders
Surveys (M-3 Surveys). This involves planning
and conducting the M-3 Surveys, devising data
tabulation specifications, and writing and
publishing reports.

COMPANY CHART FILE

2 cubic feet.

Annual company reports, work charts (with
SIC/ASM codes and summary data), summary data
tables, and printouts.

Arranged numerically by company ID code.

Disposition~--Destroy when superseded or obso-
lete.

115-203

Four coples, including original, to be submitted to the National Archives

GPO 1975 O - 579-387
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56.

BENCHMARK WORKSHEETS

1962 and thereafter. Volume--170 cubic feet.
Annual Accumulation--10 cubic feet.

Annual worksheets used to benchmark M-3 survey
data to Annual Survey of Manufactures data.

Arranged by industry code,.

Daiioy,w%m?ﬂw N e
Disposition--

5CONL/T LY A1 . :

Other records of this branch are described in
Item No. 1 (Census Publications), Item No. 2
(Census/Survey Procedures Memorandums), Item No|
3 (Chron Files Not Described Elsewhere), Item

No. 4 (Completed Questionnaires), Item No. 7
(Data Tabulations and Listings, Item No. 9

(Information/Publication/Data Tabulation Request

Files), Item No. 12 (Periodic Activity Reports)
Item No. 15 (Reference or Convenience Copy
Files), Item No. 17 (Respondent Correspondence)
Item No. 18 (Routine Administrative or "House-
keeping" Files), Item No. 20 (Survey Planning
and Management Files), and Item No. 21 (Working
Papers).

Minerals Branch

This branch has the function of gathering and
disseminating information relating to both min-
eral extractive industries and to energy con-
sumption by the manufacturing sector of the
economy. This involves planning and conducting
the Census of Mineral Industries and the Annual
Survey of 0il and Gas, devising data and tabu-
lation specifications, and writing and
publishing reports.

The records of this branch are described in Iten
No. 1 (Census Bureau Publications), Item No. 2
(Census/Survey Procedures Memorandums), Item No,.
3 (Chron Files Not Described Elsewhere), Item
No. 9 (Information/Publication/Data Tabulation
Request Files), Item No. 12 (Periodic Activity

1

115-203

Four copies, Including original, to be submitted to the National Archives
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Reports), Item No. 14 (Quinquennial Census Plan-
ning and Management Files), Item No. 15 (Refer-
ence or Convenience Copy Files), Item No. 17
(Respondent Correspondence), Item No. 18 (Stan-
dard Statistical Establishment List (SSEL)
Records), Item No. 20 (Survey Planning and Man-
agement Files), and Item No. 21 (Working
Papers) .

Processing Coordination

This unit performs production work on the com-
puters and keeps copies of all production run
material until the processing operations are
completed.

The records of this unit are described in Item
No. 6 (Data Processing Paperwork Records), and
Item No. 8 (File Documentation for Machine
Readable Records).

Research Branch

This branch was created with the functions of
conducting research on improving the Manufac-
turers' Shipments, Inventories, and Orders
Survey (M-3 Survey). Included in this research
are applying seasonal adjustments to survey
data, devising techniques for measuring data in
constant dollars, defining the impact of changed
accounting standards and tax regulations on sur
vey data, and performing studies on the improver
ment of the current M-3 framework and method-
ology. At present, this branch has neither a
chief or a permanent staff and, as of now, has
no accumulated files. This branch, however, is
expected to create or receive records that are
described elsewhere in the Industry Division
Schedule. The branch is also expected to creatge
new series of records that are presently not
described. At such times as these records come
into existence, this Schedule will be revised to
incorporate them,

Special Projects Branch

This branch has the function of planning and
conducting special surveys such as the Pollutign

Abatement_ Survey, the Survey of Industrial Re-

115-203

Four copies, including original, to be submitted to the National Archives
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search and Development, the Survey of the Origin
of Manufacturing Exports, and the Survey of
Shipments of Defense Oriented Industries. In
addition, the branch has the function of writing
and publishing statistical reports on these
surveys, conducting special projects such as
creating a file company data adjusted to compen-
sate for mergers and disassociations, studying
the productivity of capital, and devising capac-
ity rates for various industries.

The records of this branch are described in Item
No. 1 (Census Bureau Publications), Item No, 2
(Census/Survey Procedures Memorandums), Item No.
3 (Chron Files Not Described Elsewhere), Item
No. 4 (Completed Questionnaires), Item No. 7
(Data Tabulations and Listings), Item No. 9
(Information/Publication/Data Tabulation Request
Files), Item No. 10 (OMB/Forms Development/
Clearance Files), Item No. 12 (periodic Activity
Reports), Item No. 13 (Proposed Survey/Project
Files), Item No. 15 (Reference or Convenience
Copy Files), Item No. 16 (Research Project Plan-
ning Files), Item No. 17 (Respondent Correspon-
dence), Item No. 18 (Routine Administrative or
"Housekeeping™” Files), Item No. 20 (Survey Plan-
ning and Management Files), and Item No. 21
(Working Papers).

Textiles and Apparel Branch

This branch gathers and disseminates information
relating to textiles, wearing apparel, and other
non-durable goods that was derived from monthly,
quarterly, and annual surveys. This involves
devising product and product code classifi-
cations, developing data tabulation specifi-
cations, performing liaison activities with
industry/trade associations/Government agencies
to determine data needs, and writing and pub-
lishing reports. In addition, the branch manages
and provides input data for the Textile Infor-
mation Management System (TIMS) data base of the
Office of Textiles and Apparel, International
Trade Administration.

The records of this branch are described in Ite
No. 1 (Census Bureau Publications), Item No. 2
(Census/Survey Procedures Memoranda), Item No.
(Chron Files Not Described Elsewhere), Item No.

115-203

Four coples, including original, to be submitted to the National Archives
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57.

4 (Completed Questionnaires), Item No. 7 (Data
Tabulations and Listings), Item No. 9 (Infor-
mation/Publication/Data Tabulation Request
Files), Item No. 10 (Forms Development Files),
Item No. 11 (Operations Files), Item No. 12
(Periodic Activity Reports), Item No. 15 (Refer-
ence or Convenience Copy Files), Item No. 16
(Research Project Planning Files), Item No. 17
(Respondent Correspondence), Item No. 18
(Routine Administrative or "Housekeeping Files),
Item No. 19 (Standard Statistical Establishment
List (SSEL) Records), Item No. 20 (Survey Plan-
ning and Management Files), and Item No. 21
(Working Papers)

Machine Readable Files

The Records Schedule for Industry Division
machine readable records is broken into two
parts:

Part I describes machine readable records that
are created during phases of the data processing
operation. The retention status of these
records does not depend on their content but on
their status as intermediate steps toward the
creation of a final product.

Part II describes machine readable records that
represent a final product whose retention status
depends on their content. Most of the records
described herein are final edited microdata or
detail files, but some final edited aggregated
files are described also.

Part I

PROGRAM TAPES

Tapes containing the sequence of instructions
required to process, aggregate, retrieve, ex-
tract, add, delete, or modify data on a data
tape.

Disposition--Destroy either after review of out-
put or when the program is discon-

tinued

115-203

Four coples, lnau'dlng original, to be submitted to the National Archives
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58.

59.

60,

61.

PUNCH CARDS

Punch cards used for input of either data or
program instruction into the computer.

Disposition--Destroy after review of output.

"RAW" UNEDITED MICRODATA TAPES/DISC PACKS

Machine readable media containing microdata from
FOSDIC microfilm, punch cards, or other machine
readable files and entered into the system for
the first time.

Disposition--Dispose after either the third up-
date cycle or the creation of a
final edited data file (GRS No. 20,
Part II, Items 3 and 4).

MICRODATA FILES IN INTERMEDIATE EDIT PHASES

Machine readable media containing output in
which raw or previously run or previously edited
data has been edited, manipulated, sorted, etc.

Disposition~-Dispose after subsequent edited or
final edited microdata files have
been created (GRS No. 20, Part II,
Items 12 and 13.

DIARY TAPES

Machine readable media showing data anomalies,
record additions, record deletions, record
changes, editing updates, and steps in the
processing operation for a file or the records
within. These files are often retained to indi-
cate the editing changes that a given file has
undergone and to check the accuracy of the com-
puter.

Disposition--Destroy 2 years after the creation
of the final edited microdata/
detail or sooner if no longer need-
ed.

115-203

Four copies, including original, to be submitted to the Natlonal Archives
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62.

63.

64.

65.

66.

FINAL EDITED DETAIL/MICRODATA FILES

See Part II.

"RAW" AGGREGATD DATA FILES

Machine readable media containing tabulations
and aggregations of data, derived from either
computer counts of microdata or punch card tabu-
lations, that have not gone through an editing
routine,

Disposition--Destroy after the subsequent edited
aggregated data file has been cre-
ated and proven satisfactory
(GRS No. 20, Part II, Items 3 and
4).

AGGREGATED DATA IN FILES IN INTERMEDIATE EDIT
PHASES

Machine readable media containing tabulations
and aggregations of data, derived originally
from either computer counts of records in final
edited microdata files or from other data
sources, and subsequently from previously run

or previously edited data aggregations that have
been edited, weighted, manipulated, sorted,
cross-tabulated, subjected to statistical calcu-
lation, etc.

Disposition--Destroy after subsequent edited or
final edited aggregated data files
have been created (GRS No. 20,
Part II, Items 12 and 13).

FINAL AGGREGATED DATA FILES

See Part II.

SECURITY BACKUP TAPE FILES

Duplicate copies of an original file that is re-
tained as a security backup in case the original
file is damaged or inadvertantly destroyed.

115-203

Four copies, including original, to be submitted to the Nati | Archives
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67.

Disposition:
a. For all Original Files Designated PERMANENT.

Retain until the original file is transfer-
red to the National Archives, then either
destroy or offer to the National Archives
along with the original.

b. All Other Non-Permanent Original Files

Retain as long as the original tape file is
retained. Destroy along with the original
file.

PRINT/PUBLICATION FILES

Machine readable media containing aggregated
data that is either reproduced and disseminated
as a publication, used for producing a printed
publication, or used for producing required
reports.

Disposition-- 1

/i
Whew 5ot sl +c sotscere
,ﬂﬁ%ﬂggr I

All files described herein are final edited
microdata or detail files unless otherwise
noted. To assist the National Archives in the
evaluation of these files, the survey file
descriptions contain the present approximate
totals of the sample therein. Over a period of
time, however, the size of the sample may
change. In such cases, the original disposition
instructions will remain t he same as before.

In addition, this Records Schedule also includes
files of one-time surveys. Sometimes, surveys
originally planned as a one-time event are con-
verted into recurring surveys. In such cases,
the disposition instructions for the one-~-time
survey will cover the files resulting from any
repeats of the original survey. )

115-203

Four coples, including original, to be submitted to the National Archives
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Many tape files are protected by Title 13 U.S.
Code because they contain data that permits
either direct or deductive disclosure of infor-
mation on individually identifiable persons,
establishments, or companies. Such files are
denoted by an asterisk. Permanent Title 13
records will be transferred to the National
Archives when 30 years o0ld, under authority of
44 U.S. Code 2103(2).

The disposition instructions of the files listed
below are also the disposition instructions for
all file documentation. File users should

place in Data Storage a copy of the file docu-
mentation for all files that either are desig-
nated Permanent or contain a "Submit SF--115 to
NARS" instruction. The file documentation
should include each of the following: record
layout, coding sheets/code book, a copy of the
blank input questionnaire or form, a technical
description of the file (Census Form BC-248 or
NARS Form 7091 or the informational equivalent),
File User Manuals, a statement of the editing
procedures, and any other information that

would be useful or necessary for a user to have
in order to use the file (e.g., background data
on the survey procedures, problems with the
data, reports resulting from the file, etc.).

ANNUAL SURVEY OF MANUFACTURERS (ASM) FILES

1964 and thereafter. Volume--136 reels. Annual
Accumulation--2 tapes (8C9) per year.

Annual survey of 65,000 manufacturing establish-
ments designed to gather current statistics on
manufacturing activity during those years when

a Census of Manufacturers is not being con-
ducted. The file includes data on the number

of employees, the annual payroll, fringe benefit
costs, inventory value, gross value of depre-
ciable assets, capital expenditures, current
operating costs, the amount of electricity used/
generated/sold, value by product class of goods
shipped, quantity and cost of fuels used, method
of inventory evaluation, and the name/address
employer ID number of parent and/or subsidiary

(Il

ITEM NO
68.
compa?y.
.
115-203

Disposition+ebeaimanéd
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69.

70.

71.

ANNUAL SURVEY OF OIL AND GAS.

1974 and thereafter. Volume--8 tapes (8C9).
Annual accumulation--2 tapes per year.

Annual survey of approximately 500-600 gas and
0oil producing companies. The file data includes
sales volume of natural gas and crude petroleum
by geographic area, lease classification, and
operator class; lease revenues for natural gas
and petroleum by geographic area and lease
classification; total expenditures by category
according to geographic area, lease classifi-
cation, and operator class; value of fixed
assets by category and geographic area; number
and total footage drilled of dry holes, oil
wells, and gas wells by geographic area; and
expenditures for drilling platforms and pro-
duction platforms by geographic area.

Disposition--PermaneMy#@l EI/AK{W‘&/( ;ﬂ

ASM FUELS ANDgELECTRIC ENERGY FILE
1975 and thereafter.

Extract file of data in questions S5c¢, 54, 6 and
12 of the Annual Survey of Manufacturers (ASM)
File. The file data includes employer ID
number, SIC code, location, cost of fuels con-
sumed, cost of purchased electricity, inventory
value of finished products/work in process/mate-
rial, and quantity and cost of fuels used by
kind of fuel.

Disposition-- Destroy when 5 years old. Data in
this file is contained in the
Annual Survey of Manufacturers.

CENSUS OF COMMERCIAL FISHING

1967. Volume--2 tapes (8C9)

One-time census of 12,218 commercial fishing

vessels. The file data includes the operator
ID number, home port, number of employees by

115-203

Four coples, including original, to be submitted to the Nati | Archives
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72.

73.

month, gross receipts by category of fish
caught, payments to employees by category,
vessel operating costs by category, most
important fish landed, description of the
vessel, type of gear on the vessel, value of
catch sold by area and port, and which pro-
portion of time the vessel was used in fishing.

Disposition--Permanent. ﬂ%@d ﬁmﬁﬁfm
70 A

CENSUS OF MANUFACTURERS

1929, 1958, 1963, 1967, 1972, 1977, and there-
after. Volume approximately 100 tapes. Quin-
gquennial accumu1at1on—-approx1mately 15-20
tapes (8C9).

Quinquennial Census of Manufacturing establish-
ment and companies. The file includes the
employer ID number, location, organizational
status, the number of employees, the total pay-
roll, cost of raw materials/resales/fuel/elec-
tricity/contract work, inventory value of
finished products/work-in-process/materials,
capital expenditures for new structures/new
machinery and equipment/used buildings and
equipment, quantity and cost of materials by
category, quantity and value of output by cate-
gory, and name of parent or subsidiary estab-
lishments.

Disposition--Permanent. %ﬁ/f ﬁUAZ{M{&
%0 yeard' oty

CENSUS OF MINERAL INDUSTRIES

1958 and thereafter. Volume--45 tapes. Annual
Accumulation--6-8 tapes (8C9).

Quinquennial Census of mineral, oil, coal, and
natural gas producing companies and establish-
ments. The file includes the employer ID
number, location, organizational status, the
number of employees, the total payroll, cost of

115-203

Four copies, Iincluding original, to be submitted to the National Archives
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employee fringe benefits, cost of materials/re-
sales/fuels/electricity/contract work, value of
inventory, capital expenditures for new struc-
tures/new machinery/old structures, name of
parent and subsidiary companies, quantity and
cost of supplies/materials, by category, and
quantity and value of output by category.

Dis osition-—Permanent ﬁ”/%e{m
p 7¢¥&ZZ
3é)ékgtty

74. CURRENT INDUSTRIAL REPORT FILES

A. Monthly microdata file containing the value
of products shipped (and in some industries
the value of current inventory and/or the
quantity of goods produced) for each manu-
facturing establishment.

Disposition--Destroy when the Annual CIR
File for the year to which the
monthly data relates has been
created.

B. Monthly aggregated data file containing
summary data on the value of products ship-
ped (and in some industries the value of
current inventory and/or the quantity of
goods produced) for each product, product
category, and industry.'

Disposition--Destroy when the Annual CIR
Aggregated Data File for the
year to which the monthly data
relates has been created.

C. OQuarterly microdata file containing the
value of products shipped (and in some in-
dustries the value of current inventory and/
or the quantity of goods produced) for each
manufacturing establishment.

Disposition--Destroy when the Annual CIR
File for the year to which the
quarterly data relates has beern
created,

D. OQuarterly aggregated data file containing

the value of products shipped (and in some

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GPO 1975 O - 579-387 FPMR (41 CFR) 101-11 4




Request for Records Disposition Authority — Continuation J0B NO PAGE OF a1
7. 8. DESCRIPTION OF ITEM 9.
ITEM NO (With Inclusive Dates or Retention Periods) sﬁggLEOOR ACTIO?’JO'TAKEN

industries the value of current inventory
and/or the gquantity of goods produced) for
each product, general product category and
industry.

Disposition--Destroy when the Annual CIR
File for the year to which the
gquarterly data relates has been
created.

E. Annual microdata file containing the value
of products shipped (and in some industries
the value of current inventory and/or the
quantity of goods produced) for each manu-
facturing establishment.

Disposition--Destroy when 2 years old.
Information in this file is
duplicated in the Annual Survey
of Manufacturers (ASM).

F. Annual aggregated data file containing the
value of products shipped (and in some in-
dustries the value of current inventory and/
or the quantity of goods produced) for each
product, general product category, and in-
dustry.

Disposition--Destroy when 2 years old. In-
formation in this file 1is
duplicated in the Annual Survey
of Manufacturers (ASM).

75. EXPORT OF MANUFACTURED PROD™ TS

1969-1975. Volume--10 tapes (8C9). After 1975,
this file is part of the Annual Survey of Manu-
facturers (ASM) file.

Annual survey of manufacturing establishments

to gather data on the value of products export-
ed. The file data includes plant ID code, 1lo-
cation, industry code, total value of products
shipped for current and preceding year, total

value of products exported, number of employees)
ratio of exports to total shipments, and ratio

115-203 Four coples, including original, to be submitted to the Natlonal Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
i ) Administration
GPO 1975 O - 579-381 FPMR (41 CFR) 101-11 4
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(3)

materials, and output data that is
neither: (1) not aggregated down to
the industry (4 digit SIC code) level,
(2) not aggregated at the state level
or below, or (3) aggregated on other
than a geographic area basis.

Disposition--Destroy when 10 years old.

Historical Time Series Aggregated Data
Files

Time Series data files containing
summary employment, payroll, cost, in-
ventory, capital expenditure, raw
material, and output data by industry
(4 digit SIC code)/product class (5
digit SIC code)/product (7 digit SIC
code) and/or by area (state/SMSA/
county/minor civil division).

Diszpz;az‘ztéi&ong—&l’ermanenot-:ﬁ#wC ZA/AK;

B. Annual Survey of Manufacturers Data

(1)

(2)

Historical Time Series Aggregated Data
Files. Volume--10 tapes (8 9) Annual
Accumulation--1 tape (8C9).

Time series data files containing
summary employment, payroll, cost,
expenditure, output, and assets data by
industry (4 digit SIC code), product
class (5 digit SIC code), and/or by
area (state/S SA/county/minor civil
division).

Disposj tiorgépézwng%f ﬁﬂ/%f

All Other Aggregated Data Files

Disposition--Destroy 1 year after the
next Economic Census.

C. All Other Survey Data

Disposition--Destroy when 2 years old.

115-203

Four copies, including original, to be submitted to the National Archives
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76.

77.

of current year exports to preceding year ex-
ports.

Disposition--Permanent, f%f%hfzg)t&%£5;263é;yt
70 years' 1A

EXTRACT FILES NOT DESCRIBED ELSEWHERE

Extract files not listed elsewhere (such as all
manufacturing establishments in a particular

area or industry) that are derived from a census
or survey.

Disposition--Destroy when 10 years old or sooner
if no longer needed.

FINAL AGGREGATED DATA FILES NOT DESCRIBED ELSE-
WHERE

Routine aggregated data tabulations and list-
ings. Included are summary counts, "weighted”
counts, data derived from the performance of
various statistical/mathematical calculations,
data tables, data projections, and historical
time series summary data. (Textual and micro-
form copies of these tabulations and listings
are described in Item No. 7).

A. Economic Census Data

(1) Files Containing Data Aggregated at the
County/SMSA/State Level

Summary employment, payroll, cost, in-
ventory, capital expenditure, raw
material, and output data by industry
(4 digit SIC code)/product class (5
digit SIC code)/product (7 digit SIC
code) down to the state/SMSA/county
level and below.

. L rerr—d y

(2) Files Containing Other Data Aggrega-
tions

Summary employment, payroll, cost,
inventory, capital expenditure, raw

5&%

115-203

Four coples, Including original, to be submitted to the National Archives

GPO 1375 0O - 579-387

STANDARD FORM 115-A
Revised July 1974

Prescribed by General Services
. Administration

FPMR (41 CFR) 101-114
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7.

(1)

(a) Public use files containing aggregate
data,

Permanent., Offer to NARS when 30

years olde

(b) Other aggregations to county level

and below,

Destroy when 20 years old.

[}

Four coples, including original, to be submitted to the National Archives

Revised July 1974

Prescribed by General Services
Administration
GPO 1975 O - 579-387

FPMR (41 CFR) 101-114

STANDARD FORM 115-A
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AMPLE OR 10,
SJOB 500 ACTION TAKEN

78.

79.

80.

GEOGRAPHIC CODING FILES

Geographic Coding Files that are used in the
creation of statistical area summary data. The
files contain geographic area code (state,
county, SMSA, minor civil division, place, and
census tract), geographical coordinates (lati-
tude and longitude), and summary demographic
and/or economic data.

Disposition--Destroy when no longer needed.

INDUSTRIAL TIME SERIES
1954 and thereafter. Volume--76 tapes (8C9).

Extract time series microdata files containing
employment, payroll, cost, production/sales,
inventory, and capital expenditure data for
large manufacturing establishments that are
derived from yearly Annual Survey of Manu-
facturing (ASM) Files to facilitate comparison
of M-3 and ASM yearly data. The file data in-
cludes the plant ID number, location, total
salaries of production workers/office workers/-
all workers, number of production workers/all
other workers, cost of raw materials and energy
by category, capital expenditures by category,
and quantity/value of production by product
class. Each time series file links 3 to 10
years of data.

Disposition--Permanent.g ﬁpAZ{W
70 Yl 2lA

INVENTORY AND SALES EXPECTATION SURVEY

Quarterly survey of approximately 1,200 firms
designed to gather data on total inventory

values and net sales. The file data includes
actual net sales and total value of inventory
for the preceding two qguarters and expected

net sales and total inventory value for the nexy
three quarters.

Disposition--Destroy when 2 years old.

115-203

Four coples, Including original, to be submitted to the National Archives

GO 1875 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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81.

82,

83.

84.

LINK DATA FILES RELATING TO THE STUDY OF PLANT
CAPACITY

1978 and thereafter. Volume--None. Annual
Accumulation--1-3 tapes.

Link data files of data from the Annual Survey
of Manufacturers and the Survey of Research and
Development that were created to match capacity
and productivity data so that capacity rates for
different industries could be calculated.

Disposition-—Permanent.ﬂ Zﬂ‘/{//%z{wm
e, oA

MANUFACTURER'S SHIPMENTS, INVENTORIES, AND
ORDERS (M-3) FILE

Monthly sample of approximately 4,000 companies
designed to gather data on net sales/shipments,
new orders, unfilled orders, and inventories.
the file includes both the total value of ship-
ments/net sales/new orders/unfilled orders and
the total value of materials and supplies/goods
in process/finished goods in inventory.

Disposition--Destroy when 24 months old.

MASTER ADDRESS FILES

Final address lists derived from the Standard
Statistical Establishment List (SSEL), the
Company Organization Survey, and the various
Business Classification Surveys.

Disposition--Destroy when superseded or obso-
lete.

MONTHLY EXPORT SALES AND ORDERS REPORT (M4A)

Monthly Survey of Manufacturers engaged in
exports. The file data includes the company

ID number, the net export sales for current and
preceding two months, net export orders
received, and total unfilled export orders.

Disposition--Temporary. Destroy when 18 months
old.

115-203

Four copies, Including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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85.

86.

87.

88.

NC-K4M FILE

1967 and every 10 years thereafter. Volume--4
tapes (8C9). Annual Accumulation--2 tapes (8C9)

File containing Census of Manufacturing data on
sales by customer class. The file includes the
employer ID number, location, value of shipments
by product code by class of customer category,
and percent of total shipments directed to state
and local governments/construction companies/
other institutions.

Disposition--Permanent. #@Z ﬁM(;W
20 yeted s¢A

R & D TIME SERIES PRODUCTIVITY STUDY FILE

1970 and thereafter. Volume--None. Annual
Accumulation--2-3 tapes.

Time series file of consistent company data
(summary company data to correct for corporate
mergers and disassociations) relating to
Research and Development productivity. This
file is used to study trends in the productivity
of R & D expenditures over periods of time.

Disposition—-Permanent.& %/pﬂk{&(}%{bﬂ
%0 A

SPECIAL TABULATION FILES

Aggregated data tabulations produced at the
request of users for either research or report
purposes that consist of special non-routine
aggregations of data.

Disposition--Destroy when 5 years old.

SUPPLEMENTARY SURVEYS NOT DESCRIBED ELSEWHERE

One-time, limited time period, or periodic
recurring sample surveys that are conducted as
supplementary questionnaires or questions to an
on-going recurring sample survey. An example of]
such a supplementary survey is the Annual Inven-

115-203

Four copies, Including original, to be submitted to the National Archives

GPO 1975 O - 578-387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-114
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89.

90.

tory Supplement to the Current Industrial
Reports Survey (CIR).

Disposition:

a. If the recurring survey is Permanent:

Permanent. 0#“ yﬂ#@Wt?”Wﬂ%

b. If the recurring survey is Not Permanent:

Destroy when the survey file is destroyed.

SURVEY OF FEDERAL GOVERNMENT AGENCY CONTRACTORS
AND SUPPLIERS (MA1l75)

1973 and thereafter. Volume--3 tapes (8C9).
Annual Accumulation--1-2 tapes.

Annual survey of approximately 7,000 manufactur-
ing establishments conducted as a supplement to
the Current Industrial Reports Survey (CIR) to
gather information on the economic impact of
Federal government contracts. The file data
includes establishment ID number, location,
average total employment, total cost of
materials, total value of shipments/receipts,
total value of shipments to/receipts from
Federal government agencies/contractors/sub-
contractors/suppliers with value broken down by
prime contractor/subcontractor/supplier/other
shipment and by Federal agency involved.

Disposition--Rakaerent /0 %{W//Wtd,
ol vz sornere il Jrdgor woeded.

SURVEY OF PLANT CAPACITY

1973 and thereafter. Volume--7 tapes (8C9).
Annual accumulation--1 tape per year (8C9).

Annual survey of 9,000 manufacturing plants to
gather data on plant utilization and capacity.
The file data includes the plant ID number,
location, the number of shifts per day/days per
week of operation/hours per day of operation,
the number of production workers for actual

operations/practical capacity, reason operationT

115-203

Four copies, Including original, to be submitted to the National Archives

GPO 1975 O - 5794387

STANDARD FORM 115-A

Revised July 1974

Prescnbed by General Services
Administration

FPMR (41 CFR) 101-11 4



Request for Records Disposition Authority — Continuation JOB NO PAGE OF 5]
7. 8. DESCRIPTION OF ITEM 3. 10.
ITEM NO (With Inclusive Dates or Retention Periods) Sﬁ’ggLEOOR ACTION TAKEN

91.

92.

fell short of practical capacity, and length of
time required to reach practical capacity.

Disposition--Sesmumrnt W/ﬂm
V0 5108 f i liget nardod

SURVEY OF POLLUTION ABATEMENT COSTS AND EXPENDI-
TURES

1973 and thereafter. Volume-~-6 tapes (8C9).
Annual Accumulation--3 tapes.

Annual survey of 20,000 manufacturing plants
designed to gather data on the costs of, and
capital expenditures for, pollution abatement.
The file data includes the plant ID number, the
location, capital expenditures for air pollution
abatement by category, capital expenditures

for solid waste disposal, value of energy/
materials reclaimed or revised as a result of
pollution abatement activities, annual costs of
pollution abatement by category, and tons of
solid waste and air pollutants by category
abated in the last calendar year.

Disposition--Permanent. ﬂ%ﬂﬁﬂlyw&ﬂ ?ﬂ
yeard ofd.

SURVEY OF RESEARCH AND DEVELOPMENT

1976 and thereafter. Volume--3 tapes. Annual
Accumulation--1 tape (8C9).

National Science Foundation sponsored annual
survey of approximately 1,500 companies to
gather information on the extent of company
research and development activities. The file
data includes the company ID number, location,
net sales, total U.S. employment, number of

R & D scientists/engineers, and costs/receipts
for basic research/applied research/development
performed within the company with data broken
down into federal and non-federal funds, total
federal funds by source agency, cost/receipts of
R & D research by type of expense, costs/-
receipts of basic R & D research by field of
basic research, costs/receipts of applied R & D

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1275 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4
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93.

94.

by product group, cost/receipts of R & D by

state, cost/receipts of energy R & D/pollution
abatement R & D by functional category (type of
energy source, pollution type), and total funds
for R & D outside the company and total funds of
R & D performed by foreign affiliates.

Disposition--Permanent. ﬂ%/éz ﬁ/{//%ffwﬂék
70 yeted €A,

SURVEY OF WATER USE IN MANUFACTURING

1968, 1973 and every 5 years thereafter.
Volume--6 tapes (4 8 9 and 2 8C). Quinquennial
accumulation--2 tapes every 5 years.

Survey of approximately 11,000 manufacturing
plants conducted as a follow-up survey to the
Quingquennial Census of Manufacturers. The file
data includes the name of the plant, location,
total employment, water intake of salt, fresh,
and blackish water in millions of gallons,
water intake in millions of gallons by use of
water and water type, water discharge of
treated and untreated water in millions of
gallons by point of discharge, water discharge
of treated and untreated water in millions of
gallons by last use, quantity of treated intake/
recirculated/discharge water in millions of
gallons by type of treatment, total capital
expenditures and annual costs for water treat-
ment, and quantity characteristics of intake and
discharge water.

DiSposition--Permanent.ﬂ ' ﬁW/Z)/W
70 oA

TREASURY ASSETS AND DEPRECIATION FILE
Volume--30 tapes (8C9).

Treasury Department sponsored special

tabulations of assets and expenditures data at
the 3 digit SIC code level for use in a Treasury
Department model relating to the life expectancy
of capital equipment.

Disposition--Destroy when 10 years old.

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1979 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration
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