
  

 

 

  

  

    

  

 

 

     

  

 

 

 

 

  

      

 

   

         

  
 

 

 

 

 

 

 

 

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-040-85-01 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 01/24/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All other items remain active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 1 was superseded by N1-040-03-002, item 1 

Item 3 was superseded by N1-040-03-002, item 1 

Item 4 was superseded by N1-040-03-002, item 2 

Item 6 was superseded by N1-040-03-002, item 9 

Item 7 was superseded by N1-040-03-002, item 10 

Item 9 was superseded by N1-040-03-002, item 11 

Item 11 was superseded by N1-040-03-002, item 12 

Item 15 was superseded by N1-040-03-002, item 14 

Item 18 was superseded by N1-040-03-002, item 15 

Item 23 was superseded by N1-040-03-002, item 8 

Item 25 was superseded by N1-040-03-002, item 6 

Item 26 was superseded by N1-040-92-003, item 7 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) NCl-40-85-1 
DATE RECEIVEDTo GENERAL SERVICES ADMINISTRATION 8-6-85NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

'c'-':-¥...,.~~~-'-=~,1=--....,_,_,""--"-'~..,_,..'-'-'-'~--------------------I In accordance with the provIsIons of 44 USC 3303a 
the disposal request, including amendments, Is approved 
except for items that may be marked "d1spos1t1on not 

~~-:'-:c':~~~~~,.,..___._.,....__,_........,...._._....._.""-¾--------------------1 approved" or "withdrawn" in column 10 If no records 
are proposed for disposal, the signature of the Arch1v1st Is 
not requiredOffice of the General Counsel 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT DATE ARCHIVIST OF THE UNITED STATES 

Daniel J Roo 
6 CERTIFICATE OF AG ENC REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency 1n matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal in this Request of ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence D 1s attached, or G9 1s unnecessary 

7 
ITEM 
NO 

The attached Records Control Schedule supersedes the 
Office of the General Counsel section (items 83-118) 
of the Office of the Secretary Records Control Sechedule 
(Disposition Job No. NCl-40-79-1) arproved by the 
Archivist of the United States on October 5, 1979. 
All references in colurm 9 on the following pages refer 
to NCl-40-79-1. 

All ehanies to this prepesei scheiule have been 
approvei by: 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11 4 



Rf,OUEST F-OR RECORDS DlY'OSITIO~ AUTHORITY -CONTINUATION 

1. 

2. 

3. 

4. 

5. 

I - -

Imnediate Office 

Legal Program Subject Correspondence Files. Letters, 
memranda, opinions, reports, and other correspondence of 
the General Counsel and Deputy General C.Ounsel that reflect 
the policies, procedures, functions, and major activities of 
the central legal program of the Department. 

PERM.\NENI'. Transfer to WNIC when_4 years old. 
Offer to the National Archives whenA20 years ol. 

ltv S° 'YE-A-R t3LcJC.f<S 
Special Assistant Subject C.Orrespondence Files. Su ect 
correspondence files of Special Assistants to the General 
Counsel and Deputy General C.Ounsel reflecting their 
assigrrnents and activities. 

PERMANENT 
Transfer to WNIC when 4 years old. - _.. -., .. _ 
Je j• ii• o]!J. Offer to the National Archive in 
5 year blocks when 20 years oli. 

Associate and Assistant General C.Ounsels 

Legal Program Subject C.Orrespondence Files. Letters, 
memranda, opinions, reports, processed materials, and other 
correspondence maintained by Associate and Assistant General 
C.Ounsels. These files docunent policies, procedures, and 
activities in the functional areas for which these officials 
are responsible, such as, adninistration, econcmic affairs 
and regulation, legislation, export adninistration, irrport 
adninistration, and trade develoµnent. 

EERMANENT ~Transfer to WNIC when 4 years old. 
18 Sisiii a Old. Offer to the National Archiv 
in 5 year blocks when 20 years oli. 

Attorneys' Working Files. - Files created and maintained by 
individual attorney's in the course of their daily work or 
to ccnplete assigrments. These files consist of reference 
materials and duplicates of official correspondence located 
in other files. 

Destroy when no longer needed 

Directives Clearance Files. Drafts and printed copies of 
Departmental Adninistrative Orders and Departmental 
Organization Orders sutrnitted for clearance. Also included 
are sane background papers and carrnents on the orders and on 
the directives system and procedures of the Department. The 
record set of directives case files are maintained elsewhere 
in the Department. 

Destroy when no longer needed. 

or 
~ GP.SOR 10 ACir::>N 

SUPEPS~DED TAICE"' 
JOE /NARS VSE 

CITATION ONLY/ 

Items 83 
and 85 

Items 89, 
93-95, 98, 
101 & 114 

Item 88 

STANDARD F-ORM 11!, A (REV 12·!3)
,- .,.,, ~c;plr~. lncl11d1n1 ontln•I h br wbmltla(I 
It lhc POl•of\al Ar1:hlu1 ,nc ~rtor1II 5,cn,I~. P,r.c•l~ll by G5A 

f PMR 141 CFR) 101-11,C 
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..... • 

··noN AUTHORITY - CONTINUAT'Rf OU EST FOR RECORDS DISF 

e DESCRIPTION OF ITHI 
ITEM (With lnchul.,.. Dote, o• li•l•ntlon l'e>'ioda)
NO 

6. Finanicial Disclosure Reports. Executive Personnel Financial 
Disclosure Reports (SF 278 or equivalent) and related 
docunents sut:rnitted by individual 6'$loyees as required by 
the Ethics in Goverrrnent Act of 1978 (P.L. 95-521). 

Destroy when 6 years old except that doctrnents 
needed in an ongoing investigation will be 
retained until no longer needed in the 
investigation. 

7. Contracts Review Case Files. Photocopies of contracts 
sut:rnitted to the Office of the General Counsel for review 
and related correspondence, such as review sheets (SEX:: 526 
or equivalent). Records copies of the contracts are 
maintained elsewhere in the Departirent. 

Destroy when 3 years old or when no longer 
needed, whichever is earlier. 

8. Classified D:>cunents. llicunentation bearing national 
security classifications or held in confidence for other 
reasons. Included are State Department releases, emergency 
readiness instructions, and sare security classified 

· irnaterial fran other goverrment agencies. 

Destroy when 3 years old or when no longer 
needed, whichever is earlier. 

9. Briefing Books. Briefs prepared for officials before their 
scheduled appearance to testify before House and/or Senate 
cannittees. The record copies are maintained elsewhere in 
the Department. 

Destroy when no longer needed. 

10. t.ongressional Testirronies. Printed or processed copies of 
testirron1es and statenents of the Secretary of Carrnerce and 
other officials before Congress. 

Destroy when no longer needed. 

11. Le~islative Reference Files. Copies of hearings, bills, 
acts, and similar docunents collected and maintained for 
convenient reference. 

Offer to the Law Library when no longer needed. 
Destroy if not accepted by Law Library. 

12. General Legislation Files. Various and sane½nat unrelated 
)apers supporting surrnaries of enacted legislation or 
showing the reason why the item failed passage. A"TIJng the 
tnajor subjects and areas are: 

Four cr,ples, ir,clud1n5 r,r,5,nal le t>• submlllecl 
,., tht N1t10n1I A~howH and Fiecords Service 

PAGl . 

OF 

&l GRS OF. 10 ACTION 
SUPERSEDED TAKEN 

JOB INARS USE 
CITATION ONLYJ 

Item 84 
and GRS 
1/25 

Item 90 

Item 91 

Item 104 

Item 106 

Item 102 

Item 107 

STANDARD FORM 115-A (REV 12-63) 
Pres.er it>eO by G~A 
f PMR (Cl Cf"R) ](ll-11 C 



RE 1:'.IUE.ST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 
Of' 

G GAS OR 10 ACTION 
e DESCR1PTIOh. OF ITE._, SUPERSEDED TAKEN 

(With lnelwlw Dorw. o, R•l,nllor, l'ariod4) JOB (NARS USE 
CITATION ONLYJ 

½bite House Requests - Instructions and requests 
for infonnation on legislation~ 
State of the Union Message - Papers created in 
the process of preparing the Department's 
contribution to the President's State of the 
Union Message. 

Special Situations - Data pertaining to the past 
or present status of legislation outside of the 
processes covered by the other files described. 

Reorganizations - Correspondence regarding 
reorganizations of the Department involving 
Congressional approval. 

Transfer to WNEC when 4 years old. 
10 years old. 

Destroy when 

13. Legislative History Case Files. Letters, menx>randa, and 
copies of proposed legislation reviewed by the Office of the 
General Counsel. Includes legislation proposed by the 
Department as well as legislation proposed by other Federal 
Agencies upon which the Department was asked to carrnent. 

Item llO 

Transfer to ½NBC when 2 years old. 
7 years old. 

Destroy when 

14. Index to Legislative History Case Files. A card index to 
Legislative History Case Files arranged alphabetically by 
subject and nl.lTlerically by bill nUTDer. 

Item lll 

Destroy individual index cards when the records 
to which they relate are destroyed. 

15. Legislative Histories of the Exoort Adninistration Act of 
1979 (P.L. 96-72) ind Previous Export Adninistration Acts. 
Fifteen blue bound volt.mes of bills, hearings, and other 
docunents relating to the passage of the Export 
Adninistration Act of 1979. Series also includes several 
folders regarding previous export adninistration acts. 

P~. Offer to the National Archives upon 
termination of responsiblitiy for export 
adni ni strati on. 

16. House and Senate D:>cunents. - Copies of HL;use and Senate 
Docunents pertaining to legislative matters in which the 
Department participated but did not propose, report or 
cannent on the specific bill(s). 

Item ll2 

Offer to Law Library upon adjourrrnent of next 
succeeding Congr~ss or when no longer needed, 
whichever is eadier. Destroy if not accepted by 
T ~,., T ; h .. n .. u ., 

STANDARD F-ORM 115 A. (REV. 12-133)Fou, coplr,, lr,cluel1n5 0np1nal lob• 1ubmltleel 
tc Ou N•l•onal Arch•we1 ane l'<Horcls 5,ervle& Pre..cr lbrel by GSA 

f PMR (41 CFR) 101·11 ,a 

https://1:'.IUE.ST


· R EOL,JEST F-OR RECORDS DlsPOSITION AUTHORITY - CONTINUATION 

' i 
ITE'-' 
NC, 

17. 

18. 

19. 

20. 

21. 

22. 

23. 

l l ~ 204 

C)F 

B DESCRIPTION OF ITE'-' 
(lli'lth ,,.~lwiw Del•• or 11.•t.'ltlo" 1'nwd,11) 

G GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKE,-. 

(NARSUSE 
ONLYJ 

Index to House and Senate IX>cunents. A card index to House 
and Senate Docunents. 

• 
Destroy individual index cards when 
to which they relate are destroyed. 

the docunents 

C.onfinnation Hearings. Cxle printed copy of each 
confinnation hearing for Secretarial and other Ccrrmerce 
officials appointed by the President with the advice and 
consent of the Senate. 

Item 113 

P::Effii.\NENI'. Transfer to ¾NOC in 10 year blocs 
after separation of e-rployee. Offer to the 
National Archives in 10 year blocs when 20 years 
old. 

Preliminary Legislative Progra-n Files. Sutrnissions fran 
each primary operating unit of legislative itan.s to be 
included in the legislative progrsn of the Department and 
status reports on each itan until sutrnitted to the Congress. 

Item 116 

Transfer to \\NIC when 4 years old. 
10 years old. 

Destroy when 

Legislative Statenent Files. Copies of statanents and 
testirmnies before congressional cannittees by Secretarial 
and other senior officials of the Department. 

Item 115 

Transfer to \-\NEC when 4 years old. 
10 years old. 

Destroy when 

Proposed Legislative ProgrErn Booklets. An annual 
publication of the Office of the General a::>unsel prepared 
for each session of Congress since 1974 which sunna.rizes 
Department le6islative initiatives. Arranged 
chronologically. 

PffiVI,\NENf Offer to the National Archives 
year blocs when 20 years old. 

in 20 

Litigation Case Files. Pleadings and other correspondence 
regarding litigation to which the Department is a party. 
Litigation involves anti-dll1{)ing or countervailing duties, 
textiles, trade adjustment assistance, personnel disputes, 
and other matters. 

Transfer to \\NRC 3 years after litigation is 
resolved. Destroy 7 years after litigation is 
resolved. 

Regulatory Review Case Files. Correspondence regarding and 
copies of proposed Department regulations sutmitted to the 
Office of Managenent and Budget for review. Includes 
ITl6110randa coomenting upon the proposed regulation. 

Four coplrs, lncluC11n5 oro,,nal to br •ubmllleCI STANDARD FORM 115 A (REV 12-!3) 
to the N1l1e>nal Archl•ei 1nC Flecc,rd1 Stn,lce Pre>,er lt>eCl by GSA 

f PMR (4) CF R) 101-ll.4 
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JOE, "'10 P"'.GE. 

RE OU EST FOR RECORDS DIS.POSITION AUTHORITY - CONTINUATION or
-.....a...-----,------+--~--

' ' G GRS OP. 10 ACTION 
B DE$CR1PT10r-. OF rTEW SUPERSEDED TAKEN 

ITEM (lf'II~ Jr,ehuux Dot,a or R,i1ntiori 1'1rlotuJ JOB (NA.RS USE 
NC, ' CITATION ONL YJ 

24. 

Destroy when 3 years old. • 
Export Trading anpanies Applications. Applications 
sutmitted to the Department by ccrrpanies which seek to be 
certified to engage in export trade under the Export Trading 
Carpany Act (P.L. 97-290). 

Destroy when 3 years old. 

25. ·aironological Files. C.Opies of outgoing correspondence 
maintained solely for convenience of reference. 

Destroy when 2 years old. 

26. Adninistrative Subject Correspondence Files. Correspondence 
relating to routine internal housekeeping matters instead of 
the functions and progrEITLS for which the Office of the 
General Counsel exists. 

GRS 23/1 

Destroy when 1 year old. 

STANDARD FORM 115-A (REV 12-!3)11 ~-204 Foyr c:0plr1, lnclyd1n11 c,r,9,nal IC· t,r s.ubmltlec! 
tc, tht Na\,onal Arch•.r, anC: Fleco,c1 S,en,I"- Prei.crlbed by G!,A 

FPMR t•l CFR) 101 ll.• 




