NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-151-77-01

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/24/2021

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These items, unless subsequently superseded, may be used by the agency to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 items not listed below 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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 1 is superseded by N1-489-95-001, items la and 1b.
Item 6 is superseded by N1-489-95-001, item 2.

Item 7 is superseded by N1-489-95-001, Item 3.

Item 11 is superseded by NC1-151-82-7, item 111.

Item 12 is superseded by NC1-151-82-5, item 2.

Item 12 is superseded by NC1-151-82-7, item 2.

Item 15 is superseded by NC1-151-82-7, item 118.

Item 16 is superseded by NC1-151-82-7, item 119.

Item 17 is superseded by NC1-151-82-7, item 120.

Item 18 is superseded by NC1-151-82-7, item 121

Item 19 is superseded by NC1-151-82-7, item 122

Item 21 is superseded by NC1-151-82-7, item 4, and NC1-151-82-5, item 4.
Item 22 is superseded by NC1-151-82-7, item 123 and 123a.
Item 23 is superseded by NC1-151-82-7, item 124

Item 24 is superseded by NC1-151-82-7, item 66.

Item 25 is superseded by NC1-151-82-7, item 69.

Item 27 is superseded by NC1-151-82-7, item 74.

Item 28 is superseded by NC1-151-82-7, item 80.

Item 29 is superseded by NC1-151-82-7, item 81.

Item 30 is superseded by NC1-151-82-7, item 67.

Item 32 is superseded by NC1-151-82-7, item 75.

Item 33 is superseded by NC1-151-82-7, item 94.

Item 34 is superseded by NC1-151-82-7, item 95.

[tem 35 is superseded by NC1-151-82-7, item 96.
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Item 38 is superseded by NC1-151-82-7, item 97.
Item 39 is superseded by NC1-151-82-7, item 98.
Item 43 is superseded by NC1-151-82-7, item 100.
Item 44 is superseded by NC1-151-82-7, item 101.
Item 45 is superseded by NC1-151-82-7, item 102.
Item 46 1s superseded by NC1-151-82-7, item 103.
Item 47 is superseded by NC1-151-82-7, item 104.
Item 50 is superseded by NC1-151-82-7, item 105.
Item 53 is superseded by NC1-151-82-7, item 106.
Item 54 is superseded by NC1-151-82-7, item 107.
Item S5 is superseded by NC1-151-82-7, item 108.
Item 57 is superseded by NC1-151-82-7, item 1@9.
Item 62 is superseded by NC1-151-82-7, item 1180.
Item 67 is superseded by NC1-151-82-7, item 126
Item 69 is superseded by NC1-151-82-7, item 127
Item 70 is superseded by NC1-151-82-7, item 128
Item 71 is superseded by NC1-151-82-7, item 129
Item 72 is superseded by NC1-151-82-7, item 130
Item 73a is superseded by NC1-151-82-7, item 137
Item 73b is superseded by NC1-151-82-7, item 60.
Item 73c is superseded by NC1-151-82-7, item 53.
Item 73d is superseded by NC1-151-82-7, item 1, and NC1-151-82-5, items la and 1b.
Item 74 is superseded by NC1-151-82-7, item 54.
Item 75 is superseded by NC1-151-82-7, item 131
Item 76 is superseded by NC1-151-82-7, item 132
Item 85 is superseded by NC1-151-82-5, item S, and NC1-151-82-7, item S.
[tem 90 is superseded by NC1-151-82-7, item 92.
Item 92 is superseded by NC1-151-82-7, item 26.
Item 93 is superseded by NC1-151-82-7, item 27.
Item 94 is superseded by NC1-151-82-7, item 28.
Item 96 is superseded by NC1-151-82-7, item 29.
Item 97 is superseded by NC1-151-82-7, item 49.
Item 98 is superseded by NC1-151-82-7, item 50.

Item 100 is superseded by NC1-151-82-7, item 30.
Item 101 is superseded by NC1-151-82-7, item 31.
Item 102 is superseded by NC1-151-82-7, item 32.
Item 103 is superseded by NC1-151-82-7, item 33.
Item 104 is superseded by NC1-151-82-7, item 34.
Item 105 is superseded by NC1-151-82-7, item 35.
Item 106 is superseded by NC1-151-82-7, item 36.
Item 107 is superseded by NC1-151-82-7, item 37.
Item 108 is superseded by NC1-151-82-7, item 44.
Item 109 is superseded by NC1-151-82-7, item 38.
Item 110 is superseded by NC1-151-82-7, item S1.
Item 111 is superseded by NC1-151-82-7, item 39.
Item 112 is superseded by NC1-151-82-7, item 40.
Item 113 is superseded by NC1-151-82-7, item 41.
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Item 114 is superseded by NC1-151-82-7, item 45.
Item 115 is superseded by NC1-151-82-7, item 46.
Item 116 is superseded by NC1-151-82-7, item 47.
Item 117 is superseded by NC1-151-82-7, item 48.
Item 118 is superseded by NC1-151-82-7, item 42.
Item 119 is superseded by NC1-151-82-7, item 43.
Item 120 is superseded by NC1-151-82-7, item 5.
Item 121 is superseded by NC1-151-82-7, item 6.
Item 122 is superseded by NC1-151-82-7, item 7.
Item 123 is superseded by NC1-151-82-7, item 8.
Item 124 is superseded by NC1-151-82-7, item 9.
Item 125 is superseded by NC1-151-82-7, item 180.
[tem 126 is superseded by NC1-151-82-7, item 11.
Item 127 is superseded by NC1-151-82-7, item 12.
Item 128 is superseded by NC1-151-82-7, item 13.
Item 129 is superseded by NC1-151-82-7, item 14.
Item 130 is superseded by NC1-151-82-7, item 15.
Item 131 is superseded by NC1-151-82-7, item 16.
Item 133 is superseded by NC1-151-82-7, item 18 and NC1-151-82-7, item 55.
Item 134 is superseded by NC1-151-82-7, item 19.
Item 135 is superseded by NC1-151-82-7, item 20.
Item 136 is superseded by NC1-151-82-7, item 21.
Item 137 is superseded by NC1-151-82-7, item 22.
Item 138 is superseded by NC1-151-82-7, item 23.
Item 139 is superseded by NC1-151-82-7, item 24.
Item 140 is superseded by NC1-151-82-7, item 25g.
Item 141 is superseded by NC1-151-81-3, item 1.
Item 142 is superseded by NC1-151-81-3, item 2.
Item 143 is superseded by NC1-151-81-3, item 3.
Item 145 is superseded by NC1-151-82-5, item 11.
Item 148 is superseded by NC1-151-81-3, item 4.
[tem 149 is superseded by NC1-151-81-3, item 6.
Item 151 is superseded by NC1-151-81-3, item 7.
Item 153 is superseded by NC1-151-81-3, item 14.
Item 154 is superseded by NC1-151-81-3, item 15.
Item 155 is superseded by NC1-151-81-3, item 17.
Item 156 is superseded by NC1-151-81-3, item 5.
Item 157 is superseded by NC1-151-81-3, item 21.
Item 158 is superseded by NC1-151-81-3, item 18.
Item 159 is superseded by NC1-151-81-3, item 8.
Item 160 is superseded by NC1-151-81-3, item 9.
Item 161 is superseded by NC1-151-81-3, item 180.
Item 162 is superseded by NC1-151-81-3, item 11.
[tem 164 is superseded by NC1-151-81-3, item 12.
Item 165 is superseded by NC1-151-81-3, item 24.
Item 166 is superseded by NC1-151-81-3, item 25.
Item 167 is superseded by NC1-151-81-3, item 27.
Item 168 1s superseded by NC1-151-81-3, item 28.
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Item 169 is superseded by NC1-151-81-3, item 29.
Item 170 is superseded by NC1-151-81-3, item 30.
Item 176 is superseded by NC1-151-81-3, item 13.
Item 176 is superseded by NC1-151-81-3, item 34.
Item 192 is superseded by NC1-151-81-3, item 47b.
Item 193 is superseded by NC1-151-81-3, item 47a.
Item 198 is superseded by NC1-151-81-3, item 50.

Item 200 is superseded by NC1-151-81-3, item 81.
Item 201 is superseded by NC1-151-81-3, item 82.
Item 204 is superseded by NC1-151-81-3, item 87.
Item 205 is superseded by NC1-151-81-3, item 88.
Item 212 is superseded by NC1-151-81-3, item 36.
Item 213 is superseded by NC1-151-81-3, item 90.
Item 214 is superseded by NC1-151-81-3, item 52.
Item 215 is superseded by NC1-151-81-3, item 53.
Item 216 is superseded by NC1-151-81-3, item 91.
Item 217 is superseded by NC1-151-81-3, item 54.
Item 221 is superseded by NC1-151-81-3, item 9.
Item 222 is superseded by NC1-151-81-3, item S8a.
Item 223 is superseded by NC1-151-81-3, item 72.
Item 224 is superseded by NC1-151-81-3, item 84.
Item 225 is superseded by NC1-151-81-3, item 70.
Item 226 is superseded by NC1-151-81-3, item 86.
Item 227 is superseded by NC1-151-81-3, item 75.
Item 228 is superseded by NC1-151-81-3, item 76.
Item 229 is superseded by NC1-151-81-3, item 77.
Item 230 is superseded by NC1-151-81-3, item 78.
Item 231 is superseded by NC1-151-81-3, item 79.
Item 232 is superseded by NC1-151-81-3, item 80.
Item 233 is superseded by NC1-151-81-3, item 33.
Item 235 1s superseded by NC1-151-81-3, item 37.
Item 243 a and b are superseded by NC1-151-82-5, item 1b.
Item 245 is superseded by NC1-151-81-3, item 42.
Items 246-252 are superseded by NC1-151-82-5, item 1b.
Item 254 is superseded by NC1-151-82-5, item 1b.
Item 256 is superseded by NC1-151-81-3, item 38.
Item 257 is superseded by NC1-151-81-3, item 39.
Item 259 is superseded by NC1-151-81-3, item 40.
[tem 2680 is superseded by NC1-151-81-3, item 43.
Item 261 is superseded by NC1-151-81-3, item 44.
Item 262 is superseded by NC1-151-81-3, item 45.
Item 268 is superseded by NC1-151-81-3, item 46.
Item 272 is superseded by NC1-151-81-3, item 48.
Item 273 is superseded by NC1-151-81-3, item 49.
Item 275 is superseded by NC1-151-81-3, item S8b.
Item 276 is superseded by NC1-151-81-3, item 680.
Item 278 is superseded by NC1-151-81-3, item &3.
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Item 279 is superseded by NC1-151-81-3, item SS.
Item 281 is superseded by NC1-151-81-3, item 56.
Item 282 is superseded by NC1-151-81-3, item 57.
Item 284 is superseded by NC1-151-81-3, item 73.
Item 285 is superseded by NC1-151-81-3, item 74.
Item 289 is superseded by NC1-151-81-3, item 59.
Item 290 is superseded by NC1-151-81-3, item 61.
Item 293 is superseded by NC1-151-81-3, item 62.
Item 294 is superseded by NC1-151-81-3, item 63.
Item 298 is superseded by NC1-151-81-3, item 64.
Item 299 is superseded by NC1-151-81-3, item 66.

Items 203, 248, 250, and 292 are superseded by NC1-151-81-3, item 35.
Items 263, 266, 286, and 287 are superseded by NC1-151-81-3, item 41.

Item 300 is superseded by NC1-151-81-3, item 67.

Item 301 is superseded by NC1-151-81-3, item 65.

Item 302 is superseded by NC1-151-81-3, item 68.

[tem 304 is superseded by NC1-151-81-3, item 69.

Item 305 is superseded by NC1-151-81-3, item 70.

[tem 309 is superseded by NC1-151-82-5, item 4.

Item 306 is superseded by NC1-151-81-3, item 71.

[tem 310 is superseded by NC1-151-82-3, items 7b and &b.

Item 355 is superseded by NC1-151-83-1, item 1 and NC1-151-82-5, item 12.
Item 384c is superseded by N1-151-88-003, item 1.

Items 312 and 380 are superseded by NC1-151-82-5, item 2.

Item 827 is superseded by N1-476-90-001, item 3.
Item 871 is superseded by N1-476-90-00

Item 928 is superseded by N1-151-88-008, item 1.
Item 938 is superseded by N1-151-90-004, item 1.
Item 941 is superseded by N1-151-90-004, item 2.
Item 942 is superseded by N1-151-90-004, item 3.
Item 944 is superseded by N1-151-90-004, item 4.
Item 948 is superseded by N1-151-90-004, item 5.
Item 949 is superseded by N1-151-90-004, item 8.
Item 951 is superseded by N1-151-90-004, item 9.
Item 954 is superseded by N1-151-90-004, item 6.
Item 957 1s superseded by N1-151-88-008, item 2.

Item 1077 is superseded by NC1-151-82-9, item 52
Item 1078 is superseded by NC1-151-82-9, item 53
Item 1079 is superseded by NC1-151-82-9, item 45

[tems 11@3a-c are superseded by NC1-151-84-2, items la-c
Item 1118 is superseded by NC1-151-82-9, item 167
Item 1119 is superseded by NC1-151-83-6, item 1
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Item 1121 is superseded by NC1-151-82-9, item 166.

Item 1123 is superseded by NC1-151-82-9, item 169a and b
Item 1124 is superseded by NC1-151-82-9, item 170

Item 1126 is superseded by NC1-151-82-9, item 171

Item 1127 is superseded by NC1-151-82-9, item 172

Item 1128 is superseded by NC1-151-82-9, item 173

Item 1131 is superseded by NC1-151-82-9, item 160

Item 1132 is superseded by NC1-151-82-9, item 161

Item 1133 is superseded by NC1-151-82-9, item 162

Item 1134 is superseded by NC1-151-82-9, item 163

Item 1135 is superseded by NC1-151-82-9, item 164

Item 1136 is superseded by NC1-151-82-9, item 165

Item 1158 is superseded by NC1-151-82-9, items 5, 27, and 33
Item 1161 is superseded by NC1-151-82-9, items 19a and b
Item 1162 is superseded by NC1-151-82-9, item 22

Item 1163 is superseded by NC1-151-82-9, item 18

Item 1164 is superseded by NC1-151-82-9, item 16

Item 1165 is superseded by NC1-151-82-9, item 20

Item 1166 is superseded by NC1-151-82-9, item 23

Item 1167 is superseded by NC1-151-82-9, item 32

Item 1168 is superseded by NC1-151-82-9, item 36

Item 1170 is superseded by NC1-151-82-9, item 10

Item 1172 is superseded by NC1-151-82-9, item 6

Item 1181 are superseded by NC1-151-82-5, item 18

Item 118S is superseded by N1-476-90-005, item 5

Item 1186 is superseded by N1-476-90-002, item 16

Item 1187 is superseded by N1-476-90-00-3, items 7 and 8
Item 1195 is superseded by N1-476-90-002, item 1.

Item 1217 is superseded by N1-476-90-002, item 4.

Item 1226 is superseded by N1-476-90-002, item 18

Item 1233B is superseded by N1-476-90-006, item 1.

Item 1239 is superseded by N1-476-90-006, item 4.

Item 1271e is superseded by NC1-151-82-5, item 7b and 8b
Item 1273a is superseded by NC1-151-82-5, item 8a.

Item 1316 is superseded by N1-151-87-007, item 1
Item 1318 is superseded by N1-151-87-007, item 2
Item 1320 is superseded by N1-151-87-007, item 3
Item 1325 is superseded by N1-151-87-007, item 4
Item 1326 is superseded by N1-151-87-007, item S
Item 1327 is superseded by NC1-151-83-3, item 1
Item 1328 is superseded by NC1-151-83-3, item 2
Item 1329 is superseded by NC1-151-83-3, item 3
Item 1330 is superseded by NC1-151-83-3, item 4
Item 1331 is superseded by NC1-151-83-3, item 5
Item 1390 is superseded by NC1-151-81-2, item 14
Item 1391 is superseded by NC1-151-81-2, item 16
Item 1393 is superseded by NC1-151-81-2, item 17
Item 1395 is superseded by NC1-151-81-2, item 18
Item 1396 is superseded by NC1-151-81-2, item 19
Item 1397 is superseded by NC1-151-81-2, item 20
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Item 1398 is superseded by NC1-151-81-2, item 21
Item 1399 is superseded by NC1-151-81-2, item 22

Item 1400 is superseded by NC1-151-81-2, item 23
Item 1401 is superseded by NC1-151-81-2, item 24
Item 1402 is superseded by NC1-151-81-2, item 25

Item 1404 is superseded by NC1-151-81-2, item 2
Item 1405 is superseded by NC1-151-81-2, item 3
Item 1406 is superseded by NC1-151-81-2, item 4
[tem 1407 is superseded by NC1-151-81-2, item 5
Item 1408 is superseded by NC1-151-81-2, item 6
[tem 1409 is superseded by NC1-151-81-2, item 7
[tem 1410 is superseded by NC1-151-82-3, item la
Item 1411 is superseded by NC1-151-81-2, item &
Item 1412 is superseded by NC1-151-81-2, item 9
Item 1413 is superseded by NC1-151-81-2, item 10
Item 1415 is superseded by NC1-151-81-2, item 11
Item 1416 is superseded by NC1-151-81-2, item 12
Item 1417 is superseded by NC1-151-81-2, item 13
Item 1430 is superseded by N1-151-89-002, item 4

Items 13, 14, 26, 31, 64, and 132 are superseded by NC1-151-82-7, item 17.

Items 13, 14, 26, 31, 64, 322, 324, 331, 352, 370, 430, 440, 933, 946, 959, 1150, 1214, 1229, 1275,
1282, 1426, 1436, 1446, are superseded by NC1-151-82-5, item 17.

[tems 20, 48, and 99 are superseded by NC1-151-82-7, items 1a and b.

Items 37, 91, and 95 are superseded by NC1-151-82-7, item 3.

[tems 40, 58, and 59 are superseded by NC1-151-82-7, item 99.

Items 79 and 134 are superseded by NC1-151-82-7, item 55.

Items 146, 237-242, 368a, 427a, 848.3.a, 943, 964b, 1000, 1001, 1004, 1072a, 1193a, 1271b, 1354,
1378a, 1387, 1472, are superseded by NC1-151-82-5, item 12.

Items 147 and 1002 are superseded by NC1-151-82-5, item 6.

Items 263, 368b, 1233a, and 1242a are superseded by NC1-151-82-3, item 1b.

Items 270, 280, and 1334 are superseded by NC1-151-82-5, items 15a and b.

Items 274, 311, and 1273b are superseded by NC1-151-82-5, item 16

[tems 1003 and 1194 are superseded by NC1-151-82-5, item 24

Items 1273a, 1308, and 1309 are superseded by NC1-151-82-5, item 7d. Item 1271d is superseded by
NC1-151-82-5, item 7¢ and 8a.

Items 20, 36, 40, 99, 144, 234,315,317, 343, 354, 360, 361, 368c, 377, 381, 386, 389b, 407, 427b, 434,
439, 441a, 442a, 456, 825, 834, 848.3.b, 855, 872, 939, 940, 960, 964c, 970, 981, 988, 1006,
1016, 1018, 1022, 1024, 1030, 1044, 1052, 1066, 1069, 1072b, 1086, 1089, 1092, 1115, 1120,
1122, 1130, 1139, 1144, 1146, 1157, 1159, 1190, 1193b, 1222, 1225, 1271f, 1277b, 1307b, 1342,
1345, 1349, 1357, 1362, 1378b, 1384, 1386b, 1394, 1403, 1410, 1422, 1428, 1440 are superseded
by NC1-151-82-3, items la and 1b.

Items 37,95, 308b, 318, 356, 378, 408, 428, 429, 432a and b, 931, 940, 976,978, 997, 1017, 1028, 1031,
1045, 1053, 10760, 1073, 1087, 1090, 1097, 1117, 1125, 1129, 1138, 1143, 1160, 1169, 1171,
1174, 1191, 1223, 1225, 1272, 1280, 1313, 1343, 1346, 1350, 1352, 1358, 1363, 1371, 1380,
1383, 1388, 1389, 1392, 1414, 1421, 1429, 1433, 1443, 1468 are superseded by NC1-151-82-5,
Item 3
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INTRODUCTION

1. Background and Scope. The Federal Records Act of 1950
requires all }Federal Agencies to prepare Schedules for the
retention and disposition of their records. This Gchedule
was prepared by direction of the Assistant Secretary for
Domestic and International Business, under the general
supervision of the Director, Office of Management and
Systems., After preparation, this Schedule was approved by
the Archivist of the United States.

a. In the course of preparing the Schedule, an effort

was made to examine each file in Domestic and Interna-
tional Business Administration (DIBA). Prior to finaliza-
tion, the language describing each file and the retention
period assigned to it was cleared by the responsible DIBA
operating official.

b. The Schedule provides all operating officials with
continuous authority to retire, transfer or dispose of
papers in accordance with the retention period prescribcd
for each file. This should enable many offices to reduce
the volume of papers and realize savings in both office
space and file equipment.

c. Department Administrative Order 203-1, Section 6,04
prescribes, and adopts by reference, this and other
approved schedules, which gives them the same force and
effect as the Order itself.

d. The minimum retention provisions of the Schedule are
mandatory. This means that papers must not be destroyed

sooner than allowed by the Schedule. However, to meet

contingencies, operating officials may retain papers
beyond the date on which they become eligible for dis-
posal. If an extension involves a lengthyv period of
time and/or a significant volume of papers, the respon-
sible official should satisfy himself that such action
is really necessary. See Federal Property Management
Regulations (41 CFR 101-11.4).

2. Distribution. At headquarters, distribution of the
Schedule will be centrally controlled by the DIBA Records
Management Officer. A copy will be sent to the records-




keeper, or keygerson, in each DIBA offic.down through the
branch level. Revised or new pages, with appropriate
instructions, will be sent to employees holding copies of
the Schedule.

Regional Office Directors will serve as Records Management
Liaison Officers. The Records Management Liaiscn Officer
for each regional cffice will be responsible for the dis-
tribution and control of the Schedule and revision notices.

The Schedule will be revised as necessary. So that changes
can be made easily and inexpensively, the Schedule is
issued in loose-leaf form.

3. Records Management Liaison Officers and Key Records-
keepers. At headquarters, each office or division has
designated a Records Management Liaison Officer to work
with the DIBA Records Management Officer in implementing
this schedule and such other records management steps as
may be needed.

The Records Management Liaison Officer for each regional
office is responsible for staff supervision and control

of all transfer of DIBA records to the nearest regional

Federal Archives and Records Center (FARC).

All elements of DIBA having records eligible for transfer
to FARC should prepare them for transfier in accordance
with the instructions herein.

4. Retirement of Records at Headquarters. A Staging

and Holding Area, known as the Business Trade and Records
Section (BTRS), 1is operated by the DIBA Records Manage-
ment Officer to receive records from operating units of
DIBA before they are eligible for transfer elsewhere or
for disposal. The prime purpose of BTRS is to provide
offices with a place where they can send records that

are not needed too frequently but still need to be kept
reasonable accessible.

a. Recordskeepers should retire records to BTRS as soon
as they are not needed too frequently for current business.
If possible, papers should be held in offices until there
is at least enough of them to fill one Federal Records
Center box supplied for retirement of records. A few
folders should never be retired to BTRS to be interfiled
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with records already held there. When ingarfiling among,
retired records is necessary, the folders to be inter-
filed should be held in the office and retired in a
batch at the end of six months or a year.

b. All folders or papers borrowed from retired records
should be returned to the DIBA Records Management Officer
for refiling as soon as the requestor has finished with
them. :

c. All retired records must be arranged and packed in
Federal Records Center boxes. A black marking pencil
should be used to fill in the necessary information
requested on the end of each box. Boxes and forms for
retirement of records will be furnished by the BTRS
Records Management Officer, on request.

d. Records to be retired also must be listed on Standard
Form 135, Records Transmittal and Receipt (Exhibit 1),
and the continuation sheet SF-135A. A copy of SF-135
covering each retirement of records should be submitted
to the DIBA Records Management Officer, Room 2061, Main
Commerce Building.

e, Special care should be taken to determine the item
in the Schedule that covers each box of records retired.
The number of this item should be cited in Column 14 on
SF-135, Records Transmittal and Receipt, in the manner
shown in Exhibit 1, and also in the lower left hand
corner of the end of each box.

f. To facilitate servicing and ultimate disposition of
the records, a separate transmittal (SF-135) should be
prepared for each file, unless two or more files are
retired that cover the same period of time and have the
same retention period. The boxes covered by each trans-
mittal should be numbered consecutively starting with 1.

g. Any restriction on the availability or use of the
records should be stated in Box 1 on the SF-135. Leave
Box 9 blank. The office retiring the records should
keep one copy of the SF-135 and forward the first copy
to the DIBA Records Management Officer,

h. File folders or boxes containing retired records will
be returned on loan to DIBA employees by the Records
Management Officer upon receipt of a request by telephone
(189-3430).

iii
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5. Transfer of Headquarters Records to Washington National
Records Center. All records carmarked in the Scheaule for
transter to the Washington National Records Center (WNRC)
will first be retired to BTRS. Subsequently, the Records
Management Officer will make the necessary transfer
arrangenents and take all other steps necessary to ensure
that ultimate disposition of the records is made in accord-
ance with law and regulation.

6. Transfer of Regional OQffice Records to Federal Archives
and Records Center. Each regional office holding records
eligible for transfer to FARC in accordance with this
Schedule is responsible for treating them in the following
manner :

a. Use only Federal Archives and Records Center boxes
(15" X 12" X 10") for arranging and packing the records.

b. Separate the papers being treated according to files
(series). Using this Schedule as a guide only put reconds
in each box that have the same disposal date. Never mix
temporary and permanent records in the same box.

c. Number the boxes in the upper left corner of the
10" X 12" end of the box that is not stitched. Begin
with No. 1 of (total number), etc. Address the boxes
cn the 15" side to the nearcest Federal Archives and
Records Center. For the nearest FARC see Federal Prop-
erty Regulation 101-11.410-1,

d. Place letter-size material in the box with guide
cards and tabs facing the numbered end. Put legal-size
material in the box with tabs facing the left of the box
as you face the numbered end. Leave all guides or tabs
in the file that will help provide reference service on
it. Do not overpack the boxes, taking care to leave
some space in each box so that the material is loose
enough to work.

e. Each consignment of records transferred to FARC must
be described on Standard Form 135 and 135A, Records
Transmittal and Receipt, and Continuation. Fill in
blocks on the SF-135 except the top section, ''"To be
completed at Federal Records Center'" and the part of
Item 12 captioned "FRC Only." Show the mailing address
of the Regional Office under "FROM,'" and the mailing
address of the appropriate FARC under '"TO." Under

iv



Item 1 specif).ny national security cla’fication and/or
any other restviction that apply to the records. TItems 2

and 3 are self-explanatory. Under Item 4 show the number

of boxes being transferred.

In Items 5 through 7 show the name, etc. of the Regional
Records Management Liaison Officer. Items 9 through 11
should also be the name, etc. of the DIBA Records Manage-
ment Liaison who serves as the representative with FARC.

In Item 13 describe the records showing organizational
location, subject content, inclusive dates, and the file
designations showing the contents of each box. Enter in
Item 14 the job number of this Schedule which appears on
page 1 in the upper right hand box of the form in the
style and manner of NA 176-101., Under the job number
enter the item number(s) in this Schedule that apply to
the records transmitted (Exhibit 2).

f. Prepare Forms SF-135 and 135A in at least an original
and four copies. The originating office should hold one
copy and forward three copies to the Regional Records
Liaison Officer at least twelve days in advance of the
planned transfer.

g. The DIBA Records Management Liaison Officer shall for-
ward the original and one copy to FARC, hold one copy in
suspense and transmit one copy of Forms SF-135 and 135A
covering each transfer to the DIBA Records Management
Officer, Room 6047, Department of Commerce, 1l4th and

Constitution Avenue, N.W., Washington, D.C. 20230.

h. The Regional Records Management Liaison Officer 1is

responsible for making all necessary arrangements with

FARC for transfers of records and for their maintenance
thereafter in accordancz with law and regulations.

7. Records Disposal. In those cases where the Schedule
provides for nothing more than the disposal of papers
(described in a given item) after the expiration of a
specified period, it is intended that they be destroyed
on site. Supervisors and recordskeepers are urged to do
this and to immediately notify the DIBA Records Manage-
ment Officer in writing of the volume of papers destroyed
(one full file drawer equals 2 cubic fgetg.
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Offices need r. be concerned about recoy. they have
retired to BTRS or FARC, earmarked for disposal at some
later point in time, since the DIBA Records Management
Officer or the Regional Records Management Liaison
Officers will take care of the matter. Before any
records in BTRS (or any Federal Records Center) are
destroyed, the DIBA Records Management Officer or Records
Management Liaison Officer will secure the approval of
the coperating official having primary interest.

8. Review of the Schedule. The Schedule will rapidly
lose its usefulness unless professionals, supervisors,
records liaison officers and recordskeepers frequently
review that portion of the Schedule that pertains to
their records. As a minimum requirement these people
should review the Schedule at least annually.

9. Revision of the Schedule. To make revision of the
Schedule as easy and effortless as possible, Form CD-282
is provided for this purpose (Exhibit 3). A supply of
the form may be obtained by calling the DIBA Records
Management Officer or the Regional Records Management
Liaison Officer.

.a. Professionals, supervisors and recordskeepers should

submit a revision of the Schedule anytime that they find
an opportunity to improve it, e.g., by clarifying the
description of the records, by adding a new item (file),
by deleting an item which no longer accumulates, or by
providing a better retention period.

b. All revisions will be submitted to the DIBA Records
Management Officer who will compile them on a SF-115,
Request for Authoritv to Dispose of Records and forward
it to the Archivist ot the United States. When the
SF-115 is approved and returned, the DIBA Records
Management Officer will process and distribute appropri-
ate pages of the Schedule which will reflect the approved
changes.

10. Coordination of Filing Practices. The Records Dis-
position Management and Files Management elements of the
program are so closely interrelated that the work steps
and techniques used in each of these areas must supple-
ment one another. For instance, the ease with which
papers can be processed and retired is dependent on the
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file being arranged so that ecligible papers can simply
be taken out of z file drawer in toto and packed in
Federal Records Center boxes.

a. Subject or name files arranged alphabetically present
the greatest number of problems when the time comes to
retire them. DMost generally, these files are built with-
out any thought of what will have to be done when they
are retired to BTRS. In such cases, recordskeepers
usually reduce the volume of these files by selecting
file folders from them for retirement. This is a most
unsatisfactory practice that can be avoided by arranging
alphabetical files first by fiscal or calendar year, if
the volume involved is large enough.

b. Short-term and long-term papers should never be inter-
mingled or made a part of the same file. When papers that
must be kept onlv two years are filed with others that
must be kept only five years, practical considerations
generally require retention of all of them for the longer
period. By reviewing the Schedule, recordskeepers can
acquaint themselves with the short and long-term papers
that most commonly occur in DIBA. This will enable them
to restructure their files to separate papers having dif-
ferent retention values.

c. Restricted and unrestricted records should never be
intermingled in the same box. It 1s official Commerce

policy that records restricted to the public under the

Freedom of Information Act (includes national security

classified papers) and those which are available to the
public (i.e., unrestricted) shall not be boxed together
as set forth in DAO 205-12.

d. Screening files on a paper by paper basis is a most
undersirable and uneconomical practice. The need for such
screening need never occur. The need for it can almost be
eiiminated if all professionals and supervisors will make
it part of their daily regimen to earmark papers of only
marginal value for inclusion in a separate Temporary File.
This is a very worthwhile practice when it is considered
that it is less costly to keep a file drawer of papers as
long as ten years than it is to have a professional or
supervisory employee screen the papers. More importantly,
the residual documentation after screening is inadequate
because it is usually incomprehensible.
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e. A label should be put on every file drawer showing
the title of the file as it appears in the Schedule.
This may seem a bit redundant at first, however, it 1is
essential to identify the papers themselves by the same
title that is given them in the Schedule.

f. A record copy of every "official" or action paper pre-
pared in thc Department is required by the United States
Government Correspondence Manual adopted by the Department,
April 1, 1969 (see DAO 214-0). It is also specifically
required that this record copy be prepared on yellow
tissue. All units should comply with these requirements
without exception, since the presence or absense of yellow
copies are prime factors used to determine the legal

status of a given file and to evaluate it.

. Nonrecord material should never be included in an
official file (see DAD 205-1). Some examples of this
type of material are as follows: :

o Extra copies of documents preserved only for
convenience of reference. This group includes
"reading file'' copies, "tickler" or "follow-up'
copies, if their use is temporary.

o Carbon or '"hot'" copies or informational memo-
randa and incoming transmittal letters which
do not affect or aid in determining the action
to be taken on the documents transmitted.

0 Preliminary drafts or work sheets that do not
represent significant steps in the preparation
of other documents.

o Stock of blank forms, publications and processed
documents.

o Surplus copies of mimeographed, multilithed,
dittoed, printed, or processed circulars,
memoranda, or forms.

o Shorthand and other notes, tapes and dictation
records (unless specifically described in this
Schedule) that have been transcribed.
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¢ Routin,request for publications Qd acknowledg-
ments.

o Library and museum material made or acquired
and preserved solely for reference or exhibition
purposes.

o Memoranda or other papers that do not serve as
the basis of official actions; for example,
charity appeals and notices of activities of
Government associations or unions.

h. Nonrecord material may be disposed of when it has
served its purpose without any special authority.

11. Library and Technical Reference Materials. Many
DIBA units accumulate and maintain technical and general
reference materizals on shelves, in bookcases and file
cabinets, and on window ledges. This reference material
consists of such items as Bureau of the Census reports
on manufactured materials and commodities, reports on
manpower and transportation from other agencies like

the Department of Labor and the Department of Transpor-
tation, reports from the United Nations, copies of the
Congressional Record and Federal Register, text books
and encyclopedic material, vendor catalogues, profes-
sional journals and magazines.

Since much of this material is maintained in the Depart-
ment Library, and special items like United Nations and
Bureau of the Census reports have public as well as
internal use, consideration should be given to greater
library useand less office maintenance of these materials.

Office space and equipment should only be employed for
frequently used and limited interest type reference
items. Office reference holdings should be reviewed
annually for the purpose of justifying item maintence
and identifying and destroying needless items. In
addition, every effort should be made to set a ten year
age limit on reference materials available from other
sources in the Department.

All reference material over ten years old referred to
above and maintained in DIRA offices must be justified
in writing to the Office of Management and Systems for
an exception to keep them in office space.
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12, 1If additional advice or assistance is needed, please
call the DIBA Records Management Officer, Extension 3630
(FTS 202-967-3630).
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Department initiated and assigned this function to a newly
crested Bureau of Foreign Commerce.

Yrom 1844 to 1903, the workload of the Bureau of Statis-
tics in the Treasury Department grew in both scope and
content. The scope of work was increased in the addition
of new areas like transportation, and the volumc of work
increased with the growth of the nation and the increase
in trade.

In 1903, the State Depdleent s Bureau of Porelgn Commerce
and the Treasury Department's Bureau of Statistics were
moved to and made a part of the newly cireated Department
of Commerce and l.abor,

In 1905, the Department of Commercz and Labor, in an
ffort to play a more accive role in foreign trade,
established the Bureau of Manufactures. The Bureau of
Manufactures sent representatives around the world to
collect market intelligence and promote the sale of U.S.
products. In the course of its work, the Bureau prepare
and issued the '"Daily and Consular Trade Reports' which
featrured iorelgn trade opportunities and the "World Trade
Directory" which identified potential foreign buyers.

acl

In 1612, just one year before Labor was split from
Commerce and made a sevarate devartment, the PBureau of
Statiztics and the Bureau of Manufacturcs were combinaed
and made the Bureau of Foreign and Domestic Commerce.

As one of ite¢ primary tasks, the Bureau of Foreign and
Domcstic Commerce stepped up the promotion of U,S. pro-
ducts. The Bureau placed commercial attaches ana agents
in fourteen countries, and shortly before World War I,
established district offices to provide informatiocn and
assistance to U.S. business at the local level.

In the 1920's the Burecau of Domestic and Foreign Commerce
was assigned the job cf fixing the price and production
levels of matexials marketed by foreign cartels. In the
1930's, increased peclitical pressures in addition to
economic pressures produced a closer working relation-
ship between the Bureau and the Consular Service in the
Department of State. Eventually, in 1939, the diffi-
culties in securing export markets dictated the trans-
fer of the Bureau's foreign officers to the Department

of State.

Jan 76



World War II anu the Laddde which follaweT was a period
of monumental industiial Lf"iiv and genersl econcmic
prosperity. 1& was also a period in which the Bureau

of Demestic and Forcign Sommerce underwent numerous

re uroaniéat1ons to (Op@ with the requirements of the
world's economy. World War II, and later the reconstruc-
tion of Furope and parts of the Pacific area, created 2n
unusual demand for Americsan materials. Tater, in the
1950"5, the Korean War shifted the direction of demand
for maierials and tbe accompanying flow cf currency.

g *_J l-.‘, «

In 1953. the Bureau of Domestic and Foreign Commerce was
replaced, by the Pusiness and Defense Scrvices Administra-
tion and. the Eureau of Fereign Commerce. The Business
and Defense Secrvices Administration aszuned responsibility
for national and defensc productiorn, mobilization readi-
ness,. and national business and industrial services. At
the same time, the Bureau of Fcreign Commerce took on the

task.of promoting U.S., »roducts Larough foreign trade
fairs, reducing and removing export LLSCAlCrLODS, and
putting out .a new publication caliled, World Trade. Infor-
mation Service,

in the late 1950's, U.S. trade relaticns were endangered
by an unfavorable balance of payments. In 1961, to stim~
ulate exporting, the Burecau of Foreign Conreerce was

re placca by the Bureau of International Opverations and
the Bureau of International Programs.

In 1963, the Office of Domestic and*International Business

was established az part of the continuirg effeort to increase
exports and create e favorable balance of pavments. Along
with this change the Rureau of International Programs and
the Bureau of International Business (Operations, which had
oniy been constituted two years carlicer, were abqo ched by
the newly founded Bureau of Internaticnal Commerce.

Toc stimulate trade, the 0ffice of Domestic and Interna-~
tional Business intensiFiL its program for increasing
exports. The Office of Domestic and International Business
promoted U.S. products at trade fairs and trade centers,
and ‘worked for the removal of export restrictions. In

1972 the Bureau or East-West Trade was established in

‘the Office of Domestic and International Business to pro-
motc and facilitate che expanding trade relationship with
the socialist world

. Jan 76
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On Novewber 17, 1972, the Office cf Domes’ic and Interna-
tional Business became the Domestic and International
Business Administration (DJIBA). DIBA undertook the mis-
sion of promoting Y.S. industry and cowmmerce both at heme
and abroad, stimulating the expansion of U.S. exports, aund
preparing and executing plans for industrial mobilization
readiness. Today, 1975, in striving to accomplish its
mission, DIBA is served by five bureaus and seven staff
units. The line units are the Burcaus of (l) Domestic
Commerce, (2) International Economic Policy and Research,
(3) Last-West Trade, (4) International Commerce, and
(5) Resources and Trade Assistance:. The staff units
are the (1) Office of Public Affairs, (2 Office of
Field Operations, (3) General Counsel, (4) Office of
Personnel, (5) Office of Management and Systems,
(6) Office of Administrative Support, and (7) Office of
Pudget:.

Major programs of DIBA will be described in more detail
under the major organizaticnal subdivision that has
prime responsibility £for them.

Accounting aind payroll services are performed for DIBA
by the Central Accounting Divisicn, Office of the Secre-
tary. Personnel Management is provided by the Personnel
Division, Office of the Assistant Secretary for Domestic
and International Business. Record copies of DIBA decu~
menrts pertaining to these functions are maintained in
the office performing the service,

DIBA collects a iarge quantity of secondary source mate-
rials (printed and processed) from other government agen-
cies, organizations in the private sector in this
country, and from various scurces in foreign countries.
Most of this material is nonrecord in character and is
not treated in this schedule. However, where such mate-
rial poses a problem, it is included in the schedule to
help resolve the problem.

Binder. Alihough this schedule is presented in an organi-
zational format, a charge of title or organizational loca-
tion of any unit shall have no effect on its provisions sc
long as the files described continue to accumulate and
serve the same purpose.

Jan 76


http:rtai.ni.ng

.
o 5 .
o . & . N

(' N
N1l provismm.f the Ce»nevwl Records ku.uLs issued
by the Genezral Services Adwminiccration are superseded

by the provisicns of this schedule which includes ail
. general and bousckcop np records ot the Domestic and
International Business Administration.

All disposal schedules, covering records of DIBA and
predecessor agencies, issued prior to the approval date
of this schedule are hereby supcrseded. Specifically
superseded are disposal authorities bearing the fol-
lowing job numbers:

Job No. Date of Awnproval
345-8296 June 8, 1945
346~S80 October 17, 1945
346-5263 ' March 29, 1946
IT-NNA-~1007 April 19, 1954
NN-164-21 September 25, 1963

Disposal lists are not listed since they do not provide
any continuous authority to dispose of records.

ASSISTANT SECRETARY IFOR
DOMESTIC AND INTERNATIONAL BUSINESS

. As the chief executive of the Administration, the Assist-
ant Secretary is responsible for the development and
direction of all programs and activities conducted by it.

For purposes of records and archival management the files
created by the Office of the Assistant Secretary will be
treated as a part of the records of the Office of the
Secretacy.

1. Correspondence Subject File - Correspondence handlied
by the Assistant Secretary personglly or prepared for
his signature by other offices./424“%“’¢€%4ﬁ/“40““?‘47 el

ég . Permanent. Start a new file every 2 years,
D F retire to Staging and Holding (SHA, Room 6047)’\nﬂ
(/ transfer to WNRC 3 years later. ¢ Vé‘a&%zgl M
ﬁN zoywuw Y
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2. Export--'fmp\.-rt Subiccr File - Correspc’.\ience with the

rivate scctor and ocher gevervwment ageancies on export-

import matters including foreign economic policy, labor
management, tariffs, and trade and legislative files in

the field.

2N

Start a new file ewvery 3 years, retire to SHA and
transfer to WHRC 2 years later. Dispose when
10 years old.

3. Committee Files ~ Documentatinn including reports,

membership lists, minutes, agenda and proposals for con-
sideration of committees con which the Assistax Secrctizy .
e;ber serves,or is interested in, M‘“é&d&mm/ e,

e nd e C s
Permanent. Retire to SHA when there is a change
of Assistant Segrgtary) and trangfer to WNRC
2 years later. & Z; KIS Do 207W sLd.

&, Commoditv File - Dccumentation of commodities that
are either in short supply, involved in tariff considera-
tions, or in proposed trade agrecments.

Start a new file every year, retire to SHA and
transfer to WNRC when 5 years old. Dispose
when 10 years oid.

. Countirv File - Pgpers relaiing Lo trade znd economic
conditions of, and negotiations with, foreign countries.

Start a new file every 3 years, retire to SHA
and transfer to WNRC 2 years later. Dispose
when 10 years old.

6. Briefing Papers - These contain background informa-
tion prepared by wvarious offices about individuais or
groups with whom the Assistant Secretary or Secretary
expecl Lo meet.

Start a new file every year, retire to SHA
and dispose when 3 years old.

7. Speech File - Invitations to speak, acceptances, and
copies of speeches made by the Assistant Secretary.

Jan 76
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Start a new f£ilce every year, retire ro SHA and
dispose when 3 vears old.

8. Administrative Subject File ~ These are office copies
of papers on matters such as time and attendance reports,
personnel actions, budget, space, requisitions,for serv-
ices and other objects and similar housekeeping require-
ments.,

Dispose when 2 years old.

ASSTSTANT GENERAL COUNSEL

The Assistant General Counsel serves as the legal advisor
to the Assistant Secretary for Domestic and International
Business Administration (DIBA). 1In this capacity, the
General Counseil assists in the development and coordina-
tion of legislative programs, and in the handling of
legal matters pertaining to foreign trade, taxation,
consumer affairs, and other related domestic and inter-~
national activities,

Fer purposes of records and archival management the
files created by the Assistant General Counsel will be
treated as part of the records of the Assistant Secre-~
tary for DIBA.

¢, Subject File ~ Incoming and outgoing correspondence
and other papers concerning foreign trade, tariffs, con-
sumer matters, environmental affairs, taxation, foreign
investment, patent rights, licensing, legisiation, and
other wmatters relating to domestic and international
business.

Start a new file évery 4 years. Transfer to SHA
2 years later and dispose when 8 years old.

10. Administrative Subject File - Contains office copies
of papers on such matters as public affairs, directives,
personnecl management, office space and equipment, business
travel, parking, and similar management housekeeping
activities.

Dispose when 2 years old.
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COFFICE OF POBLIC APFAIRS ==

The Office of Public Affairs provides information services,
conducts publication programs, provides speech writing and
scheduling services, and provides advice and guidance on
&ll phases of public affairs anc infovrmation services to
DIBA cfficialsand ecrgarnization elements.

11, Subject Correspondence File ~ This contains docu-
mentation generated by the Staftf Director pertaining toc
the public affairs program aimed at keeping the business
community informed of the activities of the Bureau through
utilization of all segments of the news media. The activ-
ity also includes an effort to keep before the American
business community the potential of and opportunities for
export trade.

Start a new file when there is a change of the
Staif Director, retire to BTRS 6 months later.
Dispose when 10 years old.

12. ©Press Releases ~ These are case folders arranged
chronologically which contains & copy of the press
release as issued, background papers and a copy of the
printing reguisition. Also inciluded in cthe file arc
activity reports on the production of the unit.

Dispose of cases when 2 years old.

13. Tecbnical Information File - This contains typescript,
printed and prcocessed material generated or collected by
the unit for use in the preparation of speeches, press
releases, and other presentation to keep the business
community informed of the current U.S. position in the
export trade. Typical subjects found in the file include
export success stories, field services, Office of Minority
Business Enterprise, sample displays, reports, mailing
lists and the like.

Dispose of individual document or the contents
of individual file folders when no longer needed
for current business.

14. Informactior Specialist's BRackground and Work Files -
These contaln convenience coples of typescript material
maincained elsewherz in official files along with printed

.
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ang processed ,aterial containing backgro’d data on the
U.S. export trade position. Thése papers are collected
for use in the preparation of presentations for news
media to keep the American business informed of opportu-
nities and potential of export trade.

Dispose of individual documents or contents
of file folders when they have served their
purpose.

SEeakers

15. Biographical File - This contains name folders con-
taining biographical cata on secretarial and other key
officials of the Department. These data are used for
various purposes by the public affairs activities,

Dispose 2 years after separation of the subject
official,.

16. Speaker's Staff General File - Documentation gener-
ated and collected by the Director BIC speakers staff per-
taining to selection and provision of speakers as requested
by government agencies and private organizations. Also
included are some houseleeping papers such as the chrono-
togical file, regquisitions, trsvel, and time end autend-

ance papers.,

Dispose when 5 years old.

17. Regional and Field Office Conferences -~ These are
requests for speakers from regional offices to address
conferences that are scheduled to occur once or twice

per year. The papers showing the action taken are filed
with the request by the name of the conference. In some
cases a transcript or report of the conference proceedings
is included.

The file also includes requests for speakers submitted by
Department of Commerce Field Offices with related papers.

Dispose when 10 years old.
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18. Associations File - This contains request from trade
and ofther assoclations primarily in the private sector
for speakers to address conferences, seminars and similar
meetings. A'lso included are papers showing the acticn
taken on the request aud printed and processed material
containing background information on the associations.
The papers are arranged alphabetically by asscciation
name.

Dispose of individual fiie folders when the associa-~
tion has been in an inactive status 5 years or upon
.dissolution of the association, whichever is socner,

Publications

The Staff is responsible for developing publications that
will keep the American business community informed of
foreign markets for U.S. exports and of foreign ececnomic
trends having an impact on these markets. The staff also
produces special studies which provide U.S. exporters, or
potential exporters, with in-depth information on foreign
markets for commodities selected on a timely basis,

The publicaticns released by the staff constitute cne of
the principle channele of communication used by the
Bureau tc¢ educcte U,S. businessmen, aad keep them
informed of the oppertunities of international commerce.

19. General Corresponcence File - This contains incoming
and outigolng correspondeince primarily concerned with
printing and other technicalities involved in the pre-
paration of the publications issued by the staff. There
is, however, some correspondence cf a more general nature
pertaining to the subject content, distribution, etc.,

of the publications.

The papers are arranged chronclogically.
Dispose when 2 years old.

20. Administrative Subject File - This file is mostly
compriced of pnrinting requisitions with a much smaller
guantity of the usual kinds of housekeeping papers such
ds, time and attendance reports, copies of personnel
actions, and rhe like.
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These arc office convepicnce copies of which record

copies are maintained in the Office cof Publications,
ffice of the Sccretary and elsewhere.

Dispose when 2 years old.

21. Printer's Offset Negatives - The printer's negative
for each publication 1s kept until there is little or no
likelihood that there will be any need to reprint the
issue. '

a. Overseas Business Reports-Negatives ~ Dispose

when 5 years old.

b. All other negatives - Dispose when 2 years old.

22. Record Sct of Publications - The BIC publications
staff gets out each year well over a hundred issues of
publications on international commerce. Some of these
arc serial issues, others are special studies, or one-
time special purpose publications.

Subject matter areas covered include: overseas business
reports, exhibitor export market guides, worlid markets
for U.S. exports which covers foreign economic trends
by country, and special publications.

Special publications recently issued include, Global
Market Survey - Pumps. Valves and Compressors, January
1972; U.S. Multinatjonal Enterprises and the U,S,
Economy, January 1972; and Trends in Dircct Investments
Abroad by U.S. Multinational Corporations 1960 te 1970,
Yebruary 1972, Jpravped 47/404«7%(/' Freracndii iy Zofe.

Permanent. Transfer to WNRC when no longer

V(D"|7LCLC: needed for current business, and offer to the

ER‘.’ 4

2 ¢.€.  National Archives 10 years later.

23, Printing Control Cards (DIB-97) - A 5 X 8 centrol
card 1s prepared for each publication issue by the

staff, It shows the title of the publication, printing
requisition number, name of initiating nerson and office,
editor's name and the date he received the job, printing
stafus, and estimates of printing costs.

Pispose of individual cards when no longer needed
for current bugsiness,.
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The Qffice of Maqanemen“ and Swscem provides management,
organization, and systems analysis assistance to organi-
zaéizion components oif DIBA. The Office of Management and
Systeins makes management and organization planning
studies, conducts -a management position program, coor-
dinates ADP systems and the DIBA information system, and
performs committee management and records management
functions within DIBA.

The activities of the Office £all in three functional
areas:

1. Management Support -~ Tnis includes develcpment
and maintenance of the DIRA issuance system; coor-
dination of the DIBA Managers Improvement, anc
Manpower Utilization Programs; carrying out orga-
nizztion plans; committee management; paperwork
management; and the conduct of mdnagement surveys
and analvtical studies as required.

2. Dasta Processing Systems -~ This involves serving
as "translator” Detween program offices and the Data
Processing Division in developlno new ADP systems,
review and evaluation of vequests for date pro-
cessing services, and the cstablishment oL pricii-

tiec and target dates for completion of ADP projects.

3. Report Coordination - Coordinates input, edits
secures clearances, reproduces and distributes
reports cn bureau-wide development. Among those
presently involved are the following:

¢ Monthly Report to the Secretary

o Monthly and Quarteriy Improvement
Project Keports

o Semi-monthly Intelligence Report

¢ Seni-monthly Open Projects Report

o Special Reports as requested.

The Office has a close working relationship with the staff
of the Office of Organization and Management Systems,
Assistant Secretary for Administration.
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24, Manageme? O')(Lat_?.ng “ile- —'-Lbocumenu._'ion of the
develcpment and implementation of the directives system
stafiing patterns, furctional and organi/ational struc-
ture, requests for ADP services and related 1ngom1ng

and outgoing corregponience hoaving general application

to DIBA management activities, These papers are arranged
alphabeticaliy by subjects which reflect the primary
responsibilities of the Division.

Start a new file every 5 years, retire to BTRS,
transfer to WNRC one year later. Dispose when
10 years old.

™~
\J!

DIBA Issuance Sy stem File - This copntains a printed
:ﬂpy of the BIC Adminisirative Manual with ccpies of
significant drafts of comments, clearances, and related
papers covering the development of the manual and the
authorization on which it is based. Also included is a

printed copy of each page of the m ised, with
similar supporting documentation, ./) tz;céidb*)/uo
éiZanoaéo@/ el
,&Lccn Permanent.’ "Retire to BTRS when no longer needed

for current business, transfer to WNRC 2 years

\_',(V"' later. o CFfen *‘NQ’“/’?@L"\‘WGW

oL, ‘
26. General Technical Information File - This contains
copies of management reports on ADP applicatiens and
systems, papers on the Manager's Tmprovement Program,

DIiBA resources, directive systems and management infor-
mation retrieval. These papers contain technical data
used in planning and implementing the management activ-
ities of the Office.

Start a new file every 3 years, retire to BTRS,
transfer to WNRC one year later. Dispose when
10 years old.

27. Committee Manapement File -~ This contains papers
pertaining to che esLabllshmeut functions, membership
and statements of DIBA's interests in various interna-
tional and interdepartmental and other committees.
Also included are some copies of committee reports and
other documents of special interest o DIBA, The pur-
pcse of the file is to service all committees with
which DIBA is primarily concerned and to monitor BIC
representation, if any, on such committees. The file
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is closed when Che LONJlLL@C ig terminated or when DIBA
is ne longer related to it.

Retire closed c3ses to BTRS at the end of every
5 years, transfer to WNRC one year later. Dispose
when 10 years old.

28. Forms Control File - This contains the printed
copies of the forms uscd by DIBA and the negative or
other medium used to reproduce it, if any. A Forms Con-
trol Card record and a Historical File including all DIBA
forms are maintained in the Recourds Management Divisicmn,
Office of the Secretary,

Dispose of the negative (or print reproducible)
and all printed copies of the form when a revised
printed copy and negative are received,

29. Register of Forms - This is z historical register
of 2all DIBA forms ever used or in use. The forms are
designated "IA" (IA-57). The forms are entered in the
register by number and thereunder shows the requisition
number, date, number of copies, reprint and GPO jacket
number. A line is drawn through the entry for forms
that are discontinued.

Tlis is an essential worktool which must be kept in close

sroximity to the staff member respensible for forms man-
agement for the Bureau. However, a record copy cf a
forms control is maintained in the Records Management
Division, Office of the Secretary.

Dispose when no longer needed for current business.

30. ADP Program Development Assistance File - This con-
tains papers concerning the devclopment and analysis of
DIBA units that proposc to automate some or all of its
functions. Special assistance ic provided in identifying
and defining the major inputs, outputs, and speciai
requirements of the propesed ayscem Also included is
documentation of such feasibility data as may be neces-
sary.

Start a new file every 5 years, retire to BTRS
and transfer to WNRC 1 year later. Dispose
when 10 years old.
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31. ADP Technical iInformation ¥File - This contains
printed and processed material collected from a variety
of sources, and some work papers and other papers gener-
ated by the Division which contain technical information
on the ADP discipline. Included are such subjects as
time sharing, word processing, equipment, software
sources, descriptions of data systems, data banks and
the like.

Dispose of individual documents of the contents
of file folders when no longer needed for current
business.

32. Reports File - This contains copies of recurrent or
one-time reperts required by higher authority and sub-
mitted to the Division by other DIBA units for editing
and computation. Among these are included the Semi-
monthly Open Proiects Report, Quarterly Improvement Pro-
jects Reports, and the Major Accomplishments Report.
Record copies of these reports are retained in higher
echelon offices.

Dispose when 10 years old.

OFFICE OF BUDGET

The Office is responsible for planning and preparing the
Secretarial, Office of Management and Budget (OMB), and
the Congressional budget submissions for DIBA. As needed,
staff members attend budget hearings and/or brief DIBA
officials for such hearings. Appeals from allowances

are prepared as necessary.

The Office is also responsible for budget execution func-
tions which include the following:

o Oversees budget and financial management of Bureau.

o Prepares apportionments and allots funds to
operating units. :

o Supervises development of operating units' fiscal
plans; reviews and-recommends- reprogramming when
necessary.

Jan 76
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o Moint(. the DIBA operating budge’to insure that
funds are handled in accordance with law; main-
tains the necessary commitment ledgers by office
and cost category in order to certify as to funds
availability.

0 Prepares regular and special budgetary reports for
use of the DIBA, Department, and higher authorities.

o Interprets budgetary policy decisions for the
guidance of DIBA officials,

o Handles reimbursable agreements with other agencies.

The Office maintains liaison with Departmental budget offi~
cials and those of other Commerce Department units. It
also provides liaison of budgeting matters with the Office
of Financial Management Services, Office of Personnel for
DIB, Bureau program officials and Foreign Service person-
nel overseas.

Office of the Director

33. General Correspondence File - This contains selected
papers generated by all elements of the office which
require review or signature of the Director or Assistant
Director. Included are papers containing authoritative
and technical information on accounting, apportionments,
trade missions, interagency fairs, and special requests
re: legislation, receivables, payables, reports, budget
estimates and submissions, and some information copies of
documents.

The Director and Assistant Director devote their time to
the decision making process necessary to budgeting and
maintaining financial control of the resources for DIBA.
Consequently, record copies of action documents pertaining
to specific transactions are retained in that section of
the Office having primary responsibility for the subject
transaction,

The file also includes intra-office memorandums and papers
documenting guidelines and procedures, and the Director's
and Assistant Director's approval of specified action on
given transactions. These papers are filed under the sub-
ject heading of operating correspondence.
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Start e Q~ file every Fiscal year,%tire to BTRS
when 3 years old, transfer to WNRC when 5 years
old. Dispose when 10 years old.

34. Budget Submissions - All elements of DIBA submit pro-
posals/plans for new activities or programs, and for pro-
jected levels of operations of established programs and
projects. With this input from various elements of DIBA

a complete budget is prepared.

This presentation is submitted to the Secretary of Commerce.
Any changes or additions made by the Secretary are included
in the submission tc OMB. After hearings by OMB, the sub-
mission to Congress is prepared reflecting such additional
changes as may be necessary. Appeals to the House Allow-
ance may also be submitted to the Senate.

a. Secretary's Submission - (one copy each) Retire
to BTRS when 3 years old, transfer to WNRC when
5 years old. Dispose when 8 years old.

b. OMB Submission -~ (one copy each) Retire to BTRS
when 3 years old, transfer to WNRC when 5 years
old. Dispose when 8 years old.

c. Congressional Submission, including appeals -
(one copy each) Retire to BTRS when 3 years old,
transfer to WNRC when 5 years old. Dispose when

8 ycars old.

35. Briefing and Back-~-up Books for Budget and Submissions
These books contain factual, analytical, and narrative
data compiled by the Budget Office to support and validate
each of the budget estimates as submitted (Secretarial,
OMB, and Congressional).

Briefing bocks are used for "dry runs' and contain ques-

tions most likely to be asked at each of the budget pres~
entations, with the information that the official testi-

fying will need to appropriately answver such questions.

Retire one complete set of each to BTRS in annual
consignments when 10 years old, transfer to WNRC
- when 11 years old. Dispose when 15 years old.

36. Administrative Subject File - These are comnvenience
copies of housekeeping papers such as. time and attendance
reports, travel orders and vouchers, personnel actions,
requisitions for services and things, requests for space,
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notices of fu’ drives, typewriter repai’receipts, and
the like.

Dispose when 2 years old.

r

37. Reading File - This consists of a tissue copy of
every outgoing Item prepared by the Director or Assistant
Director used for convenience of reference and to keep all
members of the staff informed of current developments.

Dispose when 1 year old.

Budget Formulation and Operations Division

38. Budget Formulation Support Papers - These consist of
collected materials and papers generated in -the entire pro-
cess of analyzing the submission from various DIBA compo=-
nent elements and drafting the final submission to appro-
priate higher authority. More specifically, this involves
preliminary tabulations on spread sheets, compilations of
preliminary data after further analysis and copies of the
first and all subsequent drafts of the subject budget
estimates as presented.

a. Secretary's Submission with Flash Estimates -
Retire to BTRS when 3 years old, transfer to WNRC
when 5 years old. Dispcse when 8 vears old,

b. OMB Submissions - Retire to BTRS when 3 years
old, transter to WNRC when 5 years old. Dis-
pose when 8 years old.

c. Ccngressional Submissions and Appeals - Retire
to BTRS when 3 years old, transfer to WNRC when
5 years old. Dispose when 8 years old.

39. Special Studies and Project File -~ This contains
copies of proposed legislation involving the possibility of
new or functional expansion of DIBA. Also included are
papers concerning possible expansion of international pro-
grams the effect of which would broaden current DIBA re-
sponsibilities. Special studies prepared for the use of
higher authority to determine the impact of certain inter-
national developments on DIBA's budget and similar papers
papers are also included.

a. Papers Pertaining to Established Programs or Pro-
jects - Move forward to appropriate Budget Formu-
lation Support File.

b. All Others - Dispose when 5 years old.
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Funds Management and Reports Division

40. Project Files: Trade and Industrial Exhibits, Trade
Centers, Trade Develovment Centers, and Trade Missions -
These contain correspondence relative to the development
and operation of each trade fair, center, and mission.
More specifically, the files contain papers covering all
facets of such specific project from initiation of promo-
tion activities through termination.

Also included are cables and Forms IA-113 (Budget Authori-
zation) which provide funds for each project through the
State Department and American Embassies., Central Accounting
Division, Office of the Secretary, receives and maintains
the record copies of the Forms IA-113 transferring funds
overseas. Forms SF-~108 (Acccunts Current) and paid

vouchers supporting overseas expenditures are forwarded

to the Central Accounting Division by the American Embassy
involved.

Start a new file every fiscal year, retire to BTRS
when 2 years old, transfer to WNRC and dispose
when 6 years old.

41, Contracts Awarded Overseas for Trade Promotion Pro-
jects ~ These are contracts awarded overseas by the
General Services Officer for sites, space, construction,
exhibit installations, dismantling, design, market
research, etc., for trade fairs, trade centers and

trade development centers. Record copies of authorized
funds and expenditures for the contract are maintained
in Central Accounting Division, Office of the Secretary.

Start a new file every fiscal year, retire to
BTRS when 2 years old, transfer to WNRC and
dispose when 6 years old.

42, Fiscal Assistant, Trade Fair Operating Records - A
manager from Washington, a Director of Marketing Activi-
ties, and a Fiscal Assistant are assigned to each show.
The Fiscal Assistant 1s responsible for documentating
the operations and transactions of the show.

When the show is terminated the Fiscal Assistant forwards
the records to the Office of Budget, DIBA and they are
included in this file.
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Start a new file every fiscal year, retire to
BTRS when 2 years old, transfer to WNRC and
dispose when 6 years cld.

43. Reimbursable Agreements File - This contains copies
of reimbursable agreements with other government agencies
and subdivisionsof the Department for personal services,
and other services. Record copies of all fiscal docu-
mentation flowing from these agreements are maintained

in the Central Accounting Division, Office of the Secre-~
tary. The agreements and related papers contained in
this file are office copies used for budget and finance
control purposes. .

Start a new file every fiscal year, retire to
BTRS when 2 years old, transfer to WNRC and
dispose when 5 years old.

44 . Recurrent Reports File - These are copies or recur-

ring reports submitted to higher authority by the Budget

Division, DIBA, such as Balance of Payments, User Report,
GSA Space Rentals, Monthly Obligation Outlays and Employ-
ments, Analysis of Travel, and others.

Dispose when 10 years old.

45. Operating Budget Controls - All DIBA funds are
allotted to the Director, DIBA and he provides funds to
each of the DIBA operating units based on their approved
fiscal plans for the fiscal year. The file includes fis~
cal plans and copies of Forms SEC=-589 for each operating
unit, as well as monthly reports of obligations incurred
by each operating unit. These controls are used to peri-
odically advise the operating units of the balance of
funds that are available to them for the remainder of

the fiscal year.

Start a new file every fiscal year. Dispose when
3 years old.

46. Accounting Advices - This includes corrections of
various accounting printouts, accrued expenditures and
GPO billings.

a. Accrued Expenditures - Dispose when 3 years old.
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b. All Other Papers ~ Dispose when 2 years old.

47. Domestic Hespitality File - American firms and
individuals participating in overseas trade promotion
events contribute a portion of their participation fee
for the reception of foreign dignitaries who visit this
country. These are case files under the name of the
dignitary entertained which contain record copies of
the authorization of the hospitality and the expendi-
tures for it. The Central Accounting Division, Office
of the Secretary pays the expensec upon receipt of a
memorandum authorization from the Budget Division.

Dispose when 6 years old.

48. Job Orders and Requisitions - This consists of job
orders for work to be performed by GSA, requisitions for
printing, and copies of purchase orders fcr services and
things. The record copies of these papers are maintained
in Central Accounting Division, Cffice of the Secretary.

Start a new file every fiscal year and dispose
one year after payment.

49, General Correspondence and Technical Information -
These contain incoming and outgolng correspondence con=-
cerning matters of general applicarkion to all oversecs
trade promotion projects, State Department administra-
tive support, procedural matters applying to all pro-
jects, and typescript, printed and processed material
pertaining to the professional and technical discipline
of promoting, structuring, and operating successful
trade promotion projects overseas.

Dispose of individuval documents or the contents of
file folders when superseded or when they have
served their purpose, whichever 1s sooner.

(ADP Printouts)

50. Batch Proof Listings - These are comprised of:

Fail Edit Listings - Personal Services
Fail Edit Listings -~ Other Objects
JV Proof Listings - Manual Journal Vouchers
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These are intgnediate computer runs that’are produced
as part of the make-ready for preparation cf the Detail
Batch Listings. They are used to check the data stored
in the computer and the accuracy of keypunch and machine
operations. The nature and extent of these intermediate
runs may vary from time to time depending on changes in
the system and the demands on it. Record copies are
maintained in the Central Accounting Division, Office

of the Secretary.

Dispose when superseded by new issue,

51. Monthly Detail Batch Listings - These include the
following types of batch listings issued monthly by CAD:

Type of Detail Batch Numbers
Undelivered orders (month-end 083, 084
obligations)
Refunds, Corrections & misc. 025, 026
Personal Services 033-035, 038-039,
042-043
Foreign accruals 056
Leave and benefits 058~059, 063-065
Month-~end accruals 085-086
Cost transferred in 093
Accounts payable, other objects, 101-131, 300-331,
including adjustments 401-431, 500-631

These listings are the books of original entry showing
the complete accounting classification (bureau, appro-
priation, project, cost center, cost category, subob-
ject class, and subcost category). They also show
document and batch numbers. The Formal Cost Statements
with the detailed data arranged in various Sequences
are automatically prepared from these listings except
that the document and batch numbers are dropped.

Dispose when one year old.

52. Disbursemaents Monthly Detail Batch Listings -~ These
include the following:

Disbursements/Foreign - Batch No. 057
Personal Services Disbursement - Batch Nos. 070-074
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Accounts Payable/Disbursements/Other Objects -
Batch Nos. 201-231

Accounts Payable/Disbursements/Tiransportation -
Batch Nos. 501-531

These listings are the books of original entry showing
needed detail (bureau, appropriation, and cost category).
Also shown are the document, schedule, and batch numbers.
The entries in these listings are not included in the
Formal Cost Statements. These listings are primarily
used for purposes of reconciliation and for establishing
an audit trail.

Dispose when one year old.

53. Preliminary Cost Statement -~ These statements are
primarily used by the accounting operations branches to
establish the accuracy of the entries in the Undelivered
Orders and Accruals Monthly Batch Listings stored in the
computer. The Preliminary Cost Statement establishes the
accuracy of the totals used in the Formal Cost State-
ments. The Preliminary Cost Statements cilte pennies
while the Formal Cost Statements are rounded to the
nearest dollar. Accordingly, it is useful as a reference
for correction of errors, because precise accounting
adjustments must be made.

Dispose when 3 years old.

54. Monthly, Quarterly, and Annual Formal Cost State-
ments - These are cost statements Nos. 1, 2A, 2C, 3,

4, 13, 21, 22, 23, 24, 25, 26, 27, 28, 29, and 30.

These contain essentially the same information the Pre-
liminary Cost Statements. They are prepared for dis-
tribution to the primary operating units served, with
the sequence of entries arranged in the manner requested
by client unit.

a. Monthly and Quarterly issues - Dispose when
superseded.

~b. Annual issues -~ Dispose when 3 years old.
55. Personal Services Listings - These include 12 bi-

weekly listings on Personal Services and Personal Bene-~
fits data, and monthly reports on overtime and cumula-
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tive manhourSQ\d costs. They are all by-—‘product listings
produced from the Comprehensive Payroll and Master Payroll
data stored in the computer,

In general, they are used by accounting operations
branches and Payroll Section to establish accuracy of
accountability. Client units also use some of them for
procedural and production analysis and other managerial
purposes. Thus, they are of short term value since the
data base changes very rapidly.

Dispose when one year old.

56. Accounting Listings - These include the following
monthly reports:

Bridge Report

Cash Disbursement

Accounts Payable-Other Objects

Accounts Payable-Transportation

Discrepancies between Payments and Accruals-Other
Objects

Discrepancies between Payments and Accruals-Trans-
portation

Matched Accruals and Payments-Other Objects

Matched Accruals and Payments~-Transportation

These ave by-product listings derived from Undelivered
Orders, Accruals, and Disbursements Detail Batch Listings.
In general, they are used by accounting operations branches
to make detailed reconciliations and for the preparation
of monthly reports. Client units use them for various
internal purposes.

Dispose when one year old.

57. Status Reports File -~ This contains work and support
papers behind monthly status of funds reports, current
year fiscal plans, funding and program papers for each
unit of DIBA, and related papers pertaining to re-pro-
gramming funds as required for about forty organizational
sub-divisions.

The papers in this file pertain only to activities based
in Washington, except that summary statements of funding
for trade shows are occasionally included in reports on
an as~-needed basis.
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The final copies of the reports, plans, and special
studies are on file in the Office of the Director, Office
of Budget. The record copies essentially duplicate the
papers in this file.

Start a new file every fiscal year, retire to BTRS
when 3 years old. Dispose when 5 years old.

58. Trade Fair Fiscal Plans and Authorization - This con-
tains a fiscal plan for each approved trade fair that is
prepared prior to the opening of the subject fair. With
each plan are related cablegrams authorizing funds for

the fair and budget authorizat:ions that confirm the terms
of the cablegrams.

When the fair is terminated the last fiscal plan and the
last budget authorization are moved forward to an his-
torical file and at the same time the identification of
all budget authorizations and the amounts involved are
posted on a ruled sheet and made a part of the historical
file on the fair. All other papers are then destroyed.

a. Historical File - Dispose when 10 years old.

b. All Other Papers =~ Dispose when the last fiscal
plan and the last budget authorized are moved
to the historical file after terminatcion cf
the fair.

59. Report on Status of Approved Budget (IA-119) - This
is a monthly report of status of funds submitted by the
Manager of each trade fair. It shows the total approved
budget, obligated commitments, estimated future costs,
total estimated costs, and anticipated final balance of
approved budget.

Dispose when 3 years old.

60. Market Research Budget Authorizations - These are
budget authorizations of funds for market research with
supporting work papers.

a. Move the last budget authorization to an his-
torical file upon termination of the fair.
Dispose when 10 years old.
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b, All Ctner Papcrs ~ Dispose when the felr is
terminated and the 1"0“ budget eu_rorizatiou
has been moved to the hLSfOllcdl file

61, Cashierg Surety Pond - These are copies of surety
bonds Lor 3551? 1mted cashiers receiving cash amounts for
disbursement cverseas in ccnnection w1LH trade fairs aund
centers, with related papers.

Dispose € years after terminaticn of the subject
cashiers designation and settlement of his account.

62. Monthly Report of Obligations and Expenditures (Forms
JA-173 and RIFC-60) ~ These are submitted by American Em-
bassies responsible Fcr overseas expenditures in connec-
tion with trade fairs, centers, and missions. They show
amounts suthorized, expendituves, obligations, and unob-
ligated balance. .

Dispese when 3 years old.

63. Overseas Transactions Review File - A copy of the
purchase order, voucher, bills, contracts, or other docun
mentation of an expenditure made overseas for trade fair
centers or missicns is submitted for review and trans-
mission to the Central Accounting Division, Otffice of
the Sccretarv. Each transaction is reviewed fov conform-
ance with administrauvive, budget, and DIBi policy. As
the documents are reviewed complete data on each trans-
action are posted cn tabulation sheets and notifications
of all exceptions are prepared and sent to the Regional
Exhibits Director, the Fair Manager and/ox other appro-
priate officials.

Dispose of individual documents cor file folders
when 3 vears old.

Program Planning and Analvsis Division

3

The Division has functicnal responsibilities in four
areas:

1. Program evaluation. Studies selected ouputs in
relation to program objectives and planning assump-
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Z. Program measurement. Develops and maintains an
output reporting system for Bureau management and
control, DcoartanLal 1epor“1n _requirements, and
program memoranda and budget inputs; and coordlnates
and reviews preparation of snnual plans of outputs
and other measures.

3. Program planning, budgeting, and management.
Coordinates devLLmeent and selection of topics for
program issue studies (new program proposals), and
participates orv cooLdlnaLes in their preparation;
preperes the £flash budget narrative, draft program

memorandumm for the Secretarial budget submission, and

the final pregram memorandum for the OMB budget sub-
raissicn; analyzes and advises on program structure;

and as appropriate, reviews, interprets, and commu-

nicates instructions and procedures concerning pro-

gram planning, budgeting, and management.

4, Special studies. The Division also carries out

special studies such as OMB's project to measure
productivify in the Federal seclter, and olher ana-
ivtical program studies as required.

64, Technical Information File -~ This contains printed
and processed material collected from various sources,
workpapers, and some tissue copies of papers produced by
the unit inciuding reports and studies on trade fairs,
shows, missions, and other efforts to promote export
trade. Alsc included are materials dealing with:the
process and technicalities of program organization and
output measurcment. The file is arranged in accordance
with a subjectenumeric classification.

Dispose of individual documents or contents of
file folders when 3 years old.

65. Program [valuation Subject File -~ Documentation
generated or collected by the Division in the process of
monitoring the program outputs of DIBA., More specifi-
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caily, these Taade .l«: I'erce on

United States Txpori L .p,“n1r9 “icgisTation,
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year [y fiscal pTQQ” ofﬁﬁomponenr wrtits oL DIBA, issue

studies, incoming and outgoing correspondence concerning

program projects and cparaticons adjustaent to achieve or

maintain maximum efficiency and accomplishment of estab-

lished program output goals.

Start a new file every 5 year, retire to BTRS,
transfer tc WNRC on2 year later. Dispose when
10 years old.

66. Program and Budget Analysis General File - This con-
tains papers pertaining to the estaplishment and opera-
tions of program planning, budgeting, and management
including submissions from compenent units of DIBA,
instructions from higher authority, operating reports,
evaluations, and recommendations, supporting documenta-
tion for portions of the several budget submissions.

Retire te BIRS, transfer to WNRC 2 years later.
Dispose when 10 years old.

CFFICE GI" ADMINISTRATIVE SUPPORT

The O0ffice of Administrztive Support provides correspond-
ence management, parking and space management, personnel
and facility security and safety management, and procure-
ment and travel managcemeut support services to all organi-
zation elements of DIBA. In addition, thc Office of
Administrative Support maintains and coordinates all
communications between the Department of Commerce and

all pests abroead.

67. Procurement File -~ This consists of requisitions,
purchase orders, work orders, blanket orders, requests
for Imprest Punds and copies of contracts that have been
awarded. Pending items are held in case file folders
until completed and then the ovder is clesed and filed
numerically. These are cifice copies of whdch the
record copy is maintained in the Central Accounting
Division and supported by a procurement copy in the
Procurement Division, Office cf the Sacretary.
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Start a new file at the beginning of each fiscal
year. Dispose when 2 years old,

68. Foreign Subscrfiption and-Distribution List -~ This is
a card record of purchases of siagie publications and for
subscriptions to reccurrcent publications of foreign coun-
tries for DIBA offices and units. The distribution made
of each item is also posted on the card.

Dispose of individval cards when replaced by a
new card or when obsolete, whichever is sooner.

69. Card Record of Domestic Publications ~ This record
shows the title and distribution of publications purchased
for various units of DIBA.

Dispose of individual cards when replaced by a
new card or when obsolete, whichever is sooner.

70. Request to Purchase Publications (Country File) -
These are copies of airgrams and other requests to U.S,
Embassies and missions to procure the publication listed
for the indicated DIBA organizational unit. These papers
are arranged alphabetically by name of country.

Dispocse of individual documents or the contents
of file felders when one year old,

71. Orders for Telephecne Service - These are office
copies of orders requesting telephone installations and
service. The record ccpy 1s maintained in the Central
Accounting Division, Office of the Secretary.

Dispose when 2 years old.

72. Printing Requisitions ~ These are office.copies of
printing requisitions duplicated by record copies main-
tained in the Office of Publications and in the Central
Accounting Division, Office of the Secretary. These
requisitions are arranged numerically, thereunder by
month.,

Dispose when one year old.
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73. Administretive Subiact Tile ~ This contains off
copies of housekeeping papers on such matters as ace
ability, building waintenance, delegations of author
equipment, 1°tterbandu, parking, personnel actions, pro-
curement, space, t imekeepers' payroll list, time and
attendance reports, and travel. Also included are
requests for and copies of security and other clearances,

a. Pariking Loz Requests and Related Papers -
Disposc when the space 1is withdrawn from the
employee or relcased by him.

b. Payroll Lists - Disposec when one year old.

c. Security Clearances - Dispose one year after
separat -ion of subject individual or tchlDa-
tion of the clearance.

d. All Other Papers =~ Dispose of individual docu-
ments or contents of file folders when 2 vears
old.

74. Executive Reserve Papers - These include the Execu-
tive Reserve Manual, and a log of building passes, civil
defense and eyecutive reserve, and other i..tLlcted mate -
rial, and nuwrter passes and identificartion cards issued
to members of the Executive Rescrve.

Dispose of individual documents when superseded
or obsolete, whichever 1s sooner.

75. Telephone Directory Service - This consists cf a
card locator file showing the location and telephone
extension for each DIBA employee and copies of revisions
of the telephcne directory submitted to the Office of
Administrative Services and Procurement, Office of the
Secretary.

a. Locator Card -~ Dispose upon termination of
subject employee.

“b. Revisions cf Telephone Directory - Dispose
upon receipt of the new issues of the direc-
tory.
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76. Exhibito Dronbr £iand.,

a)

DALY £ Fi - These con-
tain copies ciTiChe Ixhibaitors Participatlel Ah;vnmentu,
L Exbibitor’'s Property,

Y

Authority/Receipt for liispositicn of
marketing data forms wiih dtLJCﬂmLHCS, Product Charac-
teristic (Design Cheex-0ff Lict) and related correspond-
ence pertaining Lo cthc c15play “of the products of American
business firms at trade fairs and commnercial exhibits
abroad.

When the show is closed these records are forwarded to
the Administrative Services Branch, Comptroller's Staff
by the TFiscal Representative or Manager of the show for
final disposition of the products cr equipment that were
exhibited. In some cases when one show closes the equip-~
‘ment is transshipped to another show. In these cases a
new case file covering the equipment at the new show is
opened by completion of a new Participation Agreement
and a new Authority/Receipt for Disposition of Exhibi-~
tor's Property with the American firm involved. The old
case for the closed show is forwarded to Washington.

When these case files from a closed show are received in
austhgLon each case is reviewed to make certain that
the equipment covered has been disposed of in accordance
with the exhibitor's instructiens. Adjiustments or

rrangements are made to meet this requirement and the
case 1is closed.

Retire closed cases to BTRS every & months (June 30
and December 321), transfer to WNRC 6 months later,
Dispose when 10 years old.

77. Insurance File - This contains policies and related
papers concerning Comprchensive Liability and all Risk
Insurance carried by the Bureau to cover loss of certain
exhibits and injury or loss to third pariiies.

Dispose of policy and related papers 2 years
after expiration or tervrmination of the policy.

78. Printout of Trade Promotion (Government) Property
Inventory - This is a computer printout produced periodi-
cally to show all CGoverament property assigned to trade
centers including date of allccation, allocating docu-~-

ment number, supplier, quantity, description of the
item, location and purchase value. Each center submits
an annual revised inventory tc Washington.
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Dispese ‘ Lhc mvcnto; y and- rcf-.lai:e.)apers when
one year old.

79. Employees Accountabilitv File - This consists of
(3X5) card record of accountable items issued to employees
such as room keys, executive dining room passes, parking
spaces, building passes, official credentials, books,
cameras, portable typewriters and the 1like.

Dispose of individual cards and related papers upon
separation of the subject employee and clearance
of his accountability.

80. Inventorv of Machines - This is an inventory of all
machines absqued to employees or organlzatlonal units
at headquarters. It shows the date of assignment, loca-
tion, serial number, purchase crder number, and the pur-
chase price.

Dispose of individual cards whe replaced by
new cards or when the machine is dispose of.

81. Foreign Contracts - These are copies of contracts
awarded overseas ftor market research, leasing of buildings,
alteration, employment of aliens, repalr and improvement
of buildings, buiiding maintenance, and for the procure-~
ment of certain equipment and material. These contracts
ave awarded through American Embassies foy the purpose
of promoting traae by operation of trade fairs, exhibi-
tions, and trade centers. The contracts are adminis-
tered by the Managers or Fiscal Agent of the subject
trade show with the assistance of the State Department.
The record coples of these contracts are maintained in
the appropriate American Embassy where they are audited
by representatives of the General Accounting Office.
After receipt of copies cf the contracts at headquarters
in Washington, D.C. an administrative review is made of
each contract.

Retire to BTRS June 30 and December 31 of each
year. Dispose when one year old.

82. Travel Orders - These are copies of travel orders,
vouchers, and related papers on travel performed by DIBA
and BDC personnel in this country and abroad. These
copies are maintained for control purposes only, since
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Dispose when Z years old.
3. Travel Reservaticns - These arc (5X8) card records
of reservations made on carriers of cmployees traveling
on official business. These cards show times of depar-
ture and arrival at various points on the traveler's
itinerary and his name.

Start a new file every year and dispose wlien
2 years old.

84, Travel Registers, Schedules and Cther Control
Records - These consist of registers of transportation
requests issued to employees, voucher and schedules of
payments, proposed foreign travel, completed recovd nf
gifts and bequests and similar control records related
to travel of employees on official business,

a. Register of Traunsportation Requests Issued -
Dispose when 5 years old.

b. All Other Papers - Dispose when 2 years old.

$5. Chearity Campaign and Emplovees I'unds -~ This includes
papers pertaining to the Combined Federal Campaign, col-
lection and expenditures of funds for flowers and other
expressions of empathy from funds contributed by
employees.

Dispose when 2 years old.

Communications Manacement Division

The Communications Management Division has been assigned
the responsibility for coordinating and maintaining all
communications between the Department of Commerce and
nogts abroad. It provides a Department-wide system for
the receipt. anzlysis, control, action assignment,
reporting appraisal, distribution, and clearance and
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dispatch of a@foreion communina 'm'orzs. . Division
aisc provides Plaison betwsen Lhe Deparimdit of Commerce
end other Government agencies in the United States on
foreign communications.

86, Dcpariment of Commerce (DOC) Incoming Cormmunications

ile = Statce Department airgrams, Stal
grams, Operational Memcranda, and De;
telegrems received from foraign se:
geographic arez, thereunder by ombas
chrerologically.

o

te Department tele-~
artment of Commerce
ce postz., Filed by
v, and thereunder

rx

Vi
()

a. State Department Airgrams and Teleprams - Dispose

when 3 months old.

b. Operational Memcranda and DOC Telegrams - Hold
for 6 menens. Transter to BTRS and disposs
after one vear.

87. Department cf Coimerce (ﬁOC) utooinz Communications
File -~ ATI DOC communications, except ior the U.S, lrave
Service, that are sent to foreign service posts. Filed

numerlca3ly by communication anber
a. Tissue Copies ~ Dispose when 3 months old.

b. File Copies - Hold 6 months., Transfer tc BTRS
and dispose after one year.
8. Sta tc Department Qutpoing Telegrams File -~ Qutgoing
cormunications received by the Department of Commerce
for informational purposes,

Dispcse when 6 months old.

89. .Stato Department Qutgoing Airzrams File - Outgoing
comprunications received by the D Wep“r\meut Commerce for
informaticnal purposes.

Disnose when one year old.
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. DIBA Secritariat .

90. Mail Control Records ~ These comprise a card record
of all items of contvolled mail for DRIBA. A Form CD-93,
Mail Control Record, is prepared for cach item referred
from the Executive Secretariat, Office of the Secretary,
for all White House, Ccngressional, or other VIP mail
addressed to the Assistant Secretary for Domestic and
Internaticnal Business, the Director or Deputy Director,
DIBA.

The cards are filed in the following sube-series:
a. White and Greecen Copies - These are filed by
subject A ~ Z. The green copy indicates that
the letter was referred from the Executive
Secretariat and the white copy indicates that
the item was addressed to the Bureau.

b. Pink Copy ~ These are referrals from the Execu-
tive Secretariat filed numerically according to
the Secretariat 6 digit control.

c. Blue Copy - These control items addressed to
the Bureau are filed numerically by their
4 digit control numbers.
All mail addressed to the officials enumerated above ig
delivered to this unit where it is cpened and routed to
the appropriate action office.

Dispose when 3 years old.

OFFICE OF PERSONNLL

The Office of Personnel provides and administers such
services and programs as recruitment, selection, place-
ment, executive-management, emplcyee development,
employee relations, position classification, labor-
managenent relations, and equal employment opportunity
for all organization components of DIBA.
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91. Directorv '.Sub'iect I"iie ~ Contains ci;.uments geney ~
ated and received by tne Director in the course of oper-
ating the DIBA Pevsonncel Qffice. File contains data on
awards, biographies, CSC inspection reports, classifica-
tion appeals, EEQO, hiving freeze, personnel management
evaluation and emphasis reports, arnual goals and objec-
tives, merit systems, retirements, supergrades, personnel
ceilings, field office wvisits, DIBA divisions, travel,
and the like.

Start a new file every 2 years. Dispose when
5 years old.

92. Applicant Supplv File -~ Contains applications for
employment and related papers. Records consist primarily
of SF-171's and/or resumes. Arranged by classification
series and grade and cross-referenced by index cards
alphabetically arranged by applicants name,

Disposc when 2 years old.

93. Certification Request File - Consists of documents
pertaining tc the iilling of positions in accordance with
Civil Service recruiiment procedures. Records consist of
tog sheets, Certification Request, SF-3%9, Certificate of
Eligibles, CSC 1844-A, Request for Non-Competitive Action,
SF-59, and any supporting data.

Dispose when 2 years old.

94, Merit Promotion File -~ Consists of documents per-
taining to the filiing of positions in accordance with
the Merit Promotion Plan. Records consist of Merit Pro-
motion Certificate, CD-262, SF-171's, applicant ratin
sheets, and appraisal forms.

Dispose when 2 years old.

95. Chronological File ~ Correspondence and memos
originated by the Division Chief and his staff.

Dispose when one year old.

96. Employment Division Subject File - Contains docu-
mentation of a correspondence nature relating to the
general operation of the Employment Division. File
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contains information on College Recruitment Program,
Affirmative Action Plan, EEO Plans, classification, fore-~
‘ casting personnel needs, goalsand objectives, and travel.

Start a new file every 2 years and dispose when
5 years old.

Employee Development Division

97. Application for Training File - Individual applica-
tions for employee training. Records consist of Applica-
tions for Training, DIB-254, and related correspondence.
File arranged in chronological order by Bureau, then
training control number,

Dispose when 3 years old.

98. Quarterly Personnel Statistical Report - A machine
produced report showing total DIBA employment by grade,
job classification, organization unit, and other cate-
gories. The record copy is maintained in the Office of
Personnel, Office of the Secretary.

Dispose when one year old.

Employee Relations and Compensation Division

99. Administrative Subject File - Contains documents
relating to the management operations of the office that
are of a housekeeping or general administrative nature.
Records consists of budget reports, space layouts,
organizational charts, purchase requisitions, equipment
brochures, meeting arrangements, travel requests and
authorizations, and similar housekeeping requirements.

Dispose when 2 years old.

100. Inspection File ~ Contains reports and related
correspondence on the inspections and reviews of person=~
nel management operations in field and headquarters units
by CSC, GAO, and Department survey teams.
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Dispose aen 10 years old. ‘

101l. Employee Relations and Activities Subject File -
Contains correspondence and reports relating to all
aspects of the organizations employee relations activity.
File contains data on such subjects as alcoholism, coun-
seliing services, executive reorganization, housing,
merit system, personnel costs, unions, and grade reduc-
tion.

Dispose when 5 years old.

102, Health File - Contains documents on employee health
and health maintenance. File contains data on blood donor
program, flu shots, health service program, medical facil-
ities, and employees compensation claims.

Dispose when 2 years old.

103. Leave Policies and Procedures File - Contains docu-
ments on employee leave and timekeeping procedures. File
contains data on overtime procedures, time and attendance,
leave requirements, jury deferments, and military leave.

Dispose when 2 years old.

104. Overseas Operations File - Contains documents on
the various aspects of employee relations and assistance
in foreign office cperations., File contains data on
foreign service locals, medical sexrvices, home service
transfer allowance, investigations, benefits, voting
assistance and related correspondence.

Dispose when 5 years old.

105. Pay Administration File -~ Contains documents relating
to employee pay policies and procedures. File contains
data on salary tables, severance pay, overpayment wailvers,
budget restrictions, and withholding taxes.

Dispose when 5 years old.

106. Policy and Procedures File - Contains documents on
directives, policies, and procedures governing the han-
dling or performance of gifts and donations, congres-
sional correspondence, staff meeting, DIBA Announcements,
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briefings, et. Also, covers relations w‘ and data
on Civil Service Commission and Comptroller General.

Dispose when superseded, revised, or no longer
needed.

107. Publications File - Contains documents on public
relations, news items, newsletters, and pamphlets. File
contains data on Departmental Newsletter, newspaper
articles from Federal Employee columns, Trader mailing
list, Trader Newsletter, speeches by DIBA officials, and
administrative instructions,

Dispose when no longer needed.

108. Reports and Records - Contains reports and supporting
documentation on various employee relations and management
functions. File contains data on appeals report, BDC
financial situation, personnel program emphasis, records
disposal, personnel highlights, Ready Reserve Report,

DIBA Employment Report, within grade increase reports,
Whitten Review Report, and similar reports.

Dispose when 5 years old.

109. Separations File - Contains documents relating to
the separation of employees from federal service. File
contains data on death cases, reducticn in force, manda-
tory and trial retirement, and retention register.

Dispose when 10 years old.

110. Training File - Contains document on employee
training and trainling courses. File contains data on
Civil Service Commission course evaluations, CSC course
applications, training and courses for hearing examiners,
and related correspondence.

Dispose when 2 years old.

111. Transfers-Internaticnal File - Contains documents
on the transfer of employees to foreign service posts.

File contains data on transfers to State FSO's detailed
to Commerce, State/Commerce exchange program, transfer

of OEP to 0/S, and related documentation.
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Retire to’A when 5 years old. Tra r to WNRC
3 years later, and dispose when 15 years old.

112. Employee Relations Case Files - These are name case
files documenting situations or problems pertaining to
individual employees which have been or are pending reso-
lution by the Office. File includes within.grade increase
denial cases.

Dispose\of closed cases 2 years after separation
of the employee from the Department.

113. Statement of Employment and Financial Interests =
Statements of outside financial interests and employment
filed by employees, in accordance with the Federal Person-

nel Manual, to avoid development of conflict of interest
situations,

Dispose 5 years after separation of empnloyee.

114. Super Grade Position Folders ~ Copies of the Depart-
ment's request for position descriptions, executive selec-
tion, and notifications of CSC actions for super grade
positions in the Department. Folders include data on
executive pay rates, position justification, and the 1like.

Retire closed cases to SHA when 10 years old,
transfer to WNRC 2 years later. Dispose when
20 years old,

115. Positicon Descriptions -~ Copies of the description
of positions showing their organization location, grade,
responsibilities, and duties.

Dispose 5 years after position is abolished or
description is superseded.

116. Classification Survey Files - Copies of reports con-
taining findings and recommendations resulting from a
classification audit of all positions in a functionag? or
organizational area. File also contains audit request

and auditor's notes. File maintained by name of organi-
zation unit. :

Dispose when 10 years old.
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117. Position 1.it Files - Review and evagation of
individual position. File contains requests to make
audit, copies of Personnel Actions, auditor's evaluation
statement and grade justification. File maintained by
employee name.

Dispose when position is abolished.

118. Gold, Silver, and Bronze Honor Awards File - Papers
include nominations, recommendations, approval authority,
notification of award. Filed by type of award and then
nominee,

Start a new file every fiscal year. Dispose
when 3 years old.

119. Employee Recognition File - Contains papers sup-
porting cash, achilevement, and performance awards. File
contains notification memo, notes, and action recommenda-
tion.

Start a new file every fiscal year. Dispose
when 3 years old.

Staff Records and Processing Unit

120. Recurring and Special Reports - Copies of recurring
reports on established personnel management area on meas-
urement standards for program analysis and evaluation.
File includes special one-time reports on special situa-
tions and emergency problems.

Dispose when 3 years old.

121, Quarterly Personnel Statistical Report - Copies of
printed statistical report of total employment by organi-
zation unit, grade, job classification, etc.

Dispose when one year old.

122. CSC Reports File - Copies of reports showing employ-
ment by occupation, minority group, group and salary.

Dispose when 3 years old.
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123, Monthly gport of Federal Employmen’(SF-llB) -
Copies of report submitted to CSC showing total employ-
ment of DIBA.

Dispose when 3 years old.

124, Personnel Management Reports - Copies of reports

on minority group employment, geographic distribution of
employees, manpower by quarter, occupational distribution
of employees, employee salary and wage distribution and
similar subjects prepared by DIBA.

Dispose when 3 years old.

125. Re-employment Rights List - Re-employment priority
list. Renewed and reissued semi-annually.

Dispose upon release of new list,.

126, O0fficial Personnel Folders - This is the official
record of the civilian service in the Federal Government
of the name employee. Papers authorized for disposal
elsewhere are not included. Transfer folders of separated
employees to an inactive file on separation in accordance
with the Federal Personnel Manual.

Transfer closed folders to the National Personnel
Records Center 30 days after separation of employee.
Dispose 75 years after birth of employee or 60 years
after date of earliest document in folder if date
of birth cannot be ascertained, provided employee
has been separated or retired for at least 5 years.

127. Journals - Copies of all notification of personnel
action arranged chronologically and used for verification
purposes.

Dispose when 2 years old.

128. Alphabetic Roster = An alphabetic list of all
employees served. Used primarily to answer inquiries
and verify certain action.

Dispose upon receipt of new 1issue.
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129. Change L Ltiglgg§§% - A printout shCwing rejected,

erroneous, and missing=data thatwis:corrected or supplled
to update the automated system,

Dispose when superseded.

130. Annual Geographic Distribution Report - An annual
report showing the distribution of employees by pay plan.

Dispose when 2 years old.

131. Minority Report ~ A biennial .report showing geo-
graphic distribution of employees by geographic location,
sex, grade, series, and minority group. It is required
by CSC. )

Dispose when 3 years old.

132, Distribution of the Full-time Emplovees by Occupa-
tion ~ This shows geographic distribution of employees
by pay plan and series.

Dispose when 2 years old.

133, Salary and Wage Distribution Report - This shows
employee distribution by geographic area and pay plan.

Dispose when 2 years old. -

134, Master File Display Program - A printout of all data
stored In the computer on a given employee furnished on
request for purposes of checking or verification of
actions taken or needed.

Dispose when superseded.

135. Optional Retirement Program - A prlntouﬁ furnished
by special request showing all employees eligible for
optional retirement. It is used for planning purposes.

Dispose when superseded.

136. Organization Roster - A listing of employees by
organizational unit, thereunder by grade. These are
furnished to the requesting unit which uses them to
resolve a variety of questions.
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Dispose »\‘n 2 years old. .

137. Separation File Display and SF-7 Display - A chrono-
logical listing of all personnel actions on each separated
employee.

Dispose when 3 years old.

138. SF-113A Display - A CSC bi-monthly report of total
paid employment.

Dispose when one month old.

139, Social Security Number Roster - A list of all DIBA
employees in both alphabetic and Social Security Number
order.

Dispose when superseded.

140. TICKLE - A report calling attention to up-coming
personnel actions for individual employees.

Dispose when one month old.

OFFICE OF FIELD OPERATIONS

The Office of Field Operations serves as the Department's
principal contact with the business community and imple~
ments DIBA programs and policy at the local level. The
Office of Field Operations is made up of a headquarters
office and six regional offices which direct the activi-
ties of 37 district offices. The Office of Field Opera-
tions also publishes the "Commerce Business Daily'" and
serves as the Department's coordinator at the regional
level for federal preparedness planning, crisis manage-
ment, and emergency operations.

Office of the Director

141, Director's Subject Correspondence File - This con-
sists of incoming and outgolng corresponderice collected
or generated by the Director in the process of giving
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executive dire\..f;ion to the office includi’ such subjects
as organization, staffing and program planning for the DIBA
field establishment. These are record copies of all corre-
spondence received and/or signed by the Director with
related material submitted to him by members of the staff.
The senior staff members in the various program areas of
the office generate correspondence over their own signature,
However, the correspondence is confined to matters within
the program area involved and does not document actions
that have an impact on other elements of the office or of
its program, This file is arranged alphabetically by sub-
ject.

Start a new file every 5 years, retire to BTRS and
transfer to WNRC one year later. Dispose when
10 years old.

142, Field Office Correspondence ~ This contains copies
of incoming and outgoing correspondence with the various
field offices with related material.

Start a new file every 5 years, retire to BTRS
and transfer to WNRC. Dispose when 10 years old.

143, Other Government Agencies and Bureau Correspondence -
Incoming and outgoing correspondence with other bureaus of
the Department and other Government agenciles generated by
the Director and other staff members. This covrresrond-
ence pertains to the interrelatiouships of the program

of OFO and that of the other organization units involved.

Start a new file every 5 years, retire to BTRS and
transfer to WNRC. Dispose when 10 years old.

144. Director's Administrative Subject File ~ This con-
tains office copiles of the usual housekeeping papers on
such subjects as budget, audits, equipment, operating
plans, meetings, procurement, activity and production
reports, position descriptions, sick leave, space,
speeches, time and attendance, training, travel, and the
like. Also included are some internal papers on the
administrative management of the office pertaining to
goals and objectives, organization, staffing, work
arrangements, etc.

Dispose when 2 years old. .
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145. Monthly Personnel Roster ~ This is !Ihachine printout
of the OFO personnel showing name, ID number, grade, salary,
‘ date of birth, and group level. .

Dispose when one year old.

146. Personnel Files - This consists of a name folder for
each employee on the OF0 staff at headquarters and in all
field offices. The folders contain convenience copies of
personnel actions, recommendations for awards, certifi-
cates of training and awards, commendations, position
descriptions and related documentation pertaining to the
subject employee's employment,

Dispose 6 months after separation of subject
employee.

147. Job Application File ~ This contains copies of
applications and related papers submitted to OFO by appli-
cants seeking employment in the organization.

a., Successful Applicant - Forward application to
the Personnel Division, DAM,

b. Unsuccessful Applications - Return to the appli-
cant not later than 6 months after receipt.

148, OF0 QOperations Manual - This is a loose-leaf manual

‘ containing authoritative iInstructions for the field estab-
lishment including policy, program, and operations guid-
ance.

Revision of the manual is accomplished by replacement of
pages as required. Generally, the manual is revised on
a one-year cycle. '

A historical set of the manual pages will provide con-
siderable insight on the development of the field est
1ishment ‘2d on its obJectlves n 11shments wngel
W anvtl hombr | f/nc
_/ & Record set (2 copies of each”/page issued) -
VZD’ /@bc‘ Permanent. Retire to BTRS when no longer nee yé,uLWZf
/4/5 L;T'//h' for gurrent business and transfer to WNRC. g *~/
€ A 20 ¢y parv

149, Management“Studies and Reports - From time to time
management studies of the field establishment are con-
ducted by groups drawn from without or within the Depart-
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ment to evaluate the operations and/or accomplishments
of the field offices.

A record set of such studies has continuing research
value since they constitute a large segment of the
administrative history of the field organization.
Arvagel Aﬁgy Lpee 1

Record set (1 copy of each report or study) -

Permanent. Retire to BTRS when no longer ne,g%£¢/v49
! nt siness and transfer to WNRC.ij

for curre
///%5 ZO%,W&—ZA

(Domestic Commerce Program)

150, Field Office Correspondence - This contains copies
of incoming and cutgoing correspondence with the field
offices on problems and other matters of concern to the
domestic business community. These are convenience copies
maintained for easy reference by the staff in the domestic
program area, since copies of all papers documentating
substantive action are maintained in the Director's Field
Office File. These papers appear to have no value after

staff need for them is met.

Dispose of individual documents cr contents of
file folders when one year old.

151. Assistance and Review Files - This consists of
records copies ot reports prepared by the various profes-
sional members of the program area staff after having
visited a field office to review and inspect the program,
plant and facilities, procedures and production of the
office invoived. The report makes recommended changes
and describes such assistance as may have been given
during the visit.

Start a new file every 5 years, retire to BTRS,
transfer to WNRC. Dispose when 10 years old.

152, Emergency Readiness File - This contains copies of
CADRES established in each of the field offices to parti-
cipate in emergency readiness exercises.

Dispose when a new CADRE is established.
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153. Emergency Readiness Subject File - sgzs contains
copies of correspondence, instructions, and printed and
processed material pertaining to the plan and conduct of
the Emergency Readiness Program.

Dispose of individual documents or contents of
file folders when superseded.

154, Commerce Business Daily Director - Notices of Govern-
ment contracts to be let are published in Commerce Busincss
Daily for the convenience of contractors in the prlvate
sector who wish to submit bids. This file contains copies
of the correspondence and related papers generated by the
Director pertaining to the presentation and format of the
publication as well as what material shall be included or
excluded from the publication. Also included are special
reports and studies on the effectiveness and efficiency

of Commerce Business Daily.

a. Annual Report to Senate Select Committee on
Small Business -~ Special studies and other
reports, and policy correspondence - Dispose
when 5 years old.

b. All Other Papers - Dispose of individual docu-
ments or contents of file folders when 2 years
old.

155. Special Reports and Projects - This contains copies
of correspondence, speeches, GAO audit reports, monthly
activity reports, field office studies and related pro-
ject descriptions and papers generated or collected by
the Director of Commerce Business Daily.

Dispose when 5 years old.

156. OF0 Operations Bulletins and Notices - This con-
sists of a record set of two coples of each operations

Bullet?gégg;yotice isstied by the Office of Field Opera-
tions. Atget Zﬁgthnfg%fmuué;,

o Permanent. Retire to BTRS when no longer needed %6

o, fezéé?rreng bu51ness and transfer to WNRC. ¢
/‘-‘edl

157. Commerce Bus1ness 111 -~ This is a record set of

two copies of each issue of the publication. A%Wftoe_
.ékziJﬁvuﬁé%24C4é?%. /A§g¢/
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158. Director's Trade Mission File - The Director Com-
merce Business Daily participates in trade missions as
required. This file contains correspondence and related
papers concerning his participation, and supports the
report which he submits on each mission. A record copy
of the report is in the Director's Subject Correspond-
ence File,

Dispose when 5 years old.

159. Associate Office Program Files - Chambers of Com-
merce, Boards of Trade and similar organizations in the
private sector are designated Associate Offices. Under
the terms of their designation these organizations agree
to serve as first hand sources of information about
energing business trends and related developments in
their respective communities. The file contains a copy
of the designations and related correspondence for each
associate office. Arranged alphabetically by field
office, thereunder by geographical designation.

Dispose of designations and correspondence when
the organization withdraws from the program.

160. Associate Office and Federal-State Relaticns Corre-
spondence -~ This is general correspondence that does not
apply to any single program element or activity and that

usually either requests or transmits useful information.

Dispose when one year old.

161. Domestic Program Development File - Contains copies
of incoming and outgolng correspondence, printed and pro=-
cessed material pertaining to the general aspects of the
field office program to assist private enterprise. These
papers were collected or generated by the head of the
program area staff at that time. The file also contains
technical data useful to the specialists involved. The
papers are arranged alphabetically by subject.

Dispose of individual documents or contents of
file folders when 3 years old.
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162, Field OfWice Program Development Cc’espondence -
This is incoming and outgoing correspondence and related
papers with field offices pertaining to all aspects of
the program conducted to assist private business. The
papers are arranged alphabetically by name of field
offices.

Move active papers or files forward and dispose
of all other papers when 3 years old,.

163, Domestic Technical Business Services File - This
contains convenience coples of correspondence and printed
and processed material generated or collected by the head
of the program area responsible for developing a program
to provide technical business services to the business
community in the private sector.

Copies of all documents representing a substantive
action by OF0 are retained in the Director's or some
other official file. The documentation here is used
primarily as a source of data used to improved, evalu-
ate, or implement field programs of a domestic nature.

Dispose of individual documents or contents of
file folders when 3 years old.

(Government Procurement Conference Program Area)

164, Business Opportunity/Federal Procurement Confer-
ence File - These conferences are held to provide busi-
nessmen with an opportunity to meet with procurement
specialists from federal agencies, federal prime con-
tractors, and local government purchasing agents and to
acquaint them with export opportunities available to
them through the Department of Commerce. Procurement
specialists at these conferences counsel businessment
on (1) Federal procurement and contracting, (2) Aids
and services of Government to business, and (3) Oppor-
tunities to sell to federal agencies and prime con-
tractors.

A folder is established in the file for each conference
that is held. It contains a list of the counselors
designated by participating agencies, a fact sheet
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giving the par&:ulars of the conference .h as sponsors
name, date, place, names of coordinators, etc. The file
also contains a copy of Commerce Business Daily carrying
a notification of the conference report, requests for
publications, and answers to the letters of invitation
and related papers.

Dispose of individual documents or contents
of file folders when 10 years old.

(International Trade Program Area)

165. Regional and District Offices Correspondence =~ In-
coming and outgoilng correspondence with related papers
pertaining to the coordination, promotion, and implemen-
tation of the export expansion program in regional and
district offices. '

The first section of the file consists of a folder for
each district office containing the correspondence with
it. The second section consists of folders for each
regional office containing its correspondence.

Start a new file at the end of every year, retire
to BTRS and transfer to WNRC one vear later. Dis-
pose when 6 years old.

166. Export Expansion Program Subject File - This file
contains iIncoming correspondence and printed and pro-
cessed material pertaining to other related federal and
state government programs in the field of export expan-
sion. Notable among the subject headings found in the
file are Asian Development Bank, Foreign Credit, Inter-
change Bureau, International Management and Development
Institute, Japanese Export Seminar Program, Multiplier
Program, Trade Opportunity Program, Targeting Program,
Trade Missions and the like.

The file is devoted to technical or general data needed
by the specialist to plan and coordinate a dynamic export
expansion program for the benefit of U.S. businessmen.

It does not contain specific data on ongoing activities
or functions of field offices.
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Start a new file every 5 years, retire to BTRS and
transfer to WNRC. Dispose when 10 years old.

167. Export Expansion Conference - A conference is held
periodically for the purpose of bringing together the
senior staff member from each field office for the pur-
pose of indoctrination in the latest developments. and
methodology involved in conducting a productive export
expansion program.

The file contains copies of the planning papers, agenda,
evaluation sheets, handouts, discussion and other sup-
porting papers developed for the last conference.

With a few exceptions these papers will have no value
after the expiration of a short period following the

next conference, since an updated version of these papers
is generated for each succeeding conference.

a. Planning and other Select Documents - Retain
and move forward.

b. All Other Documents - Dispose 6 months after
the next conference is held.

168. Trade Ceunters, Shows and Commercial Exhibits File -
Under an agreement with the Bureau of Internaticnal Com-
merce this office recruits and counsels exhibitors for
foreign Trade Centers and Shows and Commercial Exhibits.,

This file contains the correspondence pertaining to
recruitment of exhibitors and the counseling given them.
It also contains related papers such as the Weekly Export
Operations Officer Report, copies of OFO Operations Bul-
letin and special reports submitted by National Export
Marketing Managers.

Dispose of files for closed shows at the end of
each fiscal year.

169. Reports and Studies File - This contains copies of
the Regional Export Marketing Manager's Report (quarterly),
Three Month Post Event Exhibitor Call Report, Field Dis-
tribution sheets and copies of special studies and sur-
veys. Data from the reports enumerated above are com-
piled manually or electronically processed to produce
reports submitted to higher authority.
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The studies and surveys are produced on aan-required
basis. Although these papers have administrative value
for a period of time, they have no value after adminis-
trative needs have been served, since they are essen-
tially duplicated elsewhere.

Start a new file every 3 years, retire to BTRS and
transfer to WNRC. Dispose when 10 years old.

(Printouts)

170. Export Promotion Data/Firms Taking Initial Export
Actions and Dollar Values -~ This is a computer printout
which statistically reports the number of firms that
were assisted by field offices in entering export trade
or a new market and the dollar value of the trade of
such firms. Similar statistical data is given on OITP
Participation Agreements and on an Account Executive
Program (Target Industries).

Dispose when 10 years old,

ALL REGIONAL OFFICES

(Administrative Files)

171. Administrative Subject Files - These are office
copies of papers on matters such as personnel management,
budget, space, requisitions for services and material and
similar housekeeping requirements. Also documentation on
bond campaigns, employee relations, health benefits, and
general civil service information, and community rela-
tions.

Dispose when 2 years old.

172. Administrative Management Subject File =~ Papers
generated by the Director, or subordinate concerning all
aspects of administrative management including such sub-
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jects as contr’cts, boards of survey, bil,of
lading, publications sales vouchers, travel
vouchers, and travel reports.

Start a new file every 2 years. Transfer
to Federal Archives and Records Center
(FARC) and dispose of 3 years later.

173 . Director's File -~ These are official copies of
correspondence, special reports, and other papers
pertaining to the Directors' association with external
agencies such as Chamber of Commerce, Federal Executive
Board, Regional Export Council (REC), and the like.

The file also contains documentation generated or collected
by the Director and retained for his convenience in the
process of maintaining executive direction of the office.

Dispose of individual documents or contents
of file folders when 3 years old.,

174, Departmental and Government Agencies Correspondence -
Copies of correspondence usually reviewed and/or signed by
the Director to and from headquarters. Also copiles of
correspondence to and from other DIBA field offices, and
other Government agencies.

Dispose when 4 years old.

175. General Correspondence - File copies of letters,
memorandums, telegrams, and the like of a general nature
pertaining to the activities and programs of the office.

Start a new file annually. Hold for one extra
year and destroy.

176. Federal/State Relations - Documentation concerning
Federal/State relations 1n the areas of commerce and trade.

Move active agreements forward and dispose
of all others when 4 years old.

177. Long Island Association - Copies of correspondence,
memos, etc. relevant to activities of the LIA which support
DIBA programs.

Dispose when 4 years old.
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178. Regional Export Program - Committee reports and
other documentation relevant to REP activities within
the region.

Dispose when 4 years old.

179. Regional Conferences - Information generated at
yearly regional directors’ conferences.,

Dispose when 4 years old.

180. Area Abstracts -~ Yearly synopsis of pertinent
statistical data concerning domestic and international
business activities of the region.

Dispose when 4 years old.

181. International Trade Surveys -~ Documentation concerning
past surveys 1n the area of international trade.

Dispose when 3 years old.

182, Agent/Distributor Service - Literature and reference
information relevant to trade services performed by agents/
distributors.

Dispose when 2 years old,

183. American Embassy File - Coples of coorespondence
between DIBA and American Embassies.

Dispose when 4 years old.

184, Reading or Chronological Files ~ Extra copies of
correspondence prepared and malntained by the originating
office, use solely for the convenience and information of
personnel,

Dispose when 1 year old.

185. Personnel Files -~ Copies of personnel actions,
performance ratings, promotion evaluations, etc., filed
by name of employee.

Dispose 1 year after employee 1is terminated.
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186. Time, Cost and Atténdance Reports -‘Ifice copies
of official time and attendance reports of regional
personnel. Filed alphabetically by name of employee,
and therein, chronologically by date.

Dispose when 2 years old.

187. Speeches - Copies of speeches by the director and
other staff members at various trade functions.

Dispose when 4 years old.

188. Meetings and Visitors ~ Records of special visitors
to regional otffice and visits of foreign trade mission
representatives. Program notes on special meetings
initiated by regional office,

Dispose when 2 years old. Move forward any
special file of continuing value.

189, Field Activity Reports - Monthly, weekly, or annual
activity reports prepared by region staff personnel. They
include Records of Substantive Inquiries, Business Calls
Report, Weekly Intelligence Reports and Fact Sheets, and
Monthly Field Office Reports to central office.

«

Start a new file every year. Retire closed file
to FARC 1 year later, Dispose when 5 years old.

(Domestic Trade Program Area)

190. Associate Office Files - Contains documentation of

the designation of local Chambers of Commerce as ''Associate
Offices." 1In addition, contains routine correspondence with
the Associate Office.

a. Designations - Dispose when associate office
withdraws from program.

b. Correspondence - Dispose when 2 years old.

191, Industrial Mobilization - Documentation such as letters,
memorandums and specilal reports, addressed to subject. In-
cluded are Industrial Mobilization Data, civil defense
material, emergency readiness plans, and related classified
material.

Start a new file every 2 years and retire to
FARC. Dispose when 10 years old.
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192, Executive Reserve File - Personnel ‘es of key
industry executives who have been assigned specific
duties in event of a national emergency.

assignment is terminated.

193, National Defense Executive Reserve Program - Contains
information concerning board of directors' meetings and
semi-annual seminars of NDER, and related papers.

Dispose when 3 years old.

194. Government Agency Correspondence - This consists of
correspondence with Federal, state, and local government
agencies pertaining to programs, plans, and activities

of mutual interest.

Break files annually, Hold one additional
year and dectroy.

195. General Correspondence - Copies of incoming and out-
going correspondence related to domestic trade, filed
alphabetically by name of individual or company.

Break files annually. Hold one additional

year and destroy.
196, Company Correcpondence - Cerrespondence with companies
pertaining to trade cpportunities, regulations, problems
and other matters of concern to the domestic business
community.

Break files annually, ..0ld one additional year
and destroy.

197. Visits to Firms - Activity reports of regional
representatives showing number of visits made to firms,
meetings attended, etc.

Dispose when 2 years old.

198, Special Reports - Copies of regional reports
regarding matters of domestic business such as Minority
Business Reports, Quarterly Activity Reports, etc.

Dispose when 2 years old.

199. Consumer Reports - A compilation of various publications
and reports available from private sources and other documen-
tation related to inquiries concerning regulations of the
President's Phase II program.
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Dispose when 2 years old.

200. State Technical Information Files - Statistical
and other data published by various state agencies such
as Agriculture, Finance, Fish & Game and Human Resources
Development. Filed alphabetically by agency, and
chronologically by date.

Break files annually. Hold one additional
year and destroy.

201, Technical Patent Information -~ Files of general
interest material issued by the U.S. Patent Office and
organized by topic such as abstracts, attorneys, classifi-
cation, fees, laws, treaties, and the like.

Hold indefinitely as reference material, and
dispose when obsolete or superseded.

202. Request for Publications and Sales Orders - Transitory
correspondence Irom varicus sources requesting copies of
Commerce publications and/or information.

Dispose when one year old.

203, GPO Recoxds - Office copies of reguisitions, debit

vouchers, inventories, monthly statements of accounts, and
deposit receipts pertaining to sales of commerce publications.
Record copies are maintained at headquarters.

Break file every 2 years. Forward to Federal
Archives and Records Center (FARC) for 3 more
years and destroy.

(International Trade Program Area)

204, Trade Fairs and Shows - Letters, brochures,
anncuncements, schedules, reprints of articles, criteria
and other informational material which bear on the trade
fair programs. Filed alphabetically by country and by
sponsoring activity.

Hold file until 3 years after close of fair
or show and destroy.

205. Trade Missions - Contains general information and
guidelines to industries on procedures, policles, and
prospects for organizing trade missions in foreign
commerce. Material organized by general topic, and by
area or country if volume warrants.

Dispose when 3 years old.
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206. Administrative File - Office copies of personnel
actions, vacation schedules, requisitions for supplies
and services, record of telephone calls, time and

attendance reports, travel orders and vouchers, budget
and fiscal papers, and similar housekeeping documents.

Dispose when 2 years old,

207. Census Import-Export Statistics -~ Bound volumes of
Bureau of the Census Statistics. File chronologically
by year. -

Hold two past census years and current year building.
Dispose of all others.

208. "E'" Award File - A compilation of statistics and
supporting data as evidence of nomination for the "E"
Award. Filed alphabetically by name of company nominated
or receiving award.

Dispose when 3 years old.

209. Meeting and Visitors - General administrative files
on foreign and official visitors, seminars and meetings.
Filed chronologically.

Dispose when 2 years old,

210. Consular Invitations - Copies of invitations issued
to foreign representatives for the purpose cf conducting
trade related visi*s to the U. S.

Dispose when 4 years old.

211, Departmental Correspondence - Copies of incoming
and outgolng correspondence pertaining to specific
activities of the International Trade Program. Sometimes
these files are arranged alphabetically by topic headings
derived from the DIBA organizational manual.

Start a new file every 2 years. Hold closed
files one additional year and destroy.

212. General Correspondence - Copies of general correspon-
dence organized alphabetically by names of individuals
or firms.

Start a new file every 2 years. Hold closed files
one additional year and destroy.
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213, Export Control ~ General informatioW¥l material
derived from a variety of official sources such as
International Traffic Control in Avrms Shipments; U.S.
Export Control Regulations; and Proof of Exports for
Taxes. Arranged alphabetically by topic such as
shippers, procedures, control notes, regulations, etc.

Dispose when obsolete or superseded.

214, Emergency Applications for Export License - Copies
of export license applications which were processed on
an emergency basis,

Dispose when 3 years old.

215. Amendments to Export Licenses - Copies of amendments
to export licenses,

Dispose when 3 years old.

216. License Amendments & Import Certificates - A digest
of various laws and regulations affecting imports as
promulgated by their controlling government agency.

Dispose when superseded or revoked.

217, Validated Import Certificates & License Amendments -

government agency. File chronologically by date of issue.

Hold current certificates until expired or
revoked, then forward to FARC for 3 years and
destroy.

218. Registration File - List of companies in the

area served by the district office and recorded in

the American International Traders Register. Filed
alphabetically by name of company.

Dispose when card file is established.

212, American International Traders Index Files - This
is a card printout from I[A-57 sent to Central Office.
Filed by SIC classification code.

Dispose of cards when superseded or canceled.
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220. Agent Distributor Service =~ Correspondence and
related material pertaining to foreign firms capable

of representing American Manufacturers in foreign
commerce,

Break file every 2 years. Hold 3 additional
years and destroy.

221. United Nations Development Program - A series of
U.N. produced pamphlets by country, containing economic
and statistical information, and projected (usually 5
years) programs for economic development.

Hold 5 years, or to end of study period and
dispose,

222, Trade Opportunities - A series of trade leads, by
country and type of commodity, published by the Department
of Commerce., Material is filed numerically by Standard
Industrial Classification (SIC) Code. Material has very
little value after 6 months.

Hold file copy for 1 year and destroy.

223, Microfilm Files Export/Import Census Statistics =~
Several hundred reels of microfilm tape, published by

the Bureau ol the Census containing montnly accumuliactions,
annual summaries of import/export statistics.

Hold Annual Summaries for 2 census years and destroy.
Hold monthly accumulations for current and previous
year only.

NOTE: Microfilm Import/Export statistics are
available only in New York and San Francisco offices.

224, Trade Agreements Program -~ A compilation of various
documents such as reports, studies, correspondence and
circulars pertaining to international commerce such as
Kennedy Round; State Department, GATT, NATO, general world
agreement and trade acts.,

Dispose of obsolete or superseded material every
6 months, ~

225, Target Industry - Special trade lists and publications
such as World Market for U.S. Exports and Global Market
Reports. Arranged chronologically by International Market
Information Service Number. Information on file is used as
basis for five year projections.
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226. Trade Centers ~ Informational material about
permanently established trade centcrs, filed alphabetically
by city where centers are located.

Dispose wiien 5 years old.

Purge files periodically and destroy obsolete or
superseded maierial,

227. Technical Reference File - Informational material
such as laws, regulations, news releases and special
reports published by such agencies as Export-Import Bank
of U.S., Foreign Credit Insurance Association; American
International Traders Index; and the like, TFiled alpha-
betically by office of issue.

Pucrge files every 6 months and destroy obsolete
or superseded material,

228. Program Promotion File - Copies of reports, bulletins,
bid opportunities, and public relations material such as

NATO Bid opportunities, Overseas investment opportunities,

AID Press releases, AID Procurement bulletins, FR-Z3 Export
Expansion Seminars, and Management Aids for small manufacturers
designed to stimulate overseas business opportunities for

U.S., manufacturers, Filed chronologically by subject.

Purge files annually and desitroy obsolete or
superseded material.

229, U.S. Government - Compilation of laws and regulations
published by various Federal agencies such as the Department
of Agriculture, the Department of the Interior, and the
Department of Treasury, affecting international commerce.
Filed alphabetically by agency.

Purge files pericdically and destroy
obsolete or superseded material.

230. Import-Export Statistics - Compilation of statistical
reports and press releases from various State and Federal
agencies and manufacturers and trade associations on a
variety of topical subjects such as export statistics -

Jet Aircraft; Pacific Coast & Hawaiian Foreign Trade;
Foreign Trade reports and the like., Filed alphabetically
by subject. \

Dispose when 5 years old,.
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231. Miscell.:oixs Reports - A variety o’reports on
International Commerce such as Foreign Service Dispatch
Loans, World Trade Directory Reports; Foreign Trade Orders
and Requisitions. Filed alphabetically by subject.

Cut off files after 1 year. Hold one additional
year and destroy.

232. Country Market Digest - Filed alphabetically by
name of country.

Destroy when obsolete or superseded.

ALL DISTRICT OFFICES

Under the guidelines and priorities established by the
Director, Office of Field Operations and the Regional
Director, the office ascertains the needs and desires

for information and assistance relevant to the private
economy that fall within the scope of Commerce's responsi-
bilities; delivers to business and industry export
promotion and expansion programs, information, and services;
maintains and operates domestic informational services and
related activities; maintains liaison with business and
professional organizations, state and local government
agencies, educational institutions, and other appropriate
organizations.

As in the case of the regional offices, the records found
in district offices are grouped and described under center
headings by type of content or function. This arrangement
of the descriptions of records does not restrict the
application of the schedule and all items in this section
should be applied to the records described wherever they
are found in the district regardless of the categorial
arrangement of the items. Shouid a district office hold
records that are not described in this section of the
schedule, but are described in the section devoted to
regional offices, the item and retention period prescribed
there shall apply to the records in the district office so
long as they are the same and serve the same purpose.

To provide maximum coverage and facilitate records disposal
in district offices some duplication, and overlap of items
have been intentionally incorporated in this portion of

the schedule.

The abbreviation "FARC'" is used to denote the Federal Archives
and Records Centers operated by the General Services Adminis-
tration.
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(Administrative Files)

The records described in this subsection are usually
maintained in the Director's office,

233. Director's Subject File - This contains incoming

and outgoing correspondence from Headquarters offices,
regional offices, State and local governments, industrial
firms and private individuals pertaining to program
activities, policy procedures, and rulings and decisions on
matters and situations related to DIBA activities.,

Start a new file every year. Dispose of when
2 years old,

234, Administrative Subject File - This contains incoming
and outgoling correspondence pertaining to housekeeping and
operations, such as budget, delegations of authority, funds,
personnel, space, time and attendance reports, travel,
requisitions for service and things and fund drives.

Dispose when 2 years old.

235. Congressional Correspondence ~ This consists of
incoming letters (records of telephone conversations)
and outgoing replies to Congressmen,

Dispose when 2 years old.

236. Management Plan - Projection of how employees' time
will be alloted during the fiscal year.

Dispose when 3 years old.

237. Personnel Folders - Personnel folders for each
employee maintained in the manner and style of the
official personnel folder. However, these folders
contain only office or convenience copies of actions
papers filed in the Official Personnel Folder which is
maintained in the Personnel Division, DAM, Domestic and
International Business Administration, Department of
Commerce, Washington, D. C.

Dispose upon separation or the transfer of subject
employee.

238. Emplovee Record Card (SF-7) -

Dispose or transfer to another agency on separation
of employee.
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239. Position Descriptions - A description of each job
allocated to the district.

Dispose when position is abolished or description
is superseded.

240. Health Unit P, H. S, - Copies of employee physical
exams, etc.

Dispose when 2 years old,

241, Certificate of Eligibles = Lists of eligibles provided
by Civil Service Commission for wvacancies.

Dispose 2 years after date of certificate,

242, Personnel Security Clearance Status File - Showing
security clearance status of individuals, either in the
form of lists or rosters, or as individual case files.

Dispose of lists or rosters when superseded or
obsolete; dispose of case files upon transfer or
separation of related individual.

243, Time and Attendance Records, Form CD-238 - Files
accumulated in the course of processing and preparation
of the payroil.

a., Filed by pay period =~ Dispose of 6 months after
end of pay period.

b. Filed in folders alphabetically by employee -
Start a new file at the end of the leave year,
hold 1 year and destroy.

244, Travel - Passenger transportation records pertaining
to reimbursements to individuals, consisting of copies of
travel orders, per diem vouchers, transportation requests,
hotel reservations, and all supporting papers relating to
official travel of employees, dependents, or others
authorized to travel by law. Accountable copies of

these papers are maintained at headquarters.

a. Travel administrative unit copies - Dispose
after 2 years.

b. Obligation Copies - Dispose when funds are
obligated.

Jan 76 65



245, Press C@crences ~ Contains forma‘nformation
releases and publications, such as press releases,
press conference transcripts, and official speeches.

Start a new file every 2 years, hold 2 years
and destroy.

246, Financial File - This file contains copies of the
Personnel Resource Allocation Plan which represents the
estimate of funds required to perform the program functions
of the District Office. Original is forwarded to the
Department. Also included are copies of monthly Register
of Expenditures, the original of which is forwarded to

the Department.

Dispose 1 year after close of fiscal year
covered by the budget.

247, Office Space/Building Fund - Correspondence with
GSA~PBS re space.

Transfer to FARC when no longer needed for
current business. Dispose when 10 years
old.

248. Procurement - Orders under $25.00 - Orders for
expendable items and other things procured on a non-
competitive basis.

Dispose when 2 years old.

249, Monthly Narrative Report of Travel Expenditures -
This file consists of a monthly narrative report to the
Department in Washington concerning travel expenditures,
to which are attached the travel vouchers to be paid.

Dispose 1 year after close of fiscal year.

250. General Services and Supply - Documents relating
to the maintenance, utilizatilon and control of office
equipment, supplies, utilities, and space; dccuments
relating to telecommunications, transportation, printing,
publication, custodial, and other services. Included
are duplicate copies of SF-44; CD-45, Supply, Equipment
or Service Order; GSA-50, Requisition for Printing and
Duplicating Services; Annual Report of Equipment Needs;
Space Assignment Record, GSA Form 65, bills of lading,
and the like,

Start a new file annually, hold 1 year and
destroy.
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251, Machine grvice Record Cards -~ These are Forms CASP-59,
documenting service on office machines.

Dispose when equipment is removed.

252, Inventory Record Cards -~ These are 3 x 5 cards showing
item, service number, date received, model number, cost and
location.

Destroy individual card when equipment is
disposed of.

253, TField Activity Report Form DIB-710 - This is a
District Office activity report reflecting the extent of
promotional activity, the number of firms taking initial
export actions and dollar value, plus OITP Participation
Agreements signed during the month. Also included is a
narrative report. Original is forwardéd to Department of
Commerce, Washington, D. C.

Start a new file every year and dispose when
2 years old.

254, Annual Report of Selected Records Management
Activities - This report reflects the volume of records
on hand at the beginning of the year, volume transferred
to FARC, and volume disposed. Headquarter's copy is
retained iIndefinitely,

Dispose when 2 years old.

255, Special Projects - This file consists of incoming
and outgoing correspondence regarding special projects
such as President's Program on Price Control, Guidelines
for Dividend Payments, Industrial Energy Conservation
Program, Environmental Statements, Federal Regional
Council, 1976 Boston Plan (American Revolution Bicen-
tennial Commission).

Remove from active file when project is
completed and destroy 2 years later.

256. TFederal Executive Board File - This file consists of

incoming and outgoilng correspondence regarding FEB activities,

copies of FEB announcements, Annual Reports, National FEB
Bulletins and Newsletters. Also included is correspondence
regarding FEB Committee assignments and activity.
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Start a new general file every yecar.
Dispose 1 year later. Retain committee
assignment file, and transfer to
successor upon completicn of committee
assignment,

257. Emergency Planning File - This contains copies
of correspondence relating to administration and
operation of the emergency planning program,

Dispose when 2 years old.

258, Basic Data Fact Sheet - Department of Commerce -
Sent annually to Department of Commerce. Lists area
served, important cities, population figures, number of
manufacturing firms, ctc.

Dispose when 5 years old.

259, Director's Program Records on Associate Offices =~

This contains incoming and outgoing correspondence generated
or received by the Director pertaining to DIBA activities
involving Associate Offices and associations such as Area
Councils for economic development and Chambers of Commerce.
Also contains correspondence regarding Federal Procurement
Conferences and State organizations feor purpose of
generating business opportunities within the community.

Dispose when 2 years old except for initial
Agreement.

(Domestic Trade Program Area)

260. Subject File - Contains copies of incoming and outgoing
~ correspondence with Department Headquarters and industrial
firms pertaining to program activities, policy, procedure,
and rulings and decisions on matters related to various
projects such as Industrial Energy Conservation Program,
selected industries, business opportunity conference,

trade shows, and National Alliance of Businessmen.

Start a new file every year. Retire to FARC
1 year later and dispose when 10 years old.

261. Operational Plans File ~ This file contains copies
of the Annual Operational Plan and Allocation of Resources
for Program Implementation. These reports are submitted
annually to Department Headquarters. Also included in
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the file is th’Domestic Trade Operationa,Plan which
is submitted quarterly to Department Headquarters.

Dispose 1 year after close of fiscal year.

262, Area Abstract Revort - This report, submitted
annually to the Office of Field Operations, DIBA, lists
populaticn and monetary data regarding business activity
in the district, as well as international trade activity,

Start a new file every 5 years, transfer to FARC
1 year later. Dispose of when 10 years old.

263. Subscription File ~ Copiles of correspondence and
copies of purchase orders, CD-45, covering subscriptions
for various publications and replacements for Commerce
publications.

Cut off annually, hold 1 year, and dispose.

264, Transmittals and Requests for Information/Publications -
This file contains copies of transmittal letters forwarding
news releases and publicity to radio and T/V News Directors,
as well as transmitting Commerce publications, and requests
for information and/or publications.

Dispose when 1 year old.

265. Field Activity Report, Form DIB-710 - This is a

monthly report submitted to Commerce Department HQ reflecting
contacts, seminars, business calls, trade leads, export
promotion data, and agreements signed. Sometimes prepared

as a feeder report to be incorporated in the report prepared
in the Director's office.

Start a new file ewvery year and dispose when 2
years old.

266. Report of Field Calls - Form DIB-700, Business Calls
Report includes name of firm visited, date, and subject
discussed. Original is submitted to Commerce HQ monthly,

Dispose when 2 years old.

267. Report on Forums, Conferences, and Seminars - Contains
copies of Form DIB-/01, submitted to Commerce HQ monthly,
indicating sponsorship or participation in above meetings

in the business community.

Dispose when 2 years old.
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268. Fact Sheet on Area Served - This is a narrative
report submitted to Commerce HQ annually, providing
historical data on area covered by the district office.
This report describes the econowic, employment, and
business conditions prevailing in the area.

Dispose when superseded,

269. Request for Publications. FO-28 - These forms
cover requests made to Commerce HQ for publications.
Date of receipt is noted on copy of FO-28 which is
then filed,

Start a new file every year, and dispose 1
year later.

270. Mailing Lists - These lists are maintained by
commodity and are used for mailings originating in
the activity.

Dispose when superseded or obsolete.

271. 1Industrial Mobilization File ~ This file contains
correspondence to and Lrom members of Executive Reserve
Program regarding nominations for participation in the
program, staffing pattern, attendance at conferences,
and operation of the program.

Dispose when 5 years old.

272. Emergency Planning File -

a. Correspondence files relating to the
administration and operation of the
emergency planning program.

Dispose when 2 years old.

b, Case file consisting of a record copy
of each plan as directed, with related
background papers.

Move inactive file when superseded or
obsolete to closed files. Transfer
to FARC when no longer needed for
current business, Dispose when 10
years old.

c. Copies of plans and directives, other than
those maintained in case files described above.
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Dispose when superseded or obsolete,

(,/' d., Report of Operations Tests. %/M¢J@W"” et
Lo Gy Lor
Permanent. Transfer to FARC when no /zzvaéAJ}ﬂJ
longer needed for cyrrent business.

e. Operations Test’Files - Consists of papers
accumulating from tests conducted under
emergency plans such as instructions to
members participating in the tests, staffing
assignments, messages, tests of communications
and facilities, and returned copies of reports.

Dispose when 3 years old.

273. District Export Council (DEC) Association - Mailing
list of associlation offices. This 1ist 1s revised and

updated once a year. D.E.C. minutes, correspondence,
j,@ cepe P

semlnar pzoceedﬁzy egc , are also included.

Permavent. Transfer to FARC when no longer Z
needed for current business. @ &f«” s
20 (Years LA
274. Teletypes - Record (register) of all teletype
messages recelved during current fiscal year.

Dispose when Y years old.

(International Trade Program Area)

275. Trade Opportunities Subject File - Correspondence
generated or received by a dilstrict office regarding trade
opportunities with foreign firms. Includes correspondence
directed to American Embassies regarding trade program under
their jurisdiction. Also includes Form D.I.B.-27P, U.S.
Trade Opportunity.

Start a new file every year. Dispose when
2 years old.

276. Promotional Subject File - Correspondence generated
or received regarding promotional meetings such as World
Trade Conferences, Export Clearance Meetings and Export
Marketing and Promotion Workshops. Includes Form D.I.B.-
701, Report on Forums, Conferences, and Seminars.

Start a new file every year. Dispose when
2 years old.
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277. Company Correspondence - Correspondence with
individual companies filed in alphabetical order by
company name.

Dispcse when 2 years old.

278. International Business Information - Correspondence,
advertising brochures, cther information from companies
interested in engaglng in international bu31ness. Filed
in alphabetical order.

Hold and dispose of superseded or obsolete
material at the end of each year,

279, Commerce Notes - This information, published

monthly by district offices, contains items of interest

to activities participating in the DIBA program. These
notes are mailed to banks, Chambers of Cormerce, industrial
firms, transportation companies, etc.

Start a new file every year. Dispose 1 year
later.

280. Mailing Lists - These are copies of mailing lists

for distributing information to T/V, Radio Stations,
Newspapers, Chambers of Commerce, Exp01t Managers, Airlines
and Steamship companies.

Dispose when superseded,.

281. "E" Award and "E Star' Award File ~ This contains
correspondence between district offices and industrial.
firms regarding President's "E'" Award for participation

in export programs. Includes copies of D.I.B.-476, .
Application for President's "E'" Award for Export Expansion
and Form D.TI.B.-473, American International Traders Index.
Also included is Notification of Scheduling of an "E"
Award Ceremony. Application 1s forwarded to Commerce HQ,
where record copy is kept. Filed in individual folders
alphabetically by company.

Start a new file every 5 years., Dispose
2 years later.
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282, "E" Awar’Applications Withdrawn File - These
are coples of applications which have been denied
because of the failure of the applicant to meet the
criteria.

Dispose when 2 years old.

283. Program Subject File - This consists of incoming
and outgolng correspondence with various activities
concerning the overall program, and information regarding
International Import Certificate, Form FC-826/IRS 4522.

Start a new file every year. Dispose when
2 years cld.

284, Trade Fairs - Trade Mission Case File - This

file contains correspondence with participants on
domestic and foreign Fairs and Missions, filed alphabeti-
cally by City and Industry Organized Trade Missions,

Start a new file every year. Dispose
when 2 years old.

285. Trade Center Case File - Includes copies of
correspondence with participants regarding Trade Centers.
Filed by Centers and then by date.

Start a new file every year. Dispose when
2 years old.

286. Field Visit Report File - Form D.I.B.-700, Business
Calls Report. Includes name of firms visited, address,
date and subject discussed. Originals filed by date.
Copy is respective Trade Specialist's folder,

Start a new file every year. Dispose when
2 years old.

287. Field Activity Report, Form D.I.B.-710 - This is a
monthly report submitted to Commerce Department, HQ reflecting
contacts, seminars, business calls, trade leads, export
promotion data. Feeder reports are consolidated in report
prepared in the Director's office.

Start a new file every year. Dispose when
2 years old.
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288, B.I.C, Conference Subject File - Contains copies
of correspondence tiled by activity under Bureau of
International Commerce regarding conterences, inter-
national trade and investment, and export control
regulations.

Start a new file every year. Dispose when
2 years old.

289. Visitors File - Contains correspondence generated
ot recelved regarding foreign visitors.

Start a new file every year. Dispose when
2 years old.

290. Foreign Consulates and Embassies Subject File -
Contains copies of correspondence with foreign consulates
and embassies on subjects such as, Commerce Newsletter
service, and export promotion multiplier program,

Start a new file every year. Dispose when
3 years old.

291, Report on Sales File -~ Agents' report of sales is
forwarded monthly to the Office of Field Operations,
Commerce Department, with two copies of Form FO-105,
Receipt for Sale of Processed.

292, Publications. One copy is returned to the district
office for record. Daily Publications Register, F0-6, is
also contained in this file.

Start a new file every year. Dispose 2
years later.

293. Trade Complaints File - Contains correspondence
generated or receilved 1n district office regarding trade
adjustment cases (complaints). Complaint is forwarded to
Export Information and Services, B.I.C. who forwards
complaint to Embassy involved. The foreign firm involved

is contacted by Embassy, who reports results of investi-
gation back to Field Office for transmission to complainant.

Start a new file every year. Dispose 1
year later,
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294, Foreign Trade Events File - This file contains
correspondence, press rcleases, notices of meetings
for TForeign Trade Events and Association meetings.
Filed by type of meeting (activity).-

Start a new file every year, Dispose 2
years later,

295. Form DIB-701 File - DIB-701, Report of Forums,
Conferences, and Seminars, documents sponsorshlp or
attendance at such tfunctions by the Trade Specialists,
Originals are filed here, and activity is reported monthly
to Commerce HQ on Form DIB-710,

Start a new file every year., Dispose 2
years later.

296. Departmental or Foreign Visitors File - This file
contains copies of correspondence addressed to industrial
firms advising of impending visit, including copy of
visitor's schedule.

Start a new file every year. Dispose 2
years later.

297. Report of Global Marketing Interview File - This
file contains original and copies of Form IA-1092, Report
of Global Marketing Interview., Information is also
contained on Target Industry Card File.

Dispose when 2 years old.

298. Target Industry Card File - These are 5 X 8" cards
furnished by Commerce Department from the American Inter-
national Traders Index, showing industry, address, number

of employees, and general background information of selected
industries involved in the expansion of U,S. export program.
These cards are annotated whenever any activity occurs
regarding these industries (visits, trade fairs, promotion
programs, etc,) and are filed:

1. Alphabetically by name (master file)
2, Zip Code
3. Alphabetically by target industry.
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Remove card when industry is no longer
designated as a target industry and

transfer to inactive file. Close inactive
file every 2 years and dispcse 2 years later.

299. Agent Distributor Service Case File - This file
contains coples of correspondence and copies of Form DIB-
424P, Request for Agent Distributor Service, submitted by
U.S. firms interested in locating potential agents or dis-
tributors in foreign markets. DIB-424P is forwarded to
Commerce Department for processing to overseas post,

When reply is received. case is considered closed. This
file is kept alphabetically by company.

Transfer closed cases to inactive file, Cut
off inactive file every year and dispose 2
years later.

300. Overseas Visits by American Businessmen File =~
Contains correspondence and copies of Announcement of
Intended Visit by American Businessmen. This file 1s
duplicated in Commerce Department, which notifies Embassies,

Start a new file every year. Dispose 2 years later.

301. American International Traders Index File - Contains
cocpies of correspondeiice and Forin DiB-4/73, American
International Traders Index. DIB-473 is submitted by

U.S. firms 1nterested in receiving information regarding
marketing, business opportunities, and assistance involving
international trade. As a result of the submission of IA-57,
the Commerce Department issues the three sets of 5 x 8"

AITI cards noted in Target Industry Card File above.

Start a new file every year. Dispose 2 years
later.

302. Exhibitions File - This contains incoming and outgoing
correspondence and schedules for assigned and pending trade
exhibitions filed by date.

Start a new file every year. Dispose 2 years
later.

303. Export Awareness Advertising Follow-up File -~ This

file contains copies of Form [A-1099, made as a result

of Trade Specialist's visit to industrial firms participating
in export activities. Original and copy are forwarded to
Commerce HQ.
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Start a new file every year, Dispose 2
years later,

304. TEAM Export Expansion Program File - Includes copies

of incoming and outgolng correspondence regarding educational
aid in conducting market surveys. District Office notifies
Commerce HQ of availability of student after contacting

local universities.

Start a new file every year, Dispose 2
years later.

305. Marketing Information Subject File -~ This file
contains printed material such as Export Market Digests,
Economic Trend Report, U.S. Foreign Trade Schedules,
Patents and Trademarks Data, Investment Lists, World
Trade Bulletins, U.S. Tariff Information.

Dispose when superseded.

306. Foreign Trade Report ~ A series of Monthly and Annual
Import and Export Statistics (printout) developed by

Commerce Department, Bureau of the Census, filed chronologically
by month and year of issue.

Retain monthly sets in office until annual
summary is published then destroy. Retain
annual summaries for 2 previous census years.
May be forwarded to FARC for 3 additional
census years then destroy.

Nonrecord Material - No employee or official of the Federal
Government may destroy or alienate Federal records without
an authorization issued in accordance with the Records
Disposal Act and applicable regulations. By definition
certain materials such as printed and processed materials,
duplicate copies, etc. are exempt from the requirement

and may be destroyed by the holder on his own authority
without reference to any outside individual or organization
unit.

A considerable volume of nonrecord secondary source materials
are accumulated by the staff of OF0. These materials are
essential to accomplish the mission of the office. Neverthe-
less, the constant accumulation of this material poses a
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problem that can only be resolved by regular application
of a common ground rule by all professional and super-
visory employees. Accordingly, no nonrecord secondary
source material over five years old shall be retained

by any organization unit of the Domestic and International
Business Administration, except the last issue of a
publication that is printed and except last issues of
publications issued to cover a period of two years or
longer.

Although it is incomplete, the following list of nonrecord
materials, with a suggested retention period for each item,
is offered to help the user distinguish between record and
nonrecord materials, and to help him to dispose of nonrecord
items as soon as they are eligible,

Bureau of the Census Publications:

o Current Population Reports - Statistical reports,
arranged numerically by report number. Published
periodically.

Retain 3 years and destroy or send to
public library.

o Congressional District Census Statistics - Published
annually and arranged alphabetically by state.

Destroy when the next issue 1is received.

o Annual Survey of Manufacturers - Issued annually and
organized by series number.

Retain last 3 survey reports.

o Census of Fisheries and Minerals ~ Filed alphabetically
by state. Published every 5 years.

Retain last 2 census reports and destroy or
forward older copies to public library.

o Current Construction Reports - Statistics on
construction and nousing filed numerically by
"C'" number sequence.

Retain monthly issuances until annual summary
is received then destroy. Retain annual
summaries 3 years and destroy or forward to
public library.
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Transportation Census Reports ~ Published in 2
parts every 5> years. Onc part arranged by state

and second part by commodity grouping.

Retain last 2 census reports.

Housing Census Statistics and Population Census
Statistics - Supplementary reports, issued
periodically to update the last decennial census.
File by report number.

Retain 10 years, or until receipt of next
decennial census.

Census of Governments - 5 year report, by state
and subject.

Retain last 2 census rcports.

Census of Population and Housing - The paperbound
copies of the 1970 decennial census.

When hardbound copy is received, discard all
except for copies of 5 state region which may
be retained for working file.

County Business Patterns -~ Issued annually and
Tiled alphatetically by state.

Retain 3 years and destroy or forward to
public library.

Census of Manufacturers - Published in 2 parts every
5 years by Bureau of the Census. Part 1 filed
alphabetically by state, and part 2 filed numerically
by SIC Code.

Retain last 2 reports then forward to public
library or destroy.

Census of Construction Industries ~ Issued in 2 parts
every D years and filed alphabetically by state, and
by subject.

Retain last 2 reports then forward to public
library or destroy.
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0 Business Census - Issued every 5 years by
Bureau of the Census. Initial distribution

in paperbound followed by hardbound sets.
Filed alphabetically by state,

Retain last 2 hardbound sets then forward
to public library or destroy. Retain
paperbound set of current census for 5
regional states (Washington, Oregon,
Alaska, Idaho, and Montana) and U.S,
Summary for working file.

o) State and Local Governments Finance - Report
published periodically and filed by series
number,

Retain 2 years and destroy.

o Local Government Employment - Statistics published
periodically and by series number,

Retain 2 years and destroy.

o Retail and Wholesale Trade Reports ~ A compilation
of monthly and annual statistics filed chronologically
by date.

Retain 3 years and destroy or forward to
public library.

o Census Use Studies - A special one-~time report
covering a varlety of subjects such as computer
mapping, family health survey, schools, etc.

Retain one copy indefinitely. Forward extra
copies to public library.

o Statistical Abstract ~ Issued annually. Contains a
compilation of International statistics from numerous
sources, Similar to World Almanac.

Retain latest 3 issued. Destroy old issues
or donate to public library.
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Other Publications:

o o

Weekly Compilation of Presidential Documents -
Filed chronologically by date of issue.

Retain 2 years and destroy.

Federal Register - Issued daily and filed chrono-
Togically.

Retain current year's issues only. Discard
previous year's.

Commercial Standards - Issued periodically by
National Bureau of Standards, filed numerically
by report number.

Retain until superseded then discard.

Press Releases and Bulletins ~ These are informational

materials received from various sources.

Retain latest 6 issues and dispose of all
others.

Qither Nonrecord Material:

(0]
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Brochures and miscellaneous information received

from various state government agencies. Organized
by state and by name of agency within.

Review and purge files of obsolete material
every 3 months,

Subscription materials, such as copies of magazines,
periodicals, trade journals and the like,

Purge obsolete material every 3
months.,

Domestic Collation File ~ Miscellaneous gatherings
of informational material, arranged alphabetically
by subject or topic. The source of this is from
Federal government agencies, State agencies, news
clippings, reports, laws, special studies,
universities and the like..
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Review and purge files of obsolete
material once a year.

o Brochures and special studies published by service
firms such as banks, transportation industries,
manufacturers, and the like,

Destroy when they have served their
purpose,

o Country Files ~ Overseas business reports, economic
trends, reports, and general interest articles
affecting International Commerce. These files
are usually organized under main subheadings
such as Economic Conditions, Tariff Controls,
Taxation, basic laws within each country.

Review and purge files of obsolete material
every 3 months,

o International Collation Files - Miscellaneous
general interest material pertaining to individual
countries such as business opportunities, projected
growth, trends and the like.

Purge files of obsolete material every
3 months.

o Export Mailing List - Reference copies of
publication of foreign firms which can be used
for contact purposes, Comingled with these
however, are extra sale copies of each publication.

Purge file of obsolete material every 3
months,

No effort has been made to list the majority of
Department of Commerce publications which interest
OF0, since the staff members concerned with them
are very knowledgeable of the purpose and usefulness
of those publications.

ALL UNITS

Office of Field Operations

The retention periods provided for records described hereunder
shall apply wherever they are found in the Office of Field
Operations unless the item is attributed to a specific organi-
zation unit and described thereunder in the body of this schedule.
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307. National Security Classified Documents - These are
documents withheld from any but authorized inspection
because they contain information that must be protected
to maintain the national security. To provide such
protection of their subject content, these documents are
filed in special equipment separate from open papers, if
there are any, that relate to the same function or matter.

Almost without exception, the security classified material
accumulating in the Office of Field Operations may be
categorized in terms of the action(s) and responsibilities
undertaken by the Office as a result of such material.

a. Documents security classified by the Office:

1. Copy kept in classifying office - Make
disposition in accordance with retention
period prescribed for the open file in
which it would have been filed if it had
been unclassified,

2. Information and supporting action copies
in all other offices or units =~ Burn when
the transaction is closed, or when the
need to know has been satisfied, which-
ever is the case,

b. Documents classified by and received from other
Government agencies or other elements of the
Department:

1. Documents on which the Office took significant
substantive action(s) - Make disposition in
accordance with the retention period prescribed
for open file, described herein, with which
they would have been filed if they had been
unclassified.

2. Information copies -~ Burn when the need to
know has been satisfied.

308. '""Chronological," '"Reading,'" "Tickler," or '"Suspense"
File - These are extra coples of correspondence malntained
for convenient reference or to flag a due date for an action.
In some cases, the extra coples are removed from such files
and used for cross-reference and other purposes in subject
files. This, of course, liquidates the extra copy file.
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a. Legislative Chronological Files
for—disposal.

. 2SS Ligars L4

b. All Others Not Described Elsewhere - Dispose
when one year old.

309. Reproducibles File - This includes manuscripts
(camera copy); paper, photographic, and various other
types of plates or media used to reproduce multiple copies
of documents for distribution.

Dispose when no longer needed for
reprinting.

310. Receipts for Classified Material - These are copies
of a receipt form on which classified material is described
and is signed by the person receiving the material,

Dispose when 2 years old.

311. Records/Logs of Mail or Telephone Calls - These
consist of daily records of mail and telephone calls
handled.

Dispose when one year old.

312. Dress Releases, Statements, Speecnhes and Testimonies -
These are information coples of the i1tems specified in the
title except those specifically listed under an appropriate
organizational unit in the schedule. They are used as
precendents and for other reference purposes. A record

copy of this material is maintained as long as necessary

in the office of origin.

Dispose when 2 years old.
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BUREAU OF INTERNATIONAIL ECONOMIC POLICY AND RESEARCH

The Bureau of International Eceoncmic Policy and Research
conducts economic research and analyses to:

(1) Achieve a competitive domestic economic
envircnment o stimulate investment and
productivity and dampen inflation,

(2) Participate in developing a viable supportive
international monetsry system,

(3) Reduce tariff and non-tariff barriers that
impede U.S, access to foreign markets,

(4) Promecte experts by motivating, assisting, and
informing more U.S. firms to achieve greater
export activity, and

(5) Contribute to energy policy development,
stimulate production and the development of
new energy resouirces, .

Studies and forecasts produced by the Bureau are not designed
for current decision making or policy development but rather
are aimed at providing a concrete contribution to policies
that will govern the competitiveness in world markets and

in the international economic environment.

Office of the Deputy Assistant Secretary

The Cffice of the Deputy Assistant Secretary assists the
Assistant Secretary for DIBA in the research, analysis, and
formulation of international economic and commercial programs
and policies relating to trade, competitive assessment, and
investment and finance. The Office initiates and rewviews
trade research studies and represents the Department of
Commerce in international trade negotiations.

313. International Economic and Trade Policy Subject File -
Documentation pertaining to the international economy, balance
of payments, International Monetary System, trade policies,
trade barriers, export financing, loans and other economic
matters.
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The file also contains papers arranged under topical

. headings pertaining to current developments of the program
and ongoing or prcpcsed research projects,

VT) 75(2 Permanent - Start a new file every 5 years,
, b 'Y retire to BIRS and transfer to WNRC 2 years
gﬁv’ later, and offer to the National Archives

when 20 years old.

314, Committee and Meetings File - This contains papers
generated or collected by the Deputy Assistant Secretary
as a result of his membership on or special interest in

various committees. Included are membership lists, agenda,
minutes and reports and releases produced by some of the
committees,

Also included are agenda, minutes, transactions and similar
papers generated at meetipgs in wn ; he Deputy Ass1stant

Seczetary Dart1c1pated /ﬂi)Q (Zna v nbirn/

,¢9ﬂ- Permanen; - Retire to BTRS when no longer needed
S~ ~ .. for current business and transfer to WNRC 1 year
gov = later. Offer to the National Archives when 20
years old.

315. Administrative Subject File - These are office,copies
of papers on such matters as budget, arrangements for

‘ conferences, producticn reports, projecr controls and
descriptions, applications for positions, staffing,
personnel actions, requisitions for services and things,
time and attendance reports, travel, work assignments
and the like,

Dispose when 3 years old.

INTERNATIONAL TRADE ANALYSIS STAFF

The International Trade Analysis Staff is a staff office

in International Economic Policy and Research. The Inter-
national Trade Analysis Staff is composed of a Director's
Office and four sections. The four sections are the Foreign
Trade Statistics Branch, Statistical Analysis Branch, World
Trade Branch, and the U,S. Trade Branch.
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The International Trade Analysis Staff provides economoic
analysis and compilation of statistical information
concerning the foreign trade of the United States and
other nations. Efforts include the analysis of trends

in U.S. foreign trade, application of econometric models
in forecasting of U.S. exports and imports, preparation
of special analyses on foreign trade flows, evaluating
shifts in U.S. share of foreign markets, compiling and
publishing data and trend reports on trade between the
free world and Communist areas, and collecting and
publishing information on factors influencing American
and world trade. The data developed by the International
Trade Analysis Staff are used by Government and industry
officials in formulating policies and planning future
courses of action in foreign trade.

Director's Office

316. Director's Program Subject File - Contains data
pertaining to such areas as commodilty costs and volumes,
currency values, economic and trade programs, export
promotion, and legislation. Records consist of corres-
pondence, memos, charts, and articles.

Move active folders forward. Dispose of all
others when 2 years old,

317. Administrative Subject File -~ Contains office copies
of the usual housekeeping papers on such matters as budget
submittals, purchase requisitions, personnel training
authorizations, job descriptions, press releases, speeches,
and travel vouchers.

Dispose when 2 years old.

318. Chronological File - Contains a copy of each outgoing
item prepared by the Director and the Director's immediate
staff. File is arranged chronologically and is used for
convenience of reference.

Dispose when 2 years old.

319. Project Control Files -~ Contains data relating to
request for and the assignment and control of statistical
surveys and evaluations. Records consist primarily of
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correspondence and memos pertaining to job assignments,
cost estimates, schedules, progress, findings and conclu-

. sions.

320. Annual Report to Congress on U.S. and Foreign Export/
Import Transactions ~ Summary and evaluation of U.S. and
fﬁreign exporting and importing data for Congressional

v1ew Prepared and spbmjitted annually to Congress./ébﬁuf¢4
/27 ‘%%AMM ,A(//c 7ff

Dispose 3 years after completion of project.

PermanenL Retire to S "when 10 years
V??‘"/Ai old, and transfer to WNRC 5 years later.
- Offer to the National Archives when 30

gﬂff? #.IM/' years old.

(Foreign Trade Statistics Branch)

321. Section Management File -~ Contains data relating to
U.S. and fcreign export/import activities and general
office management. Reccrds cover such subjects as
economic indicators, currency exchange, report formats,
statistical methods, time and attendance, personnel
training, and directives. be

Start a new file each year. Dispose when 3
years old.

. 322. Technical Reference Files - Books, journals, charts,
logs, graphs, maps, magazines, schedules, and tables e
containing information relating to such things as methodology,
routes, codes, rules, standard practices, notes, laws, and
summaries of past events.

Dispose when no longer needed for current ,
business. :

323. Airgrams - Messages received from foreign posts
covering such subjects as commodity sales/purchases,
shipment quantities and values, and types of transport.

Dispose when 2 years old. :

324, Workpapers - Handwritten tabulations, adding machine

tapes, report drafts, notes, computer runs, newspaper

clips, and similar papers used in the assembly and compu-

tation of data for the evaluation and analysis of foreign ?
trade. '
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Dispose 1 year after completion of project

‘ , or report,

325, Commodity/Country Cumulative Export/Import Data
Cards - Data cards used to enter annual or year-end
cunulative quantity and value figures on commodity exports
and imports.,

Dispose after they have served their purpose.

326. Market Share Reports - Reports showing U.S. share
of world import/export market, Provides relative type
data on commodities sold to and/or purchased from foreign
countries by year. Reports made by country and contrasts
U.S. actions in that country with other key nations. gdvruged
v b1 G kirians ipladedoatly by Lonseon it fy. -
/ y Permanent. Retire to BTRS when 10 years old,
5/(34-21@15 ' and transfer to the WNRC 5 years later. Offer
PP Zi~ to the National Archives when 30 years old.
‘: ”~

327, Market Share Report Correspondence - Correspondence
with the United Nations and foreign countries regarding
the availability, reliability, processing, distribution,
and cost of report data.

Dispose when 2 years old.
. (Printouts)

328. United Nations Export/Import Data Printouts - Export/
Import data collected from forelgn countries and processed,
printed, and delivered to the Department of Commerce by the
UN under contract. Reports cover the type, quantity, and
value of commodities exported and imported by foreign
countries. Data usedto calculate U.S. share of the world

market,

Dispose after they have served their purpose.

329, Country-by-Commcdity Series Annual Reports - Reports
made for soneﬁ87'forc1 n countries showing the quantity,

value, and dest1 Z{%ﬁ; of tradlng acﬁz¥1ty on about

880 commodities. wega Cavety | Lt foy Lot .

/ é,fu Permanent. Retire to BTRS when 10 years old,
ijp” and transfer to the WNRC 5 years later. Offer
;n/ HL;J&' to the National Archives when 30 years old,

G
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(Statistical Analysis Bxanch’

330, Section Management File ~ Contains data relating
to U.S. and foreign export/import activities and general
office management. Records cover such subjects as
economic indicators, currency exchange, report formats,
statistical methods, time and attendance, personnel
training, and directives.

Start a new file each year. Dispose when
3 years old.

331. Workpapers ~ Job specifications, handwritten tabula-
tions, adding machine tapes, report drafts, notes, computer
runs, newspaper clips, and similar papers used in the
assembly and computation of data for the evaluation and
analysis of foreign trade.

Dispose 1 year after completion of project
or report,.

332, Classified Foreign Service Dispatches - Dispatches
to and from foreign post relative to the gathering of
export/import data.

Dispose when 3 years old.

333. VWorkpapcrs con Annual Report to Congrese ~ Netes,
calculations, extracts from printouts, summary drafts,
and similar papers used in developing the Section's
input to the report to Congress.

Dispose when 3 years old,

334, U.S. Department of Commerce - "INTERNATIONAL ECONOMIC
INDICATCRS AND CCMPETITIVE TRENDS' - A quarterly publication
presenting a wide variety of comparative economic statistics
for the United States and seven major competitor nations.
Report presents a review of economic prospects and trends,

changes in key,economic jindicators nd basic data for
1ni2cators ,&QZ%%“? 625@%“?ﬁ éé; piir
4

Permanent. Retire one copy of each 1issue
to BTRS when 5 years old and transfer to

ﬁg/ﬂ’ WNRC 2 years later. Offer to the National

Archives when 30 years old.
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(Printouts)

335. Bureau of the Census Printouts of Export and
Import Data ~ Computer generated monthly and annual
reports of U.S. exports and imports data compiled and
printed in a variety of report formats by the Bureau

of the Census. Reports present many arrangements of
such factors as commodity description, quantity, weight,
value, type of transport, and country of origin or
destination. File contains avout 20 printouts such

as:

1. FT 410-U.S. Exports - Value of Schedule B
Groupings of Commodities-Domestic Merchandise

2, EM 571 (F.a.s. Value)-U.,S, Exports - Schedule B
Number by End-Use Category

3, IM 171 (F.a.s. Value)-U.S. General Imports ~ In
terms of 4 digit End-Use Categories by Selected
Areas or Countries of Origin

Duplicate microfilm copies are received for some but not
all printouts received from Census. Census retains these
records for 5 years from date of origin. Statistical
Analysis Section frequently needs them for longer periods.

a. Printouts (Duplicate Microfilm Copy Available) -
Dispose after receilpt of current 1issue.

b. Printouts (No Duplicate Microfilm Copy) =~ Send
to SHA when 3 years old and transfer to the WNRC
1 year later. Dispose when 7 years old,

c. Microfilm Copies of Printouts - Send to SHA
when 3 years old and transfer to WNRC 3 years
later. Dispose when 10 years old.

(World Trade Branch)

336. Section Service Data File ~ Contains information on
U.S. and foreign trade activities., Records consist of
charts and tables on exports and imports, articles from
journals, newspaper clippings, newsletters from banks and
financial research institutions, information notes from
other federal agencies, foreign trade development publi-
cations, and annotated bibliographies.

Dispose when they have served their purpose.
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337. Airgrams - Copies of messages from foreign posts
and information services pertalnlng to foreign trade
and currency.

Dispose when 2 vears old.

338. Special Foreign Trade Economic Studies - Reviews,
evaluations, and projections on current happenings and

events in the area of foreign trade. One time reports

made on such subjects as '"Measurement of Export Shares

in World Market," and "Effects of Price Controls on U.S.
Exports."

Retire to BTRS when 10 years old and transfer
to WNRC 2 years later. Dispcse when 25 years
old.

339. Newspaper Articles for ''Ccrmerce Today' - Periodic
reports covering such areas of foreign trade as new
developments and trends, U.S. share of world market,

and effects of energy crisis on world trade. File
includes workpapers and drafts.

Dispose when 2 years old.

340. Trade Agreement Program of the President-Annual -
Report - A survey ot world trade developments iy the vyear
and prospects for the future. ,Aéz”cbuf"i Aot

)+ . 1“” Permanent. Retire to BTRS when 10 years old
gfﬁu’ and transfer to WNRC 2 years later. Offer to
. Le*” the National Archives when 30 years old.

Y Rt
/v 341. Workpaper for Trade Apgreement Program of the President-

Annual Rennrt - Notes, computer runs, calculations, drafts
and similar papers used in developing the annual report.

Dispose when 2 years old.

(U.S. Trade Branch)

342, Trade Section Subject File - Contains information on
various phases of foreign trade and methods used in analy-
sis. File contains such records as newspaper and magazine
articles on trade happenings, newsletters, articles and
handbooks on methods, and reports on commodities.

Dispose when they have served their purpose.
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343. Trade Section Administrative File - Contains data
. pertaining to the general management and housekeeping

chores of the Section. Records consist of such items
as position descriptions, budget notes, time and attendance
reports, travel vouchers, and purchase orders.

Dispose when 2 years old.

344, Newspaper Articles for "Conmerce Today" - Six to
seven articles a year pertalning to currency exchange
rates and foreign trade trends, and a regular semi-
annual article on the '"Outlook for Foreign Trade."
File includes workpapers and drafts.

Dispose when 2 years old.

345, Historical Time Series - Monthly Fxchange Rates
in Index Form =~ An annual report presenting monthly
exchange rates (in index form) for 67 countries in the
Section's exchange rate model. Also trade-weighted
averages are presented f the 67 countries and 14
industrial countries. aeped et

/T D= / ¢ # Permanent. Retire to BTRS when 10 years
. old and transfer to WNRC 2 years later,
Epv 7 /77”7 Offer to the National Archives when 30

' years old.

346. Measures of Exchange Rate Change in the U.S.
Dollars-Monthly Report -~ Presents percentage changes in
the value of 67 foreign currencies in relation to U,S.
dollar and the trade-weighted average value of the
dollar for current month,

Retire to BTRS when 5 years old and transfer
to WNRC 3 years later. Dispose when 15 years
old.

347. Measures of Exchange Rate Change in the U.S.
Dollar-Mid-Year (June) and Year-End (Dec,) Reports -
Presents percentage changes 1n value of 6/ foreign
currencies in relation to U.S. dollar and the trade-~
weighted average value of the dollar in the Mid-Year

Jyne) and thg Year-End (December) reports.
( 4Lx7a£ cHrrats vally, p

P / c. b Permanent. Retire to BTRS when 10 years
b/ - old and transfer to WNRC 2 years later.
;j@/# 2. {0 Offer to the National Archives when 30
& years old.
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348. Monthly Review of U.S, Trade Developments - Monthly
report covering U.S. export and 1mport commodity develop-
ments, quantity and cost of exports and imports, and

trade developments between the U.S. and foreign countries
and groups of countries.

Retire to BTRS when 5 years old and
transfer to WNRC 3 years later. Dispose
when 15 years old.

349, Annual Review of U.S. Trade Developments - Annual
or year~end report covering U.S. export and import
commodity development, quality and cost of exports and
imports, and trade developments between U.S. and foreign

countries and groups of countries.,427n~;u&x£i}¢g-4

/t)‘7 /tf-j“ Permanent., Retire one copy of each issue
- to BTRS when 10 years old and transfer to
S ;z'“”' WNRC 2 years later. Offer to the National
eﬂk)" Archives when 30 years old.

350. Data Input Tab Cards - Tab cards used to input
data to Monetary Exchange Rate and other computer programs.

Dispose 3 months after completion of report.

351, Comruter Program Card Decks ~ Tab cards for such

computer programs as Regression Analysis, Seasonal
Adjustment, Monetary Model and Exchange Rates.

Dispose 1 year after program is superseded,
revised, or discontinued.

352, Workpapers and Printouts -~ Notes, Census printouts,
Section printouts, calculations, drafts, comments, and
similar papers used in the preparation of reports.

Dispose 1 year after completion of report.
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OFriCll OF COMPETITIVE ASSESSMENT

Through its Conpetitive Studies and Competitive
Information Divisions, the Office of Competitive
Assessment conducts and directs the conduct of
studies pertaining to competitive factors within

and between U.S. industrial sectors, prepares policy
options for improving competitiveness of U.S. indus-
tries at home and abroad, and maintains a surveillance
system for the continuous monitoring of factors
affecting the competitiveness of U.S. industries.

Office of the Director and Deputy Director

353, Competitive Assessment Subject File - This file
contains papers generated or collected by the Director
and Deputy Director in the process of giving the office
executive direction and creative leadership. Consequently,
they maintain a minimum of files. Record copies of all
such correspondence as they sign, review, or approve for
submission tc higher authorities are filed. The file
also contains a quantity of papers of special interest
tc them and some printed and processed material con-
taining information on similar programs operated by
other organizations.

The papers are arranged alphabetically by subject and
have a rclatively short term value after administrative

needs have been met,

Start a new file every 5 years, retire
to BTRS and transfer to WNRC. Dispose
when 10 years old.

354, Administrative Subject File ~ This contains office
copies of the usual housekeeping papers on such matters
as arrangements for meetings and conferences, ADP
requirements, budget, directives, and regulations,
space, time and attendance reports, production reports,
travel, work assignments, procject descriptions and
controls, and the like.

Dispose of individual documents or
conitents of file folders when 3 years
old.
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355, Personnel Name Case Files -~ This consists of a
folder for each emplovee cn the staff arranged alpha-
betically by name and contains copies of personnel
actions, recomnendations and related papers pertaining
to the employee,

Dispose 6 months after separation of
subject emplcyee,

356. Reading File - This contains a copy of each
outgoing item generated by the Office, chronologically
arranged.

Dispose when 2 years old,

Competitive Studies Division

357. Project Case Files - This Division is responsible
for drawing together information on the competitive .
position of American industries in domestic and foreign
markets. The Division analyzes the data using five
major determinants; (1) market share (foreign and
domestic), (2) access to markets, (3) productivity,

(4) price, and (5) quality. A great number of trade
and economic factors and indicators affect these
determinants. To achieve the required professionalism,
the woirkload of the Division for each year is planned
on a praject basis. Each approved project represents
an area to be studied and analyzed in a final report

or study primarily for use in decision making processes.
However, some of the reports and studies that are judged
to have a very broad circulation potential may be
produced for distribution to the public.

The project case folders contain incoming and outgoing
correspondence concerning the substance of the project
and selected papers containing significant source data
on the conduct and content of the study.

These papers have no value after the expiration of the
period specified following publication of the report
or study.

Dispose 5 years after publication of the
subject report or study.
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358. Compei_’.‘cive Studies - This is a rx.-.cord set
(one copy cach) of the competitive studies, reports,
technical papers or similar pregsentations prepared
by the Division. gk By Late .

l/TD’ /}7/(,!4 Permanent - Retire to BTRS when no

longer needed for current business
and transfer to WNRC 1 year later.

— A
gfﬁﬂf" qbw Offer to the National Archives when

20 years old.

359. General Subject File - This contains incoming
and outgoing correspondence and printed and processed
material containing general information that is needed
for preparation of competitive studies, but is not
suitable for filing in the appropriate project case
files.

The secondary source material found in the file may

or may not be of significant usefulness in the prepar-
ation of competitive studies depending upon the develop-
ment of the issues surrounding the studies.

Dispose of individual documents or
contents of file folders when 3 years
old.

260, Administrative Manawement Subiect File - This
contains office copies of housckeeping papers arranged
under subject headings such as the following: ADP
requirements, announcements, BDC price/cost pressure
model, cabinet officials, computer printouts, adminis-
trative orders, draft program plan, manual of
administrative instructions, position descriptions,
quarterly briefing, research notes, requisitions,
travel and the like.

Dispose of individual documents or contents
of file folders when 3 years old.

Competitive Information Division

361. Administrative Management Subject File - This
Division 1s responsible for creating or structuring

a broad based international data bank to provide the
source data needed to assist the competitiveness of
American business in the domestic and foreign markets.
Creation of this international data bank is in its
early stages at this writing.
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The file co’zins incoming and outgoing.orrespondence
and office COpies of housekeecping paper® concerning
the technicalities, sources of machine readible data
that might be used in the bank, and on the software
and reporting requirements that need to be built

in a computer installation for such a bank.

Move active folders forward.

Dispose of individual documents or
contents of file folders when 3
years old,

(Printouts)

362. Quick Query Reports and other Printouts - This
is a record set (one copy each) of the reports or
printouts prcduced by the Division for a study or
client.

Retire to BTRS when no longer needed
for current business, transfer to WNRC
and dispose when 10 years old.

363. Outside Source Printouts - These are printouts
collected Dby the Division from outside sources such
as United Nations, Bureau of the Census, Organization
for Economic Cooperation and Development, Bureau of
Labor Statictics and similar bedies,

The Division acquires these printouts to extract source
data from them for compilation and analyses. Once the
data in these printouts have been extracted these
printouts have no further value.

Dispose upon completion of extraction and
compilation of the selected data,

(Punch Cards)

364, Punch Cards - These are punch cards prepared
by a contractor i1n accordance with specifications
provided by the Division. Normally, the service
bureau or contractor returns the punch cards to the
Division after the data on them have been written on
a tape or disc.

Dispose when the tape or disc has been reviewed
and accepted. '
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OFFICE OF ECONOMIC RFESEARCH

This cffice, comprised of the Applied Research Division
and International [ccnomics Division, is responsible

for developing and directing a program for international
economic analyses and research to determine alternatives
to present policies and their future impact on the
international economic environment. The main thrust

of the program is to make a contribution to plans and
policies that will have the most favorable effect for
American business in the future. A centralized file
system 1s maintained for the entire Office.

365. Reports, Studies, Position Papers and Forecasts -
This consists of a record set (l copy each) of each of

the documents enumerated above and similar papers that

are generated by the Office. These documents are

usually submitted to higher authority for use in making
policy determinations. However, sclected items are
published and glven wzde dlStrlbuLlO in the per € /.t

sector. Aoy el e d

ST - (# @ﬁ{f Permanent - Retire to BTRS when no longer

)

end
@

needed for current business and transfer

6 1w.  to WNRC 1 year later. Offer to the

National Archives when 20 years old.

366, Reports, Studies and Feorecasts Supporting Papers -
These are the research notes, spreadsheets, dratfts, and
similar documentation developed by the researcher in

the process of producing a final draft of one of the
subject documents.

Move active items forward and dispose of
all other papers when their subject matter
is no longer of any great concern,

367. Economic Research Subject File - This contains
copies of i1ncoming and outgolng correspondence pertaining
to the development and operation of the program for
international economic analyses and research. Also
included are papers containing source data on similar
programs operated by other agencies, governments, or
countries., Some papers are found pertaining to the
overall economic environment of foreign countries.
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Papers pertaining to planred or ongoing projects
of the office are filed under topical headings.

Move active files forward, retire all
others to BTRS when 5 years old and
transfer to WNRC 1 year later., Dispose
when 10 years old.

368. Administrative Management Subject File - These
consist of oifice copies of the usual housekeeping
papers with a quantity of cperating papers. Notable
subject headings found in the file include budget,
conferences, activity or production reports, copies
of directives, classified document log, P & RS Weekly
status report, personnel, requisitions for supplies
and services, training, travel, time and attendance
reports, and the like,

The file also includes a subgroup comprised of a
name case file for each employee on the staff, which
contains copies of all personnel actions and corres-~
pondence pertaining to his employment.

a. Name Case Files - Dispose 6 months after
separation of subject employee.

b. Time and Attendance Repofrs - Dispose when
2 years old.

c. All Other Papers - Dispose when 5 years
old or when they have served their purpose
whichever 1s sooner.

369. Economic Research Source Data File - This is a
subject numeric file contalning source data arranged
under the following subject groups.

100 Administration

200 Planning

300 (Reserved)

400 Export Promotion
500 Export Environment

600 (Reserved)
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700 Econowmics
800 (Reserved)
900 Miscellan=sous
1,000 International Marketing

The file contains incoming and outgoing correspondence,
foreign dispatches, trade journals, newspaper clippings,
and other secondary source material used by the staff

to prepare positicn papers and forecasts on the inter-
national economic environment and its impact cn the
future competitiveness of American business in World
markets,

These papers constitute a long term worktool that
must be kept ou a selective basis in close proximity
to the professional staff using them.

a. Administrative Files - Dispose when 2
years old

b. Planning Files -~ Dispose when 5 years
old

c. All Other Papers - Disgpose when they have
served their purpose,

370. Researcher's Supporting Papers - These are notes,
compilations, and related papers generated or collected
by the researcher in the process of producing a finail
draft, report or study. These papers are essentially
duplicated by the report and/or supporting papers
submitted to the Director and they have only short

term value after such submission. '

Dispose when 2 years old.
(Printouts)

This office has made arrangements tc get printcuts from
tapes produced by United Nations, National Institute of
Health, Bureau of the Census, and others. The agency
producing the printout to the specifications of the
Office of Economic Research is responsible for the
disposition of the magnetic tapes or discs and any
other media generated to put data in machine readible
form.,
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371. Econocmic and Trade Data Printouts - These are
quick query printouts generated by the Office to be
used as input for the preparation of an analytical
study or projection of a specific international
economic subject area.

Dispose when 5 years old,

OFFICE OF FOREIGN INVESTMENT IN THE U. S.

This Office is responsible for obtaining and analyzing
data on foreign investments in the U. S. and evaluating
the impact of such investments,

Also analyzes trends of foreign investments, and carries
out the staff function for the Interagency Committee on
Foreign Investments in the U. S.

372. Foreign Investment Research Studies - This is a

file of documents relating to the ongoing research studies
regarding the nature and effects of foreign investments in
the U. S. Studies pertain to the impact and effect of
foreign investment on selected industrial sectors,
domestic employment levels, national security, exports

and imports, balance of payments, economic growth, and
capital markets,

Move summary and final study report to
reports file, Retire all others to BTRS
annually and transfer to WNRC 3 years
later. Dispose when 10 years old.

373. Individual Transactions File -~ This consists of
incoming and outgoing correspondence and papers
pertaining to specific individual foreign investment
transactions in the United States. Documents pertain
to construction or expansion of plants, proposed or
actual acquisition of part or all of an existing
company (or company's stock), review of company's
financial situation and management, reports from
various Federal agencies, and staff summaries and
recommendations. This information is case-filed by
company name.

Retire inactive files to BTRS annually
and tranfer to WNRC 1 year later. Dispose
when 15 years old.

Jan 76 102



374, Forei)g’lnves*v“em in Y. S. Subic& File ~ This
consists of incoming and outgolng correspondence and
related documentation pertaining to such subject areas
as balance of paymenis, employment effects, industry
sectors, effect of investments cn profits and control,
exports and imports, state and local laws, and proposed
legislation.

Move active files forward, retire all
others to BTRS when 5 years old. Transfer
to WNRC 2 years later and dispose 3 years
later.

375. Interagency Committee on Foreign Investment in
U. S. - The Committee consists of representatives from

Defense, State, Treasury, Council on International

Economic Policy, President's Assistant for Economic
Affairs, and the Department of Commerce. DIBA carries
out the work program for the Committee,

File consists of analyses and staff papers submitted
to the Committee, staff reports, minutes of meetings
agenda, correspondence between Government,agencies
and the Committee, and related pers, 4 ‘MA764 Vé%”éL
m o st o dess/ F?w
Permanent. Retire to BTRS when 5 years
/VCJ4 old and transfer to WNRC 2 years later,

é <, Offer to National Archives when 20 years
! oid.

376. Reports on Foreign Investments in the U. S, - This
consists of all the reports generated by the Office,
such as: Annual Reports, Staff Reports, Reports by
Secretary of Commerce to the Congress pursuant to the
Foreign Investment Study Act of 1974, other reports to

the Congress, and published repor resultln f
5 %e,( // r74/gf %—CMMW

research studles
ctrernosbpiedy .

Permanent., Record set (2 copies each)

5 C. £ Retire to BTRS every 2 years and transfer

to WNRC 1 vear later, Offer to National

(p ‘4 Archives when 20 years old.
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377. Administrative Subject File - This contains copies
of the usual housckeeping papers on such matters as
budget, delegaticns of authority, work ccpies of
directives, perscnnel folders, requisition for services
and equipment, space, time and atiendance, training,
travel, work assignments, and the like.

Dispose when Z years old.

378. Chronological File - This contains one copy of
each outgoing 1tem generated by the Office. File is
maintained for convenience of reference.

Dispose when 1 year old.

OFFICE OF INTERNATIONAL TRADE POLICY

The objective of this program is to develop policies and
programs designed to remcve impediments to U,S. exports,
and facilitate the operations of American business abroad.
The Commercial Policy program is concerned primarily with
the effect on U, S. commercial interests of U. S. and
foreign government actions in the areas of international
trade policy and transportation and insurance. In
carrying out these responsibilities, the office represents
the Department's view in interagency committees engaged
in the formulation of U, S, positions on international
trade issues.

In the field of trade policy, the office plans, supports,
and participates in international trade negotiations,
analyzes and prepares the Department's position on pending
legislation and develops recommendations on new legislation
concerning foreign trade, advises the President's Special
Representative for Trade Negotiations of U. S. industry's
interest in reducing foreign tariff and other trade
barriers, and participates in developing and implementing
U. S. courses of action in the multilaterial context; e.g.,
in the General Agreement on Tariffs and Trade (GATT), the
Organization for Economic Cooperation and Development (OECD),
and the United Nations Conference on Trade and Development
(UNCTAD).

In the field of transportation and insurance, the office
assures consideration of export expansion objectives in

the development of transportation policy by U. S.

Government and internationdl agencies, makes recommendations
concerning discriminatory ocean freight rates and other
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transportation cost factors adversely affecting export,
carries out Commerce's statutory responsibilities for
making findings of reciprocity as basis for exempting
foreign air lines from payment cf customs duties and
excise taxes on aircraft supplies, and provides advice
and assistance to U, S, business on international
transportation and insurance matters,

Some of the specific responsibilities of the Office
of International Policy Trade are:

(0]

Jan 76

The development and coordination of the
Department's position on bills before
Congress involving U. S. international
trade policy, particularly regulation
of imports.

Tariff negotiations in GATT with other
countries to obtain compensation for
adverse effects on U. S. exports caused
by alternations in trade agreement
commitments.

To propose specific actions under the
provisions of GATT's Article XXIII to
offset the anticipated disadvantage to
U. S. exports arising from the prefer-
ential trade agreemernts between the
European Community and other countries
based on an evaluation of the trade
effects of these agreements.

To prepare policy options and supporting
justification for the Secretary of Commerce
to recommend to the President with regard
to Tariff Cocmmission decisions on escape
clause and unfair practices actions brought
by U. S. industries. In addition, to
develop Departmental positions on other
Tariff Commission findings.

To analyze the expected impact on U, S.

trade and to prepare for GATT tariff
negotiations with the European Communities

as a result of entry of the United Kingdom,
Ireland, Norway and Denmark into the Community
in order to determine specifically where U. S.
negotiation interests lie and provide a basis
for objectives in negotiations,
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o To develop detailed policy proposals and
alternatives for interagency consideration
with rcspect to treatment of imports of
manufactures covered by the proposed U. S,
generalized tariff preference scheme for
the less developed countries, with special
emphasis on the problem of safeguarding
the interests of U. S. industries potentially
sensitive to import impact and on the question
of equitable burden-sharing with regard to
the preference schemes of other countries.

o To furnish policy guidance from the stand-
point of strengthening the competitive
position of United States exporters in
connection with formulation of new inter-
national rules to regulate the liabilty of
air, ocean and intermodal carriers for loss
or damage to goods, including preparation
of the rationale for the need for substantial
increases in existing carrier liability limits
for goods in containers.

o To initiate policy proposals and participate
in GATT negotiations for removal of nontariff
trade barriers to U. S. trade with a view to
obtaining increased market access for U. S.
goods abroad. To assist in the development
of U. S. proposals for a code on product
standards which will remove present and
prevent future technical barriers to U. S.
exports.

o To provide replies to ingquiries from Congressmen
with regard to questions, complaints and
suggestions on particular problems of U. S,
trade policy as they specifically affect the
interests of their constituents.

o To recommend specific provisions for an
international code on environment practices
as they affect foreign trade so as to insure
that environmental standards which may be
higher in the U. S. than abroad do not lead
to an international competitive disadvantage
for U. S. business.
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o To develop proposals and participate
in GATT negotiations for analysis of
post~Keunnedy Round tariff structures
and trade flows including trend of
most-favored-nation and preferential
trade patterns in order to establish
a basis for making policy recommendations
on negotiating techniyues and objectives,

o To develop policy approaches which would
best protect the interest of United States
exporters with respect to international
actions on a wide range of transportation
and insurance matters, such as measures
to counteract protectionist insurance
policies of foreign countries, regulation
of international container traffic,
development of international shipping
legislation, unreasonable or disparate
freight rates, and law of the sea issues.

ffice of the Director

379. International Trade Policy Subject File ~ This

is incoming and outgoing correspondence, and other
papers generated or collected by the Director in

the process of deve]oping the pnosition of the Secretary
of Commerce oa international trade poiicy and negctiating
trade agreements within the established policy. More
specifically, the file includes Council on International
Economic Policy trade force reports, study memorandums,
preparation of trade agreements, and similar papers.
Also included are copies of notices of hearing and
other issuances of the Office of the Special Represen-
tative for Trade Negotiations; Notices of U. S.
intention to negotiate under the Trade Agreements Act
of 1934, as amended and extended; issuances of U. S.
Tariff{ Commission; incoming and outgoing airgrams and
telegrams transmitted by the State Department; and
copies of Trade Staff Committee papers. Since the
office is responsible fcr representing the Department
of Commerce on a hcst of interagency committees
concerned with international trade policy, the
activities, discussions and determinations cof these
bodies that are of interest to the office are also
documented,
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Much of the documentation in the file pertains to
negotiations and other transactions developed under
General Agreements on Tariffs and Trade (GATT).

Permanent. Start a new file every 10
fa years, retire to BTRS one year later,
/ and transfer to WNRC 2 years later.

' Offer to the Naticnal Archives 20 years
after transfer to WNRC,

380. Press Releases - These are copies of press releases
concerning international trade policy that are of special
interest to this office. Record copies of these releases
are maintained by the Newsroom, Office of the Secretary,

Dispose when they have served their
purpose.

381. Administrative Subject File -~ This contains office
copies of housekeepling papers concerning such matters

as budget, furniture, personnel actions, space, time

and attendance, requisitions for service and supplies,
travel, and the like. Record copies of these papers

are maintained elsewhere long enough to meet all
requirements.

[=R

Dispese when 2 years old,
382. United Nations Meetings File ~ These contain papers
pertaining to meetlngs or conterences requested by various
elements of the United Nations on trade and other functions
of the Department. Also included are some papers on the
subject matter of conferences and documentation of the

arrangements for the meeting.

Start a new file every 5 years, retire to
BTRS, transfer to WNRC 2 years later. Dispose
when 10 years old.

383. United Nations Reports File - This consists of
copies of airgrams and other cables concerning the
status of United Nations meetings in which the Depart-
ment is involved or concerned. Record copies of this
material are retained in State Department, United
States Information Agency, and cther originating
agencies.

Dispose of individual documents or contents
of file folders when 3 years old,
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Legislative and Tariff Policy Division

The Division is responsible for reviewing and preparing
comments containing a recommended position for the
Department on legislation pertaining to tariffs, non-
tariff barriers, quotas, and other international trade
matters. In response to the needs of the business
community, it also initiates legislation and monitors
it throughout development and consideration by the
Congress.

The Division maintains oversight of U. S. tariffs and
non~tariff barriers and through a continuing analysis
provides the necessary adjustments to keep U. S. origin
commodities in the best possible competitive position
at home and in foreign trade.

More specifically, the Division's functions include:

o developing and coordinating the Department's
position on certain international trade
legislation;

o preparing policy options and supporting
justifications for recommendations to
the President on certain Tariff Commission
decisions and findings;

o developing detailed policy proposals and
alternatives for interagency considerations
with respect to the U. S. generalized tariff
preference scheme for the less developed
countries, with special emphasis on safe-~
guarding U. S. industries;

o answering congressional inquiries concerning
U. S. tariffs and non-tariff barriers and
similar international trade problems.

The documentation of the Division is maintained at an
official files station in the Office of the Director.
All program papers, with the exception of those on
individual commodities, are filed in a numeric subject
file,
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384, Tarif. and Trade Agreements Sub!t File - This
contains documwentation of all program [unctions of the
Division. The papers are arranged according to ten
primary subject headings which are as follows:

I, Tariffs and Trade Agrcements

IT. Tariff Adjustment and Other Adjustment
Assistance

IIT. Quantitative Restrictions
IV, Special Duty Free Tariff Provisions

V. Import Classification, Valuation and
Administrative Problems

VI. Unfair Trade Practices
VII. U. S. Non-Tariff Barriers-General
VIII. Other Provisions Affecting Imports
IX. Studies and Projects
X. Organizations

These headings are, of course, subject to revision to
meet changes in the situation. The primary headings
are appropriately broken down to secondary and tertiary
subject headings to achieve a satisfactory degree of
definition and aggregation of information on a single
subject matter in an individual file folder(s).

Subject matter coverage of this file extends to the
preparation and conduct of special trade negotiations
such as Kennedy Round. The Kennedy Round negotiations
resulted in the adjustment of U. S. tariffs and non-
tariff barriers to improve the U. S. position in
international trade. These adjustments produced the
need for constant surveillance to keep commodities of
U, S. origin in a competitive status.

Documentation in the file also includes extensive data

on U, S. non~tariff trade barriers including Buy

American Act, dumping practices, border taxes, countervailing
duties, and Federal procurement policies.
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. As would be expected from the above,the file contains
copies of numerous studies, prcject reports, research
reports and reports of recommendations on U, S, trade
policy.

The remainder of the papers in the file, outside of the
subject areas specially noted above, contain information
concerning procedural and technical matters, or one-
time corrective actions on inadvertent requirements
placing a segment of U, S. industry in a noncompetitive
position. These papers have no value after they have
served their purpose as a staff worktool.

VTD= L} C'ﬂ, ﬁ,//Preparation, conduct, and Determinations
- of Special Trade Negotiations such as the
EW?JQ’ é,?h,- Kennedy Round. Permanent - Retire to
BTRS when no longer needed for current
business, and transfer to WNRC 2 years
later. Offer to the National Archives
20 years after tranfer to WNRC.

E}//U. S. Non-Tariff Barriers papers. Permanent -
Retire to BTRS when no longer needed for

Vid- | c.l. current business and transfer to WNRC 2 years
_ z T~ later. Offer to the National Archives 20
. eV = years after transfer to WNRC,

c. /Trade Policy Recommendations and Studies, and
Research and other Project Studies., Permanent -

Retire to BTRS when no longer needed for
) I N .
ViD= B ¢ current business and transfer to WNRC 2 years
cad = b T later, Offer to the National Archives 20 years

after transfer to WNRC.

d. All Other Papers - Dispose when 5 years old
or when no longer needed for current business,
whichever is appropriate.

385. Commodity File ~ This contains copies of technical
reports, notes, memorandums, clippings, and other printed
and processed material concerning the supply, production
and market for each commodity appearing in the Tariff
Schedules of the United States (Annotated). Also included
are copies of legislation, Tariff Commission investigations,
trade negotiations, transcripts of hearings, and similar
papers, if any, pertaining to the subject commodity.
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This file is used to prepare the position of the
Secretary of Commerce for interagency consideration and
for hearings on commodities with reference to changes
of U, S. tariffs resulting from trade agreements,

Retire to BTRS when no longer needed for
current business. Transfer to WNRC one year
later and dispose when 10 years old.

386. Administrative Subject File -~ This contains

office copies of papers on housckeeping matters such

as budget, conferences and meetings, work copies of
directives, personnel actions, requisitions, security
(general), space, time and attendance reports, production
and activity reports, travel and the like.

Dispose when 2 years old.

Trade Negotiations and Agreements Division

In broadstroke language the Division is responsible for
monitoring international trade of industrial products
to surface opportunities and negotiate agreements to
improve the U. S. position in international trade.

In more specific terms, its functions include:

o tariff negotiations in CATT with trading
partners on industrial products--e.g.
Norway, Canada, Japan, India, European
Community, Australia, South Africa-- to
obtain compensation for adverse effects
on U. S, exports caused by alterations in
their trade agreement commitments.

o analysis of the expected impact on U. S,
trade and preparation for GATT tariff
negotiations with the European Communities
as a result of entry cf new countries (United
Kingdom, Ireland, Norway, Denmark) into the
Community in order to determine specifically
where the U. S. negotiating interest lies
and to provide a basis for objectives in
future negotiations.

o initiation of policy proposals and participation

in GATT negotiations for analysis of post-
Kennedy Round tariff structures and trade flows.
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387. Country Files ~ These contain for&gn service
reports and printed and processed material pertaining
to bilateral trade agreements, complaints, export
control, trade negotiation agreements, dumping,
government procurement and restrictive business
practices and similar matters. The data in these
papers are used and evaluated te surface opportunities
to improve the U. S. international trade.

The file is arranged alphabetically by the names of
countries.

Retire to BTRS when 3 years old, transfer to
WNRC 2 years later. Dispose when 10 years
old.

388. GATT Committee on Trade in Industrial Products
Subject File ~ Documentation on international trade of

industrial products pertaining to Non-Tariff Barriers
(NTB) inventory examination, NTB solution findings,
exercise, customs and entry procedures, NTB standards
and GATT tariff study papers. The file includes foreign
service reports (cablegrams), printed and processed
documents generated by the committee, GATT, and
evaluations, proposals and other submissions generated
by the Division.

The pzapers are avranged chronologically, thereunder by
working groups.

Permanent - Retire to BTRS upon completion of

JTD= 2 c.é the next GATT tariff study and transfer to

en’ =

[ c. & WNRC 2 years later. Offer to the National

Archives 20 years after transfer to WNRC.

389. General Subject File ~ This contains papers

generated or collected by the Division having general
application to trade negotiations. Although the file

is arranged alphabetically by subject the file designations
identify subject matter in two categories listed below.

Program and Technical Papers - These are papers
pertaining to negotiation techniques, analytical
and research studies, research projects, Kennedy
Round, and other similar papers dealing in general
with the development of international trade in
industrial products.
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Administrative Papers - These are office
copies of housekeeping papers on subjects
such as budget, conferences, personnel
actions, requisitions, space, production
reports and the like,

Record copies of these papers are maintained elsewhere
long enough to meet all requirements.

(a) Program and Technical papers and related
correspondence ~ Retire to BTRS when no
Tonger needed for current business,
transfer to WNRC 2 years later and dispose
when 15 years old.

(b) Administrative papers -~ Dispose when 2
years old.

390. Non-~Tariff Barriers File - These contain papers
generated or collected concerning practices of foreign
countries (other than tariffs) that restrict international
trade, such as border taxes, dumping, subsidies, restricting
government procurement to products of domestic origin and
similar practices.

The papers are arranged alphabetically by the titles of
non-tariff barriers or the titles of the non-tariff
action or procedure,

Retire to BTRS when 2 years old, transfer
to WNRC 5 years later. Dispose when 20
years old.

Developing Nations Division

Develops and coordinates the Department's position on

trade and commercial policy issues for countries classified
as developing nations. The Division also prepares position
papers for U. S. delegations to meetings and conferences,
and represents the Department at interagency trade policy
meetings.

391. General Subject Files - These contain printed or
processed copiles of various international organizations
having a direct responsibility for international trade.
With these are copies of documents prepared by the staff
including proposals, comments and evaluations pertaining
to specific international trade transactions or situations.
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These proposals, etc. are generally developed before
any formal action on the matter, such as a meeting,

. has been initiated. Thus, the file primarily documents
the findings and discussions of such organizations as
General Agreement on Tariffs and Trade (GATT) member
countries, Organization for Economic Cooperation and
Development, (OECD), United Nations Conference on
Trade and Development (UNCTAD), and of the work groups
or other subdivisions of these organizations.

The file also contains documentation with general
application to functional areas as balance of payments,
non~-tariff, barriers, preferences, special trade agree-
ments and supporting papers, and commodities.,

The papers in this file are arranged alphabetically by
subject. For purposes of evaluation and disposition,
papers in the file may be categorized as shown below.
’%A;AZ /%%qu%dédrﬁ
- a, Tax and Government Procurement - Fetesn
é’\ ) indeddritely. Retire to BTRS when no
longer needed for current business and‘¢2>AJ%h1£

éﬁﬂd) trangfer to WNRC 2 vyears 1ater.é%<9¢°"
}QFﬂéLﬁ(z/‘7Q7¢ﬂ¢AA37/Aa&((

' ' - STl
z b. GATT Article Supporting Papers -
'/Tpt - < -imdasfimdteds. Retire to BTRS when no
~ longer needed for current business,gnd
. ‘Q«J é el ty fer to WNRC 2 years 1atermb ‘M’g
T 20 (et p LA
¢. Meetings of Infernational Organizations -

Retire to BTRS when 2 years old and transfer
to WNRC. Dispose when 5 years old.

d. All Other Papers including those Supporting
Special Trade Agreements and those pertaining
to Meetings of International Organizations -
Dispose when 5 years old.

392. United Nations Conference on Trade and Development
(UNCTAD) Documents, These are printed or processed copiles
‘of UNCTAD documents most of which are releases of the
committee on manufacturers. The bulk of the papers were
prepared prior to the committee meeting and relate to
proposed agenda items or other factual reports needed

for committee consideration.

The papers pertain to a development and expansion of
international trade in manufacturers./v;;%ﬂzu/ﬁégﬁauaﬂ;u/’

/%bU%ZﬁM/)'7;zgtoa%%12¢/é%7 v@opfi
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Permanent - Retire to BTRS when no longer needed
for current business, and transfer to WNRC 2
years later. Offer to the National Archives

20 years after transfer to WNRC.

393. GATT Documents Limited Series - This is one of

each document 1ssucd by GATT in the limited series. The
documents peltain to the findings discussions and
determinarions of the contracting parties comprlslng

GATT. nged Hreormnr frOmdoin ; Cltre v Ly Fype.

' 2 C 2. Permanent - Retire to BTRS when no longer

/1D =

needed for current business and transfer

cAY = & 1~  to WNRC 2 years later. Offer to the National

Archives 20 years after transfer to WNRC.

394. Organization for Fconomic Cooperation and Development
(OECD}Documean ~ This 1is a set of one copy of each document

issued by OECD including those of twenty-two working groups.
These papers are used by the professional staff to keep
abreast of development of other countries and to appro-
priately reflect these dpvclopments in a position on
internationgl trade that is most favorable to the U.S.

Asnp ol % Alocer Mo © A tfon e deny /‘7/‘—'

Permanent - Retire to BTRS when no longer

/D St needed for current business and transfer

/) c& to WNRC on year later. Offer to the

Nationat Arcnives 20 years after transfervr
to WNRC.

395. International Monetary Fund (IMF) Documents =~ These
are coples of annual review of the funding of member
nations and their balance of payments position. These
documents are studied by specialists to determine the
impact of the funding and balance of payments positions
of other countries on the international trade of the

United States.

Dispose of individual documents when the
next annual issues are received.
\

396. GATT Committee on Balance of Payments Documents -
This is a set of one copy of each document issued by the
committee showing what transpired at the meetings including
digcussions, consultations, findings and determinations.

74 SAocoptenSpmbers | /) LR pitd s A&/ﬁoj %cwy

Permanent. Retire to BTRS when no longer needed

_0*’25‘: { for current business and transfer to WNRC 2 years

I
o

later. Offer to the National Archives 20 years
after transfer to WNRC.
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397. GATIT Press Releases - This consists of one copy of
each press release issued by GATT. They are used by the
professional staff to keep informed of current inter-
national trade developments in other countries that

may require some alternation of the U. S. position in
the future.

Dispose of individual documents or contents
of file folders when 5 years old,

398. GATT Cotton Textiles Committee (COT) Documents -~
This consists of one copy of documents issued by the
committee including agreements between the U, S. and
other countries; agreements of other countries among
themselves for tradg of cotton textiles and other
related papers. %/ a&/?dMWU-&'/L,., Arcew men O
Number | Horevndin) Ly Cown i

Permanent - Retire to BTRS when no longer
4? needed for current business and transfer
N to WNRC 2 years later. Offer to the
w - National Archives 20 years after transfer

to WNRC,

c
'

399. Environmental Pollution Control Subject File - This
contains incomlng and outgolng documentation of proposed
legislation for pollution control having an international
aspect; other government efforts in offsetting pecllution
control costs; economic impact on pollution control;
pollution control programs of foreign governments, and
cooperative programs and pollution control standards.
These papers are collected or generated in the process

of determining the amount of increased costs of commodities
represented by the portion of industries pollution control
costs that is passed on to the consumer. The objective

of this determination is to devise standards and arrange-
ments for a degree of international pollution control
harmonization so that the products of U. S. and other
countries in international trade do not become dis-
advantaged, which might result in trade barriers such

as higher tariffs, special taxes, and the like.

Retire to BTRS when 5 years old, (meove active
folders forward to new file), transfer to
WNRC one year later. Dispose when 10 years
old.
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400. Generalized Tariff Preference Study = Under a
plan developed by United Nations,certain developed
countries have submitted plans to give developing
countries tariff preferences. These plans have now
reached the point where the respective developed
countries are beginning to implement them by the
introduction of enabling laws in their respective
legislative bodies. Before such legislation 1is
submitted to the Congress it is necessary to know
that the developed countries are equally sharing
the burden of these tariff preferences,

As a member nation the U. S. receives copies of GATT

tapes containing import data that can be used to ascertain
the level of burden shared by each participating developed
country,

From the GATT tapes subset tapes have been written to

show percentage of the total U, S. Imports from developing
countries that would be eligible for tariff preference.
The same percentages are calculated for other developed
countries,

Printouts are produced containing the aggregate of import
data to be further analyzed for preparation of the
necessary legislation. These printecuts will be super-
seded in the form of & summary analysis after the
preparation of the appropriate legislation.

a, Preliminary Printouts - Dispose when 2 years
old.

b. Subset Tapes -~ Scratch one month after
printout run has been completed.

c. GATT (Master) Tapes = Scratch when superseded
by a new generation master (GATT) import data
tape.

(Punch Cards)

401, Punch Cards on which are transcribed import data
for computer input.

Dispose one month after receipt of the
related printout. :
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Industrialized Nations Division

Office of the Director

402. Industrialized Nations Subject File -~ These files
cover the numercus activities and interventions that
governments undertake to foster high-technology industries,
strengthen basic industry, accelerate economic develop-
ments, and make manufactured products more competitive
throughout the world,

It consists mainly of airgrams, cablegrams, foreign
newspaper clippings, state department memoranda, press
releases, informational reports from foreign based
agencies. File contains such notable headings as
Agriculture and Fisheries, Aid, Aviation, Economic
Affairs, Economic Integration, European Community,
Trade Agreements, Organizations and Conferences,
Environment, Standards Harmonization, Finance, Energy,
Transportation and Communications.

Start a new file every 5 years, move active
files forward and retire all others to BTRS.
Transfer to WNRC one year later and dispose when
10 years old.

403, Country File -~ This consists of incoming and outgoing
airgrams and cablegrams and some position papers generated
by the Division. The file contains documentation related
to the economic and trade features of specific countries.
The file is arranged by country and thereunder by subject.

Start a new file every 5 years, move active
file forward and retire all others to BTRS.
Transfer to WNRC one year later and dispose
when 10 years old.

404, European Community Files - File contains data
relating to the regional grouping of nine European
countries that are proceeding with economic integration.
The countries in the community are: Ireland, France,
Germany, Italy, Belgium, Luxembourg, Netherlands, Denmark,
and the United Kingdom.

The file is arranged alphabetically by subjects, and
contains such records as airgrams, cablegrams, bulletins,
press releases, and correspondence relating to the EC
activities.
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Start:. new file every 5 years, ‘re
active file forward and retire all
others to BTRS. Transfer to WNRC one
year later and dispose when 10 years

old.

405. Industry Sector Advisory Committees -~ These are
advisory committees’ reports on foreign trade as related
to such industrial sectors as automobiles, chemical

and chemical products, rubber and plastics, leather and
leather products, stone, clay and glass, metal and
minerals. )

This file is considered to have long term historical

value because it captures the input of the committees
which have been established under law.,éﬁzv?vufcvﬂ—
&//W u.,u,y Corrpt ym o

Permanent. 'Retire to BTRS when no longer

Z/ZD:; QLC.Zv needed for current business, and transfer
AN to WNRC 2 years later. Offer to National
71 ‘ Archives when 15 years old.

406. Briefing Papers - This is background data developed
for meetings between U.S. and foreign officials., Briefing
papers primarily provide the definition of problem, -
suggested strategies, background on participants, economic
and trade data.

The fiie may aiso include position papers, agenda and

mingtes of me t%zéijbsummary and comments on meetings.
M—R—f‘cé z- .

Permanent - Retire to BTRS when they have

JTDs 2 ;;/CA served their purpose and transfer to WNRC

en’

one year later, Offer to National Archives

D when 15 years old,

407. Administrative Subject File ~ Contains office
copies of housekeeplng papers on such matters as budget
submittals, purchase requisitions, personnel, training
authorizations, job descriptions, press releases,
speeches, and travel vouchers.

Dispose when 2 years old.

408. Correspondence File ~ This consists of one copy
of each incoming and outgoing memoranda and letters.
Papers filed in chronological order.

Start a new file every year and dispose when
5 years old.
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Canada-Western Lurcpe Staff

. 409. Program and Policy File - This file contains
documentation relating to the development and
application of trade programs with Canada. It
contains program papers pertaining to biographical
data on Canadian representatives, briefing material
for VIP meetings, Canadian~American Committee, Economic
Council of Canada, country profile and action plans
developed by the staff.

Start a new file every 5 vears, move active
file forward and retire all others to BTRS,.
Transfer to WNRC one year later and

dispose when 15 years old.

410. Special Trade and Economic Program File - Contains
program and policy documentation relating to U.S.-Canadian
trade affairs. Concerns such subjects as joint U.S.
Canadian Committee on Trade and Economic Affairs, briefings
for Secretarial Officer visits to Canada, Canada-U.S.
Interparlimentary Group meeting summaries, Executive
Visits~Secretary of Commerce and the President, Trade
Policy Cases, and Industry Sector visory Reports for
Multilateral Trade Negotiations. wcepel Ly s2odyeeT

/ Permanent - Retire to BTRS when 10 years old

Y= Z C. y

‘ 2w and transfer to WNRC one year later. Offer
/%H/’ to National Archives when 15 years old.

411, Canadian Trade Finance Subject File - Contains
documents pertaining to export financiling and insurance,
balance of payments, banking and foreign investments.
Records consist mainly of airgrams, cablegrams, and
related memorandums.

Start a new file every 5 years and retire
to BTRS one year later. Dispose when 5
years old.

412, Canadian Multilateral Trade Subject File - This
file consists of documentation pertaining to tariff and
trade committee meetings, and summariés and analyses of
non~tariff measure positions. Multilaterial trade
meetings are held at up to ten-year intervals. For
working purposes records must be maintained in the office
until the next meeting.

Start a new file every 1l years, move active
files forward and retire 1ll others to BTRS.
Transfer to WNRC one year later, and dispose
when 20 years old.
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413, Canadgaan Automcbile Agreement - ‘pers in this
file are g rated in the conduct of aomobile trade
negotiations between U.S. and Canada. Notable headings
in the file are remission schemes, hearings and agree-
ments, policy debates, comprehensive consultations and
reviews, marketing, employment, and statistics.

Start a new file every 5 years, move active files
forward and retire all others to BTRS. Transfer to
WNRC 2 years later, and dispose when 10 years old.

414, Canadian General Subject File - This file contains
incoming and outgoilng correspondence and airgrams and
cablegrams. File contains such subjects as agreements,
Canadian=U.S. relations, labor economics, fuels and
energy, foreign trade and commodities.

Start a new file every 5 years, move active files
forward and retire all others to BTRS. Dispose
when 2 years older.

415, Spain, Portugal, Greece, Nordic Files - Contains
data on most phases of each country's economy and trade
relations with the U.S. and other nations. File pri-
marily made up of cables, airgrams, policy and posi=-
tion papers, IMF reports and correspondence. File
divided into such subjects as; economic developments,
financial developments, restrictive trade practices,
regional economic developments (including trade agree-
ments), etc.

Start a new file every 5 years, move active files
forward and retire all others to BTRS. Transfer

to WNRC one year later and dispose when 10 years

old.

416, OECD (Organization for Economic Cooperation and
Development) File - Contains data on 1ssues in economic
and trade field being considered by OECD committees as
well as summary cables of committee meetings. Also con=-
tains briefing books prepared for commerce delegates to
OECD meetings.

a, Start a new file every 5 years, move active
papers forward, retire policy and position
papers to BTRS, and dispose of all others when
they have served their purpose.

b. Transfer policy and position papers from BTRS
to WNRC after one year, and offer to the
National Archives when 15 years old.
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417.- Country (Austria, Malta, Switzerland and Yugoslavia)
Files - Contains information on issues and developments in
the economies and trade relations of these countries as
well as corresponding micro and macro statistical data.

The files are organized according to the State's Records
Classification Handbook into several subjects such as;
Economic Affairs (General), Finance, Foreign Trade,
Industries and Commodities and Special Topics such as
Science and Technology.

The files are made up of cables, airgrams, State
Department memoranda, newspaper clippings, magazine
articles, press releases, policy and position papers,
IMF reports and correspondence,
Start a new file every 5 years, move active
files forward and retire all others to BTRS.
Transfer to WNRC one year later -and dispose
when 10 years old.

418, Yugoslavia Briefing Book -~ Briefing book prepared
for the October 1973 Visit to Yugoslavia by Secretary of
Treasury Shultz, and Secretary of Commerce Dent. The
book contains schedule of meetings, biographical data

on meeting participants and dignitaries, and 38 back-
ground and position papers on U.S.-Yugoslav economic

and trade relations.

. 2" 4 ondora. Feemanen
ym= @) 2 é‘:; Retire to BTRS 3 years after meeting,
qr e transfer to WNRC 2 years later, and offer

grl=

to the National Archives when 20 years old.

419, UN (United Nations) Files - These files cover the
activities of the ECE, (especially the Committee on
Development of Trade, and the issues connected with
Industrial Cooperation in the ECE region), UNIDO, UNCTAD,
UNCITRAL, and some aspects of the Law of the Sea Conf-
erences (LOS). In addition, file contains ECOSOC papers
that go back to early stages of the Commission's activities.
The files are organized according to the UN Documentation
Handbook and the State's Record Classification Handbook
(Special Instruction; International Organizations and
Conferences). They consist of UN documents, press
releases, position papers, and some early UNCTAD

briefing books.
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Start a new file every 5 years, move
active files forward, and, retire all

. others to BTRS. Transfer to WNRC one
year later and dispose when 10 years
old.

East-West Trade

420. GATT (General Agreement on Tariffs and Trade)
File - Contains information on the accession of several
East LEuropean countries to GATT. Records cgnsist of

cables, airgrams, and background papers. el
e veepun b
(&) tart a new file every 3 years, move

active papers forward, and retire

inactive Policy and Position papers

to BTRS and dispose of all others when

they have served their purpose.

[Rolim #E T

(b) Transfer Policy and Position papers from
_ / BTRS to WNRC after one year, and offer to

)P = 272C A the National Archives wgen 15 years old.
gﬁ'l/’, / C'ﬂ-

421, Country Files (U.S.S.R., Bulgaria, China, Czechoslovakia,

(but not Fast (Germany), Hungary, Poland, Romania). ~- Contains
general and national information on issues and developments
bearing uvnon the growth of East-West Trade. These are

. "historical files", predating and continuing the issue
of economic '"rapprochement' between the U.S. and the
countries of Eastern Europe. They were left with IND/
OITP long after BEWT was organized. They consist of
cables, airgrams, press releases, background papers, and
CIEP studies.

(a) Start a new file every 3 years. Move active
papers forward, send policy and position
papers and files on issue of economic
"rapprochement' between U.S. and East
European Countries to BTRS, and dispose
of all others when they have served
their purpose.

(b) Transfer Policy and Position Papers and
files on U.S.-~-East European economic
rapprochement issue to WNRC after one
year, and offer to the National Archives
15 years later.
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Japan Staff

422, Japan Trade Policy Subject File - File contains
documentation pertaining to U.S. economic and commercial
relations with Japan, New Zealand, Australia, and South
Africa. File contains such subject headings as
agriculture, economic affairs, finance, investments,

fuel and energy, foreign trade industries and commodities,
labor and manpower, policy studies, and science and
technology, and trade promotion.

Records in this file are primarily made up of short
term papers having an application value of not more
than two years. Papers consist of newspaper clippings,
airgrams, cablegrams, press rcleases, bulletins and
memoranda.

Start a new file every 5 years, move
active files forward and dispose of
all others when they have served their
purpose.

423, Briefing Books -~ These are briefing books

prepared by the staff in preparation for meetings with
Japanese dignitaries and trade officials. Briefing
materials cover such items as location of meeting,
biographical data on meeting participants and dignitaries,
meeting agendas, backgrcund data on discussion topics,

and planned or suggested strategies;éégiﬁerial ept in
loose~leaf binders ﬁy’meeting name, '*ﬁyéf Za/e

w e/ Ly #7

€ D precHFiay.

and, Permanent - Retdf e to BTRS 3 years after

meeting and transfer to the WNRC 2 years
later. Offer to the National Archives
when 20 years old.

European Community Staff

424, European Community File - File is made up of
records pertaining to the bloc Oof countries that
comprise the European Community - France, Germany,
Italy, Belgium, Luxenbourg, Netherlands, Denmark,
Ireland, and the United Kingdom. Information in

the file concerns the Community's efforts to improve
the trade position of its membership through such
programs as the "Rules of Origin'" (product free of
tariff in Community if totally or largely made by

one or more of the member countries.) Records consist
of hearing reports, industry studies, community history,
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‘ cables, airgrams, copies of agreements, copies of
rules, State Department memos, newspaper clips, press
releases and similar papers,

At the end of 5 year period:
a. Move active papers forward.

b. Retire inactive Policy and Position papers
to BTRS and transfer to WNRC one year later.
Offer to the National Archives when 15
years old.

c. Dispose of all other papers.

425, (European Economic Community) EEC Country File -
(France, Germany, ltaly, Belgium, Luxenbourg, Denmark,
Netherlands, Ireland, and the United Kingdom) - Contains
data on all phases of each member country's economy and trade
with U.S. and other foreign nations. File primarily made
up of cables, airgrams, State Department memos, newspaper
clips, magazine articles, press releases, policy and
position papers, IMF reports, and correspondence. File
divided into such subjects as Economic Affairs, Finance,
Industries and Commcdities, Political Affairs, and

' Foreign Trade.

At the end of each 5 year period:

a. Move active papers forward.

b. Send inactive Policy and Position Papers to
BTRS and transfer to WNRC onc year later.
Offer to the National Archives when 15
years old.

c. Dispose of all other papers.

OFFICE OF INTERNATIONAL FINANCE AND INVESTMENT

Office of the Director, Deputy Director
and Assistant Director

This Office is responsible for the formulation and
implementation of programs in the fields of international
finance, business practices, and investment.
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By delegation of authority from the Director, each

of the Division Directors has planning and direction
responsibilities for his specific program, subject

to review by the Office of the Director. Consequently,
very few cfficial file copies are retained in this
office, since the Divisions are responsible for main-
taining the official files for the programs under their
respective jurisdiction.

426. General Subject File - This contains copies of
papers collected or generated by the Director, Deputy
Director and Assistant Director in the process of
giving executive direction to the various component
divisions of the office which deal with international
finance, international monetary affairs, foreign
business practices, investment policy and services.

The file contains the official record copies of papers
prepared by the Director and his immediate staff, However,
the record copies of all other papers pertaining to the
functions for which they are responsible are maintained

in the Divisions. For the most part the papers found in

this file document an overview of the international finance,
monetary and business environment. Although the information
in this file is almost entirely duplicated by the files in
the Division, this file has value for a reasonable period
of time because it represents a compaction of the actions
of the Director and his immediate staff.

Move active files forward and retire
inactive files to BTRS at the end of
every 2 years and transfer to WNRC 1
year later. Dispose when 10 years old.

427. Administrative Subject File - This contains office
copies of the usual housekeeping papers on such matters

as arrangements for meetings, budget, conference rooms,
parking spaces, personnel actions, requisitions for
services and things, routine or transitory correspondence,
productivity reports, training, travel, with assignments
and the like. The file also contains copies of regulations
and other directives and papers pertaining to the internal
conduct or operation of the program.

a, Personnel Name Case Files - Dispose 6 months
after separation of employee.

b. All Other Papers - Dispose when 2 years old.
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428. Chronological File - This consists of a copy
of each outgoing item maintained for the convenience
of reference. This file does not contain yellow

copies of correspondence.

Dispose when 2 years old.

429. Circulating Reading File - This consists of one
copy of each outgoing item collected and circulated
among staff members for their information.

Dispose when 1 month old.

430. Technical Reference File - This contains copies of
printed and processed material and duplicate copies of
correspondence, studies and technical papers in the
field of internaticnal finance and investment. They

are arranged alphabetically by subject.

Dispose of individual documents or contents
of file folders when they have served their
purpose.

Foreign Business Practices Division

The Division participates in the development of policies
and legislation to provide favorable U.S. tax treatment
of exports consistent with other national objectives and
international undertakings, and in the promotion cf
exporter awareness and use of tax benefits.

It insures that antitrust policies do not impede U.S.
exports through participating in the formulation of
policies in the restrictive business practices field.
The Division also promotes the formulation of Webb-
Pomerene (Export Trade) associations,

The Division helps protect U.S. Patent and Trademarks

rights abroad so that their unauthorized use does not

result in the loss of foreign markets for U.S. exports
or inhibit vigorous export promotion by U.S. firms.

It provides information to assist businessmen in licensing
their technology and know~how abroad.
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It seeks to insure that U.S. policies reflect a
realistic assessment of the impact of the transfer

to technology on the U.S. economy.

It assesses developments in foreign laws affecting

U.S. commercial interests abroad and encourages foreign
governments to eliminate provisions in legislation which
unreasonably impairs or discriminates against U.S. interests.

It promotes the development of international commercial
arbitration facilities and their use so that U.S. business-
men will have a convenient alternative to costly litigation
for resolving trade and investment disputes with their
foreign service associates.

It helps identify products where international standardi-
zation is important to trade and participates in activities
of private and governmental groups to draw up principals

to govern the harmonization of international standards

and certification systems.

431. Program and Operations Subject File - This contains
copies of incoming and outgoing correspondence and collected
printed and processed secondary source materials on all of
the activities and subject areas for which the Division

has responsibility. The file contains copies of recommen-
dations, reports and studies prepared for the use of

higher authority in determining the position or policy

of the Department or U.S. Government on selected foreign
business practices.

The papers in this file are arranged alphabetically by
subject and they constitute an essential worktool for

the professionals concerned. After they have served this
purpose they appear to have no further value, since the
information in the studies, reports, and related papers
is essentially duplicated in an official issuance at
higher level, or the information is available in other
sources,

Retire inactive files to BTIRS at the
end of every year, transfer to WNRC
1 year later and dispose when 10
years old.
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432, Chronological File - Prior to Decwtmber 31, 1973

the yellow copy of outgoing items with the related
incoming item has been maintained in this file. After
January 1, 1974 this practice will be discontinued and

the yellow copies of all outgoing items will be filed

in the appropriate folder in the Program and Operations
Subject File described above., Thereafter, a copy of each
outgoing item on manifold tissue (any color except yellow)
will be maintained in a chronological arrangement for
convenience of reference,

a. Yellow Record Copies Dated Prior to
December 31, 1973 - Retire to BTRS
and transfer to WNRC. Dispose when
10 years old.

b. Chronological Copies Dated After
January 1, 1974 - Dispose when 1
year old.

433. Country Files ~ This contains copies of incoming
and outgoing correspondence generated by the Division
with quantities of printed and processed secondary
source materials pertaining to each foreign country
with which the Division is concerned.

The information in these papers is essentially duplicated
in documents maintained at a higher level or in other
sgurces,

Retire inactive files to BTRS at the end of every
year, transfer to WNRC 1 year later and dispose
when 10 years old.

434, Administrative Subject File - This contains office
copies of housekecping papers on matters such as arrange-
ments for meetings, budget, conference rooms, field
service, production reports, personnel, requisitions,
time and attendance, training, travel orders, work
crders, work assignments and the like.

Dispose when 2 years old.
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(Licensing and Patents Program)

435, Patents, Trademarks, Copyrights and Other

Technical Property Rights and Licensing File - This
contains copies of incoming and outgoing correspondence,
airgrams, telegrams, and printed and processed material
containing data on the laws, regulations and business
practices of foreign countries on patents, trademarks,
copyrights, other technical property rights and licensing
that have an advantageous or adverse effect on U.S. firms
desiring to establish a plant in a foreign country.

This information is used to advise and assist U.S., firms
relative to problems they encounter abroad on piracy of
rights and unfair trade practices. The data is also
analyzed and used to prepare forecasts and position
papers for the use of higher authority in making new

or alternative policies and for their use in negotiating
a widening spectrum of international agreements on the
transfer of intellectual property rights.

These papers are arranged alphabetically under country
names, The papers concerning each country are filed in
separate folders for (1) laws and regulations (2) corres-
pondence, reports and position papers,

a. Laws and Regulations - Dispose of
individual documents or countents of
file folders when superseded.

b. Correspondence, Reports and Position Papers -
Move active files forward and retire all
others to BTRS at end of each year. Transfer
to WNRC 2 years later. Dispose when 25 years
old.

436, International Agreements on the Transfer of
Intellectual Property Rights - This contailns 1ncoming

and outgoing correspondence with related printed and
processed material relating to the transfer and protection
of intellectual property rights under international
agreements.

The data in this file are analyzed and used in the prepar-
ation for and negotiation of such agreements which are

the concern of a host of international organizations that
convene numerous conventions to bilaterally consider
universal problems in the field.
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The position and other papers generated by the
. professionals concerned are interfiled with
secondary source material.

Position and Others Papers Generated

by the Staff ~ Move active files forward
and retire all others to BTRS at the

end of every 5 year period. Transfer

to WNRC and dispose when 25 years old.

International Monetary Affairs Division

The Division analyzes and advises on important inter-
national monetary developments and problems and on the
relationships between these and the Department's concerns
with foreign trade, foreign investment and the balance of
payments, so that policies and programs in the latter
areas can be formulated and carried out with adequate
consideration of their monetary aspects.

Specifically, the Division is concerned with developments
relating to the international monetary and payments system,
proposed reforms of that system, balance of payments
difficulties, exchange rates, currency crises, international
reserves, international credit markets, price levels in
different countries, the policies of the International
Monetary Fund, and other international economic develop-

. ments which relate closely to the fcregoing.

437. Program Subject File - This contains record copies
of all papers produced in the Division pertaining to
international monetary affairs including incoming
correspondence with related replies, reports, studies,
projections, recommendations and similar analyses.

The papers are arranged alphabetically by subject.
Printed and processed material, workpapers and similar
material generated or collected as a data source, or
to serve transitory purposes are not placed in this

file,
Start a new file every five years, retire
to BTRS and transfer to WNRC 1 year later.
Dispose when 20 years old.
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438. Committee File -~ This contains copies of papers
created by members of the staff who are members or

" participants in committees cor organizatjons concerned
V%&i‘pt%timle}ary affairs., wprd @)%(/dmmz#etJ

Z2MANGUY

UTD”'2;9¢ YA . y - Retire to BTRS
e when no longer needed for current A Ao
s 2w business and transfer to WNRC. 0 /&

26 Yearv L8,
439, Administrafive Subject File - This contains office
copies of housekeeplng papers on such matters as activity
reports, arrangements for conferences and meetings,
budget, general administration, personnel, requests for
things and services, space, time and attendance, training,
travel, work assignments and the like.

Dispose when 2 years old.

440. Technical Informaticn Subject File - This contains
copies of typescript, printed and processed material
and telegrams collected from a large number of sources
used as a source of technical data on a wide spectrum
of international monetary and related subjects. The
file also contains workcopies of papers created by the
Division to serve a transitory purpose. Record copies
of papers documenting a substantative action of the

‘ Division are not filed in this file.

Dispose of individual documents or
contents of file folders when they
have served their purpose.

International Finance Division

The Division has three prime functions, as follows:

(1) Participates in formulation and implementation
of policies to insure that U.S. exports are
provided financing comparable to that of
other trading nations,

(2) Participates in formulation and implementation
of policies relating to U.S. and multilateral
foreign assistance to insure that U.S. commercial
interests are appropriately weighed, and

(3) Participates in analysis, development and

review of measures to achieve balance of
payments equilibrium,
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More SpeciJ,ally, staff members share.n review of
Government assisted export financing and foreign
developmental leuding policies and transactions

through participation in activities of the National
Advisory Council on International Monetary and

Financial Policies, Development Loan Committee,
Export~Import Bank Board of Directors, Export Expansion
Advisory Committee, and Board of Directors of Overseas
Private Investment Cerporation. The staff also
continuously examines and compares U.S. and foreign
credit financing programs, consults business as to

needs for improved financing arrangements; recommends
and supports appropriate policy and legislative changes;
participates in OECD efforts to avoid unfair and excessive
national export financing arrangements.

The Division maintains its official files at a file
station in the QOffice of the Director.

441.. International Finance General Subject File - This
contains documentation of all programs and activities
of the Division. The file is composed of six major
subgroups as follows:

o Administrative ~ This file contains housekeeping
papers. These are office copies of papers on
subjects and things such as boost file, budget,
comnercial officers conferences, foreign service
reporting (general); DIB and OCFP functions,
briefing papers on policy issues, work programs
and staffing, IFD functions, monthly and other
activity reports, operating procedures, personnel,
requests for keys and other things, security,
time and attendance, training, travel and the
like.

o Agency - Comprised of copies of papers
generated or collected by staff members
concerning the transactions of various
committees and organizations having
responsibilities for international finance
such as the National Advisory Council,
Development Loan Committee, and Development
Loan Staff Committee. More specifically,
the papers found for each agency include
agenda, minutes, reports, studies, and a
host of related papers on the transactions
of the organization.
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o International Agency - Contains the same
kinds of papers; as those described above
under Aconex_for international bodies such
as Asian Development Bank, Development
Loan Committee, Development Loan Staff
Committee, GATT, International Monetary
Fund, International Bank for Reconstruction
and Development, International Development
Association, Inter-American Devel opment
Bank, International Finance Corporation,
Organlzatlon for Economic Cooperation
and Development, Development Assistance
Committee, Export Credits and Guarantees,
and United Nations.

o U.S. Agency ~ Contains the same kinds of
papers as those described above pertaining
to activities of U.S. agencies involved in
international finance, such as, Agency for
International Development, Department of
Agriculture, Department of Defense, Export-
Import Bank, Federal Reserve Board, and
Department of Treasury.

o Technical Subject - Contains copies of
papers collected or generated by staff members
that centain infeormation on a great variety
of international finance subJect areas or
organizations. Specially significant subject
areas include: Balance of Payments, Debt
Studies and Problems, Debt Relief Operations,
Export Expansion Fund, Export Financing of
other countries, Foreign Aid policies and
procedures, Investment -~ Foreign, Investment
Guarantees-U.S., and Textile and other
industry Problems.

o Country - Contains printed and processed
material, loan documents, telegrams and
some papers created by the staff relating
to international financial status of
foreign countries. This file is arranged
alphabetically py country.
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(a) Administrative - Dispose when 2
_ ears old.i

Zé/é% (b} "Agerncy ~ Pérmanent - Move active

b Tiles forward and retire all others
to BTRS at the end of each year and
transfer to WNRC. Offer to the
National Archives 20 years later.

<z C’fZ/”ﬁﬁl/ International Agency - Permanent -

\

Move active file forward and retire
all others to BTIRS at the end of
each year and transfer to WNRC.
Offer to the National Archives 20
years later,

(d) U.S. Agency - Move active files forward
and retire all others to BTRS at the
end of each year. Transfer to WNRC
and disposé when 10 years old.

(e) Technical Subject -~ Move active files
Torward and retire all others to BTRS
at the end of each year. Transfer to
WNRC and dispose when 10 years old.

(f) Country ~ Retire to BIRS when no

longer peeded Tor current business
and dispose when 3 years old,.

Investment Pélicy Division

The Division prepares and publishes studies on the
nature, trends, and economic impact (employment, trade,
balance of payments, economic development) of foreign
investments by multinational companies; assesses the
policy implications; fecrmulates recommendations on
policies, programs, measures and legislation bearing

on such investments., Participates in investment analyses
and policy deliberations of international organizations,
including the OECD and the International Labor Organi-
zation (ILO).

442, TForeign Investment Subject File - This contains
incoming and outgoilng correspondence and quantities of
printed and processed material, foreign service reports
(airgrams and telegrams) pertaining to American invest=-
ments abroad and foreign investments in the United
States and related subjects. Special emphasis is
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placed upon multinaticnal corporations in the file,
Also included are the usual housekeeping documents
covering such matters as budgct, arrangements for
meetings, personnel, requisitions, travel and the
like,

Arranged by geographical regions alphabetically by
country.
a. Administrativeior Housekeeping Papers -
Dispose when 2 jyears old.

b. All Other Papeﬂs - Dispose when superseded
or obsolete,

443, Studies, Reports, Analyses and Recommendations -
This is a record set of one copy of each such end-product
paper submitted to higher authgrity for purposes of
policy or decision making. @y el /ﬁ@“49%k9f7

Permanent - Retire to BTRS when no longer
needed for current business and transfer

to WNRC 2 years later. Offer to the National
Archives 20 years after transfer to WNRC.

444, TInternational Econcmists Subject File - There are
several 1nternaticnal economists 1n the Division each cof
whom is assigned a geographic area such as the Third
World Countries, South America and Europe. Each of the
economists is responsible for monitoring and analyzing
American investments in his area and investments from
that area in the country.

In the process of making these analyses and determina-
tions each of the eccnomists accumulates or generates the
same types of papers on the same subject area as are
found in the Foreign Investment Subject File.

The substance of these papers is captured in the repcrts
and studies described above and earmarked for permanent
retention,

Dispose of individual documents or

contents of file folders when super-
seded or obsolete. -
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Transportation And Insurance Division

The Division is responsible for furnishing policy
guidance on the formulation of new international
rules to rcguldte the liability of air, ocean, and
intermodal carriers for loss or damage to goods,
including preparation of the rationale for the need
for substantial increases in existing carrier
liability limits for goods in containers. Specific
functions includes: i
o policy gu1dauce on measures to counteract
protectionist insurance policies of foreign
countries,

o preparation of Department's position on
regulation of international container
traffic.

o development of internationalhshipping
legislation. .

o preparation of policy guidance on disparate
freight rates, and law of the sea issues,

o working with international organizations to
standardize the gauge of railroads, and to
establish ”q"form trucking regulations for
major 1nternatlonal highways.

o working with international organizations to
adopt a standard airbill, and to establish
an international aviation organization,

o publication of Free Trade Zones Abroad, as
necessary, to call to the attention of U.S.
exports the particulars of the operation of
the zones.

o answering requests from Government officials
and U.S. exporters.

The Division is not directly concerned with individual
rate.making transactions, but rather in establishing the
policy approach based on an a1a1y51s of rates, practices,
and other factors of transportatlon and insurance hav1ng
an effect on the competitive position of the U.S. in
international trade.
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445. Transportation Country Files -~ This contains a
folder filed alphabetically fcr each country in which
quantities of informational material pertaining to the
subject countries are filed. The papers pertain to the
transportaticn practices and problems of the subject
country. Copies of position papers, reports, and
evaluations prepared by the Division are also in the
file along with transmittals and other routine papers
generated by the office or received from other elements
of the Department or government,

The bulk of these papers|is used for informational

purposes ouly and has ajshort term value. The same )

applies to the routine dbcumentation.,4§Zf24€7‘4‘§<2°“”ﬁyyf
A4 ,/7, datf<. :

(a) Position Papers, Reports, Evaluations

.ﬁ?cugﬁ and other than routine correspondence.
_%gzggggnt - Retire to BTRS when no
//G~/L onger needed' for current business and

transfer to WNRC one year later. Offer
to the National Archives 20 years after
transfer to WNRC.

(b) Informational and Routine Papers =~ Dispose
when 3 years old.

446. Insurance Country Files - These contain papers
arranged alphsbetically by the names of Iforeign countries
v T ~d = d e ~ . e

pertaining to insurance regulations, restrictiomns and
practices of each foreign country that affect U.S.
insurance companies operating abroad, and U.S. investors
in foreign countries,

Most of the papers are informational copies such as lists
of insurance companies'statistics and similar items.
However, copies of U.S. positicn papers, reports, laws,
regulations, evaluations and supporting papers are
included in the file. The remainder of the papers serve
only as a worktool and are of short-term value.

(a) U. S, Position Papers, Laws, Regulations,
Reports, Evaluations and Supporting

/Q/CZAZ Papers. Permanent - Retire to BTRS

when no longer needed for current business,

é; /uﬂ transfer to WNRC one year later. Offer

to the National Archives 20 years after
transfer to WNRC,

(b) All Other Papers - Dispose when 5 years
old.
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447. Insurance Subject File - This contains incoming

. and outgoing correspondence, reports, evaluations, and
related papers concerning speciiic types of insurance,
international insurance practices, international
insurance markets and international underwriting
policies.

The papers are arranged habetically by subject and
they contain information, used for precedents in problem
solving. Accordingly, they appear to have significant
long term value for research needs above and beyond

their usefulness for operating purposes.

_ /, Permanent - Start a new file every
[/l)c ;/’/4 ‘Z 10 years, Retire to BTRS one year

.l later and transfer to WNRC 2 years
é%afcf / €~ later. Offer to the National Archives
20 years after transfer to WNRC.

448, TFree Trade Zones and Customs Privileged Facilities
Abroad File - This file contains papers relating to the
regulations and practices of free trade zones with respect
to facilities available, operations authorized, and
potential uses by U. S. exporters. The papers are
arranged alphabetically by cocuntry, thereunder by zone.
They are primarily used to prepare the Free Trade Zones

the information current. | The papers are also used to
. | .
answer requests for information.

Dispose when 10 years old.

449, Ocean Shipping Subject Files - These contain
documentation of the division of trade between two
countries, flags of convenience, U, S. and foreign
maritime labor problems (dock strikes, union treatment
of containers and LASH vessels, shipping legislation
and cargo preferences). These papers contain basic
data used for determination of the U. S. position and
policy on ocean transportation.

Segregate inactive folders every 3 years,
and retire to BTRS. Transfer to WNRC one

year later and dispose when 15 years old.
|
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450. Aviation Subject File ~ Documentation of
reciprocity agreements between U. S. and other
countries, air carriers liability for passengers

and freight under the Warsaw Convention, airway
bills and of international aviation organizations.
The file also contains the U, S. position and policy
papers on air transportation developed from the
supporting data which are included.

Segregate inactive folders every 3
years, and retire to BIRS. Transfer
to WNRC one year later and dispose
when 15 years old.

451, Facilitation File - This contains papers on
the standardization and simplification of international
trade procedures, documentation and customs practices,

Segregate inactive folders every 3 years,
and retire to BTRS. Transfer to WNRC one
year later and dispose when 15 years old.

452, Law of the Sea File - This contains papers on
sea bed mineral extraction (mining manganese, cobalt,
nickel, etc.) oil pollution, territorial waters,
safety and international organizations concerned with
the Law of the Sea, The file also containg papers
produced in preparation for international Law of the
Sea meetings.

Segregate and retire inactive folders
to BTRS when 5 years old. Dispose
when 7 years old.

453, International Organizations File ~ This contains
copies of reports and other papers relating to inter-
national organizations (OECD, UNCTAD, GATT, ECE and

ECAFE) concerned with international transportation

and insurance. Most of these papers are copies of
agenda, minutes of meetings, reports, task force

papers, and the like created by the various organizations.

Dispose of individual documents or contents
of file folders when superseded, or when they
have served their purpose, whichever is sooner,
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454, Highwg Subject File - Documenta!on of
international highway transportation including
standardization of road signs, trucking regulations,
major international highways and similar matters.

Dispose of individual documents or
contents of file folders when 3
years old.

455. Railway Subject File - Documentation of
international organizations’ work on gauge standardi-
zations, facilitation rail equipment movement and

U. S. export rail rate problems.

Dispose of individual documents or
contents of file folders when 3
years old.

456. Administrative Subject File - This contains
office copies of housekeepilng papers on such matters
as budget, conference rcoms, personnel actions,
requisitions for supplies and services, time and
attendance reports, space, travel and the like,

Dispose when 2 years old.
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BUREAU OF DOMESTIC COMMERCE

Office of Deputy Assistant Secretary

457. DProgram and Operating Subject File - The Deputy
Assistant Secretary as the head of the organization
provides leadership and executive direction to all
components of the Bureau and has genesral responsibility
for and oversight of all its activities.

The Deputy Assistant Secretary retains copies of only
those papers which he personally generates and copies
of those submitted to him on which he takes some
substantive action, or in which he has some special
interest. Record copies of all other papers handled
in his office are maintained at the office or division
level as appropriate.

The file contains documentation on program plans, policy,
position papers, and cisions on a rca varJety of
operating matters. 27y 424 /9 ‘

7 c,#; Permanent -~ Retire inactive files to ETRS

at the end of every year and transfer to
_ C £ WNRC 2 years later., Offer to National
Archives 20 years thereafter.

458. Deputy Director's Subject File ~ The Deputy Director
by delegation from the Deputy Assistant Secretary has
decision making responsibility for all Bureau operations
and for oversight for all program projects in progress.

He also 1is responsible for coordinating the activities

of the Bureau with those of other government agencies

and private organizations having similar or related
programs.

The Deputy Director retains only such documentation as

he personally generated or on which he takes some such
substantive action, or in which he has a special interest.
Office and division heads have delegations of authority

to complete actions on the vast majority of daily trans-
actions at their level, and record copies of the resultant
papers are maintained in their offices.
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D ol Perma.gnt ~ Retire inactive file!:o
vid :;7 ‘ BTRS at the end of every year, transfer
. ez Z cé  to WNRC 2 years later and offer to
National Archives 20 years thereafter.

459, Deputy Assistant Secretary Reading Files - This
consists of a copy of all outgoing items created by
the heads of offices and divisions forwarded at the
end of each day for .the information of the Deputy
Assistant Secretary and members of his immediate
staff,

Dispose when 2 years old,.

460, Administrative Subject File - These are office
copies of the usual housekeeping papers on such matters
as Departmental objectives, activity reports, budget,
project briefings, personnel actions, publications,
reorganization, requisitions, space and equipment,

and the like.

Move active files forwaird, and dispose of
all other when 2 years old.

OFFICE OF BUSINESS RESEARCH AND ANALYSIS

Office of the Director

. 461, Director's Subject File - This contains copies of
papers generated by the Director, Deputy Director, and
other members of his immediate staff. The papers
pertain to the collection and analysis of data on
industry/commodities to provide government and the
private sector with information service used in
planning and decision making. The file also
contains planning, policy and similar papers
generated by the Director and his assistants in the
course of providing executive direction tc the activities
of the office and coordinating these activities with
those of other elements of the Department and other
government and international organizations and agencies.,
Noteworthy subject headings found in the file include
Aerospace, AID Development Loan Committee, American
Mining Congress, Asian Development Bank, Briefing Books,
CERP (Current Economic Reporting Program), National Export
Expansion Council, Oceans Policy, Legislation, President's
New Economic Policy, Research and Development, and Trade
Centers.

Jan 76 144



. ViD= {C'L Permanent =~ Start a new file every 5
o = 2 years, retire old file to BTRS 1 year
A /Q’CAL later. Transfer to WNRC 2 years later.

Offer to National Archives when 20 years
old. :

462, Administrative Subject File - These are office
copies of housekeepilng papers on such matters as
arrangements for meetings, budget, chronological
copies, personnel actions, production and other local
reports, space, time and attendance, travel, requisi-
tions for supplies and services and the like,

Dispose when 2 years old.

463. Director's Chronological and Invitation File - This
is not the usual chronological file since 1t contains
copies of outgoing items with the related incoming items.
The former Director's invitations to make official
appearances and speeches are also included.

Dispose when 10 years old.

464. Office of Business Research and Analysis Publjcations -
This consists of a record set (one copy each) of the”

‘ recurrent publications produced by OBRA for distributicn
to the public and/or to other government agencies. This
does not include one time special studies or reports even
though they may be processed or printed and widely dis-
tributed to the public and other government agencies.
These reports or special studies are included in the

paper or ADP recoxds of the organizational unit which
produced t‘r;’ez? Ma‘e@yé’aa rtepin— Foreoieiten’
Al plabetrcally 7, Happ e g £pt

Ea¢h division, or eqq}éalent unit, of OBRA forwards one

copy of each publication which it produces to the Special
Studies Staff for inclusion in this record set.

HL o & Permanent - Retire to BTIRS at the end of
JTD= / each year, transfer to WNRC 6 months later,
and offer to the National Archives 20 years

on = ZC & later.

465. Standard Industrial Classification Manual File -
The Director, Special Repcrts and Forecasters Staff,

and his immediate assistant are members of the Technical
Committee on Industrial Classification which 1is an
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advisory body to the Office of Management and Budget,
Executive Office of the President. The Committee's
prime function is to keep the Standard Industrial
Classification abreast of current industry structure.
This 1s accomplished by utilizing the professional
expertise of concerned specialists selected from
those areas of the Government that have primary
interests in each of the specific fields.

The file consists of the papers collected and generated
by the OBRA representative in the course of reviewing
and revising the last issue of the manual. The papers
are arranged by two digit SITC numbers. They comprise
workpapers which are of no value after the revision
undertaken has been published. The record copies of
these papers are maintained in Office of Management

and Budget, Executive Office of the Precident.

Dispose one year after the publication
of manual to which the material refers.

466. Requests for iInformation - This contains copies
of incomlng and outgoing correspondence requesting
information and replies thereto. The replies do not
involve extensive research and analysis. Many incoming
items are satisfied by 3 telenhone call,

The incoming items and replies are arranged chronologically.
Dispose when 1 year old.

467. Standard Metropolitan Statistical Areas File -
These are papers collected or generated by the Director,
Special Reports and Forecasting Staff, as the BDC
representative on the Federal Committee on Standard
Metropolitan Statistical Areas.

The prime purpose in establishing Standard Metropolitan
Statistical Areas is to provide criteria to enable
statistical agencies to use the same boundries and

help them achieve uniformity of statistical data for
analyzing metropolitan problems. The papers are
arranged chronologically and comprise the workpapers

of the representative used to revise the Standard
Metropolitan Statistical Areas classification.
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Record copies of these papers are maintained in
the Office of Management and Budget, Executive
Office of the President,

Dispose 6 months after publication of
the issue to which the papers pertain.

468. Public Use Forms Clearance File -~ This consists
of one copy of each public use form generated by OBRA
and submitted to the Office of Management and Budget
with supporting papers.

Also included are the same papers relating to all
survey forms distributed to private industry even
though they do not qualify as public use forms,

These are the record copies of is materigl. Inactive
wetped

folders are filed separately. é{4/2./?b%n42bm
et Permanent - KRetire inactive files to

T BTRS when one five drawer cabinet full
“ has accumulated. Transfer to WNRC 1

year later and offer to National
Archives 20 years thereafter.

469. General Subject Correspondence File - This contains
copies” of communications to and from other elements of
OBRA and/cr the Department ct Commerce. The papers
pertain to the internal administration of the Staff and
its performance as an information clearinghouse function
for BDC.

Papers ordinarily filed separately in an administrative
subject file are included in this file because none of
the other papers involved has more than a very short
term value. This is true because the bulk of the
papers providessupport to produce an end product

which essentially duplicates the content of this file,

Dispose of individual documents or contents
of file folders when 1 year old.
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Consumer Goods and Services Division

Office of the Director

470. Director's Subject File -~ This contains copies
of incoming and outgoing correspendence and some
printed and processed material generated or collected
by the Directer pertaining to subject areas covering
ongoing projects of the Division. The file shows
special emphasis on distribution, franchising,
retailing, wholesaling and general categories of
consumer goods and services not related to the
Standard Industrial Classification.

The file also includes documentation of the internal
administrative management of the Division. However,
these papers represent a minor part of the total
volume of the file.

Typical subject headings in the file include Cargo
Security Advisory Standards, Cattlehides, Control
Letters, Crime, Export-Import Bank, General Business
Services Convention, Industrial Mobilization, Legis-
lation, Marketing Information Guide Branch, Monthly
Output Reports, Open Projects Report, Organization,
Product Safety, Service Industries Accomplishments-
and White House Confererce on Industrial World Ahead
Locok at Business in 1990,

A new folder is made at the beginning of each calendar
year for each subject heading in the file. Thus, the
file is first arranged alphabetically by subject, there~
under chronologically by calendar year.

=3 Cfﬂ Permanent ~ Retire to BTRS when 3
years old and transfer to WNRC 2 years
zcl later. Offer to National Archives 20

years thereafter.

471, Requests for Information File - This contains
copies of incoming requests for information for
publications with copies cf the replies. Also
included are letters of commendation, transmittals
and the like.

Dispose when 2 years old.
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472. Chron&ogical File - This consisg of one copy
of each document prepared by the Director and certain
designated specialists. The papers are arranged
chronologically and are used for quick reference
purposes.

Dispose when 3 years old,.

473, Technical Information Files ~ These are comprised
almost entirely of printed and processed material
including newspapers, periodicals, trade journals,
government publications and the like., The material

is arranged according to SIC code numbers for the
industries involved with special reference to whole-

sale trade, aviation, communications, finance, insurance,
retailing, real estate, tourism, recreation, professional
services, personal services, and motion pictures.

The same type of material is also maintained under
appropriate program headings. This portion of the file
aggregates certain secondary source data of significant
vaiue to the specialist under each of the subject headings.

Incoming and outgoing correspondence primarily with the
private sector is included in this file with the related
secondary source material. The correspondence is in
response to requests for information from a company or

It also contains copies of invitations to bid on
construction or some other undertaking of a foreign
govermment. The correspondence has the same value
as the related secondary source material which is
occasionally purged of superseded or obsolete items.

Dispose of individual documents or contents
of file folders when no longer needed for
current business.

474, Youth Opportunity Campaign File ~ This contains
copies of correspondence with organizations in the
private sector and copies of internal communications
and with other government agencies pertaining to the
development of and the Department's participation in
a campaign to provide jobs for disadvantaged youth.

Retire to BTRS and transfer to WNRC
6 months later. Dispose when 10 years
old.
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475, Admin®trative Subject File - 'I‘h! contains
copies of the usual housekeeping papers on matters
such as conferences, budget, personnel actions,
requisitions, space, time and attendance, travel,
work assignments and the like,.

Dispose when 2 years old.

(Textile, Leather and Footwear)

476. Consumer Products Subject File ~ At present the
bulk of the file consists of papers created by the
former Consumer Products Divisicn, In the recent
reorganization this activity was combined with services
and other functions in the present Consumer Goods and
Services Division. Since the file contains incoming
and outgoing correspondence pertaining to many of the
commodit:ies handled by this activity it has been
continued and new subjects and documentation are simply
added to 1it.

The file contains incoming and outgoing correspondence
with the public, other government agencies and foreign
governments pertaining to production, marketing and
technology of consumer products. It also contains
documentation relating to arrangements or agreements
with foreign governmments concerning such products of
U. S. origin. The impact of the import of certain

of these products on U. S. labor and markets is also
dealt with in the file,

Start a new file every 5 years, retire
to BTRS one year later, transfer to WNRC
one year later. Dispose when 15 years old.

477. Textile and Hard Fibers Subject File - This
contains incoming and outgolng correspondence from

trade associations, other organizations in the private
sector and individual industries pertaining to markets,
production, and the technology of the textile and
apparel industry. Many of the papers provide the
requestor with suggested solutions for specific problems
or conditions confronting him.

The file also contains copies of the activity and production
reports for the organizational unit responsible for textiles
and apparel and some related housekeeping papers.
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These paper;;.have a relative short tern’value
since the situation within the industry and with
respect to the market changes very rapidly. The
information in this file is essentially duplicated
in official statements and publications that are
maintained elsewhere.

Retire to BTRS when no longer needed
and transfer to WNRC 6 months later.
Dispose when 10 years old.

478. Committees, Conferences and Boards File - This
contains copies of papers generated by committees
and boards such as Textile Advisory Committee,
Textile Apparel and Related Industries, Technical
Task Group, International Wool Study Group, Inter-
national Textile Committee and at various other
meetings in which the Division had an interest.
These papers are collected by various cpecialists
because they contain raw data of value to them for
completicn of their daily work assignments. The
file is not complete for any of the committees
mentioned,

The official record copy of papers created by each of
the organizations involved is maintained either by
the committee or by the sponsoring agency.

Retire to BTRS when no longer needed
and dispose 6 months later.

479. Executive Reserve File - This contains documenta-
tion of the recruitment, designation and training of
members of the Executive Reserve. The papers are
arranged in name case files.

Dispose one year after the subject reservist
separates from the Executive Reserve, or
withdraws his name.

480, Foreign Excess Property File - This contains
documentation of a determination on whether or not
an import license should be granted for the import
of excess property purchased in a foreign country.
In the course of this determination, the Division
makes a survey to determine if the import of such
property will or will not have an adverse effect on
the domestic market of the U,S.

Dispose when 2 years old.
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481, Priorities Assistance Case Files - These contain
copies of applications usually from U, S. Military
agencies for assistance in expediting deliveries by
vendors or some other element of conformance which

is being delayed by the vendor. The cases also

show the actions taken by the Division to accomplish
the desired result.

These papers have no value after the expiration of a
short period of time after final action has been taken
on them, since the Division is acting in a given
cooperative capacity with the military, and has the
benefit of the unique strength of the Division's
relationship with inducstry.

Dispose one year after the transaction
is completed.

482, Administrative Subject File - This contains
convenience oi reference copies of the usual housekeeping
type of papers on matters such as budget, conferences,
briefing papers, personnel actions, requisitions, press
releases, copies of Departmental and Bureau directives,
travel, work assignments, production reports and

internal notifications of industry developments and
memorandunms containing information for compilation

with other data feor decision making purposes in some
other oifice.

Dispose when 2 years old.

(Leather, Leather Products and Furs)

483, Leather and Leather Products Subject File - This
contains copies of incoming and outgolng correspondence
developed in response to specific requests from companies
and industries in the private sector for information to
assist them in resolving a specific problem or situation
with which they are confronted. 1In addition the file
contains copies of special studies or memorandum reports
prepared for internal use in the Bureau,

These papers are maintained for convenience of reference
by the specialists concerned. Official record copies are
in the Subject Correspondence File that serves the whole
unit.
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Dispo of individual documents
conterics of file folders when they
have served thair purpose or when

. 2 years old.

484, Cattlehides Subject File - This contains documenta-~
tion of resolution of a situation wherein cattlehides
were in short supply as a result of poor growing seasons
and the slaughtering practices in countries that provided
a major portion of the World's supply of cattlehides.

The documentation contains the basic data on all of the
factors involved in reaching a policy position on

export control of hides so as to keep the supply in

the United States at a level to meet the needs of the
domestic industry.

These are the record copies of the papers in the Bureau
on this particular commodity and problem. Development
in this particular area may very well be a preview of
similar developments with respect to other commodities
and point the way to shape the U. S. policy to keep

U. S. domestic industry and markets in a competitive
posture,

_ 6; c & Permanent ~ Transfer file in toto to BTRS
Vid= G when no longer needed for current business.
e 2h, ¢ £ Transfer to WNRC one year later and offer to

National Archives 20 years thereafter.

‘ 485, Shoe Industry File - In response to industry
pressure Battelle Memorial Institute was engaged to
examine the facts and prepare a report on the need for
import restrictions on shoes. An interdepartmental
committee (Industry Shoe Committees) was formed at
about the same time to investigate and make reccmmendations
on the desirability of such protective restrictions. The
committees designated a task force to carry out their
mandate. The file contains copies of the Battelle
Memorial Institute's and the task forces' findings and
recommendations with related supporting pape generated
or collected by the specialists concerned. augped

phtetscally.
Permanent - Transfer the file in toto to BTRS
/‘/@o 2. c when no longer needed for current business.
Transfer to WNRC one year later and offer
éﬂyyﬂj ;@hgl to National Archives 20 years thereafter.
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486. Indus’y Advisory Committee Pape, - These
consist ol selected papers created by the committees
. of which there were a considerable number in the
Post World War II Period, containing data on hides,
skins, leather, and footwear. The papers included
in the collection were selected because they contain
data of special interest to professionals concerned.
The papers may or may not be complete documentation

of,any of the sub t Indystr Adv1sor Commiftees,
4(»2;¢£ Alﬁ ,2? 4 /ny/ tee ; y o darns Mﬁfl""
5/ Permarfent =~ Retlre to when no longer
(/T) ,éé £, needed for current bu31ncss Transfer to
) WNRC 6 months later and offer to National
gﬁ}J’r Archives 20 years thereafter,.

487. Special Studies and Reports File - Occasionally
survey forms are distributed to the industry for
collection of information to be used in the preparation
of a special study or report. The data from the survey
forms are tabulated on worksheets and are analyzed and
included in the report or study submitted.

These studies and r@ports are produced for either internal
use or distribytion to other overnment agencies and/or
the public. e d 79 /7’”

(a) Survey Forms - Dispose 6 months after

‘ compilation and analysis has been
completed.

(b) Studies and Reports for External Use -
Forward one copy each to the Special
Reports Staff for inclusion in a
record set. All other copies - Dispose
when they have served their purpose.

V/kc) Studies and Reports for Internal Use -
Permanent - Transfer to BTRS when no
p/ZD;, ;36244- longer needed for current business,
- transfer to WNRC one year later and
G@W/i’ é; Lu offer to National Archives 20 years
thereafter.
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488. Mobilization and Controlled Materials File =~
This contains back-up papers for mobilization orders
and stockpiling controlled materials developed on
leather, hides, skins and other consumer goods, the
production of which required controlled materials,
These papers are essentially duplicated in the
Office of Industrial Mobilization which has respon-
sibility for coordinating the Bureau effort in this
area,

Dispose when no longer needed for current
business or when superseded whichever is
sooner,

489. Fur and Hair Information File -~ This contains
copies of statistical reports, clippings and processed
material containing raw data on the quantity and quality
of furs and animal hair produced in the U. S. as
contrasted to the production of foreign countries. The
file also contains statistical compilations, drafts,
and other workpapers produced by the specialist in the
process of manipulating raw data and analyzing it for
inclusion in a published report or some other official
issuance. Accordingly, the informational content of
this file is essentially duplicated in official
statements.

Dispose of individual dccuments or contents
of file folders when no longer needed for
current business or when superseded which-
ever is sooner.

(Arms and Ammunition, Household Appliances
and Furniture, Recreational Equipment, and Jewelry)

490. Industry Evaluation Board (IEB) Studies ~ This
contains coples of the studies prepared by the activity
which establishes the potential production and capacity
of industries in terms of possible mobilization for a
national emergency.

These studies are submitted to AEC, Justice Department,
Defense Department, and relocation for use in an
emergency to meet needs for critical materials. The
studies are of no value after they are updated and
superseded which occurs on about a 3-year cycle.

Dispose when superseded.
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491. Genevrg Agreements on Tariff andgik-ade (GATT)
Negotiation®- These are back-up mater®ls on GATT

negotiations arranged by commodity. These materials
are generated or collected so that the analyst can
pick up the necessary facts to make a determination
and recommend an adjustment when an industry alleges
that it has been disadvantaged by imports.

This is a worktool that is useful for a long term
during which it must be readily available to the
specialists involved.

Retire to BTRS when no longer needed
for current business, transfer to
WNRC one year later. Dispose when
25 years old.

492, Administrative Subject File -~ This contains
copies of operating iInstructions (security, Department,
Bureau and other government agencies directives) and
the usual housekeeping papers on matters such as
budget, conferences, personnel actions, requisitions,
travel, space and the like.

Dispose when 2 years old.

493. Consumer Durables Chronological File -~ This
consists of a white copy of each outgoing item prepared
by the activity arranged chronologically, The record
copy 1s filed in the Division Director's subject file,

Dispose when 3 years old.

494, Small Arms Subject File - This contains copies of
incoming and outgolng correspondence with companies
seeking resolution of their problems. It also contains
reports of recommendations on gun control and related
problems prepared for internal and external use. Comments
and recommendations on proposed and pending legislation
pertaining to small arms and ammunition are also included
in the file.

These are the record copies of these papers. Consequently,
these papers contain data of significance to researchers

in the field of sociology, legislation and foreign
relations.

longer needed for current business
and transfer to WNRC one year later.

ez {f Permanent ~ Retire to BTRS when no
C

/’CA#, Offer to National Archives 20 years

thereafter.
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495. House™¥ld Furniture Subject File. This contains

copies of incoming and outgoing correspondence with
. individuals and companies seeking information on

recommended solucions for problems with which they

are confronted. Reference copies of reports and

studies are also included in the file. However,

the bulk of the file consists of printed and

processed material collected by the specialist as

a source of raw technical data which he requires to

fulfill his daily work assignments.

The correspondence, reports and studies found in
this file are maintained in the official files of
the Division Director.

Dispose of individual documents or

the contents of file folders when

no longer needed for current business
or when superseded whichever is sooner.

496, Writing Instruments and Smokers Articles - This
contains coples of 1ncoming and outgolng correspondence
on the commodities involved with quantities of printed
and processed material collected by the specialist as

a source of raw data.

Dispose of individual documents or contents
. of file folders when no leonger nseded for

el s

current business or when superseded which-
ever 1is sooner,

497. Household Appliances and Products File -~ This
contains copiles of Incoming and outgoing correspondence
pertaining to a variety of household appliances and
products (i.e., venetian blinds, drapery, mirror frames,
and furniture) with a quantity of printed and processed
material collected by the specialist as a source of

raw data which he needs to do his job.

Dispose of individual documents or
contents of file folders when no
longer needed for current business

or when superseded whichever is sooner,
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498, Jewe]ry Subject File - This contains incoming
and outhLng corrcespondence with individuals and
companies requesting information on problems with
which they are confronted. The file also contains
quantities of printed and processed material
containing raw data on the jewelry industry.

The correspondence and reports found in this file are
essentlally duplicated in the fllCS of the Division
Director.

Dispose of individual documents or the
contents of file folders when no longer
needed for current business or when
superseded whichever 1is sooner.

499, Silverware, Stainless Steel Flatware, and Other
Household Articles I'ile - This contains copies of
reports, studles, 1lncoming and outgoing correspondence
with individuals and companies requesting information
to resolve their problems. The bulk of the file is
comprised of printed and processed material collected
by the specialist as a source of raw data.

Record copies of the correspondence, reports and studies
generated by the specialists are maintained in the
official files of the Division Director.

Dispose of individual documents or the
contents of file folders when no longer
needed for current business or when
superseded whichever is soocner.

500. Musical Instruments Subject File -~ This contains
printed and proccssed materials collected as a source
of raw data on the subject commodities with convenience
copies of related correspondence and reports.

Dispose of individual documents or
contents of file folders when no
longer needed for current business
or when superseded whichever is
sooner.

501. Notions and Novelties Subject File ~ This contains
printed and processed material collected as a source of
raw data on a variety of such items as buttons, Christmas
decorations, fasteners, religious goods, sponges,
umbrellas, and a variety of others.
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Also included are convenience coplang of Correspondence

and reports, record copies of which are retained in
the files of the Division Directi .

Dispose of individual docuwengs or

contents of file folders when no

longer needed for current busjness

or when superseded whichever jg

sooner,
502. Gems Subject File - This confains printed and
processed secondary source material with related
correspondence.

Dispose of individual documents or

contents of file folders when no

longer needed for current bunjiness

or when superseded whicheve ig

sooner,

503. Foreign and Domestic Glassw.re, Earthenware,
China and Pottery Subject File ~ TIjs Tile is comprised

of one subdivision for foreign gl::sware and pottery
products. The other subdivision covers the domestic

side of these products. Domestic files are arranged
alphabetically by subject and tho:e for foreign
countries are arranged by SIC codis numbers.
Documentation in the file includen jncoming and outgoing
correspondence, internal communications and copies of
foreign service dispatches. Printcd and processed
material collected by the speciali:r as a source of

raw data represents the major porilon of the file by
volume.

The file is primarily used to respond to requests for
information from private individualy and companies

and to prepare internal documents hat are incorporated
in official statements and issuance:s at a higher level
of authority. Record copies of the correspondence and
other papers generated by this act tvity are maintained
in the official files of the Diviualon Director.

Dispose when no longer needod for

current business or when supoprgeded
whichever is sooner.
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504. Forcien and Domestic Primary Ratteries, Electric
Lamps, Razor and Razor Blades (nonelectric), Power Lawn
Mowers, Cuclery, and Scissors and Shears, Commercial
Cooking and Food Wayming Equipment Subject File - This
contains convenlence copies of correspondence, work-
sheets, drafits, and veports on foreign and domestic
supply and demand for the commodities involved. By
volume most of the file 1is comprised of printed or
processed material coilected by the specialist as a
vital source of raw data used to perform his job.

Although these papers are an essential worktool that
must be maintained in close proximity to the specialist
concerned, they have no value after they have fully
satisfied his purpose.

Dispose when nc¢ longer needed for
current business, or when superseded,
whichever is soconer.

505. Recreational Equipment, Housewares and Mortician's
Goods Subject File -~ This contains convenience copiles

ol correspondence, internal communications (reports,
manuscripts and memcrandums), foreign dispatches, and
similar papers. By wvolume the file is mostly comprised
of printed and processed material collected by the
specialist as a source of raw data on the commodities
involved,

This is an essential worktool which must be maintained
in close proximity to the specialist so long as there

is an operating need for the documentation. Thereafter,
the papers have no value.

Dispose when no longer needed for
current business or when superseded,
whichever is sooner.

(Food Industries)

506. Project Subject File - This contains copies of
incoming and outgoing correspondence, reports, studies
with supporting printed, processed and other material
containing raw data on projects that are in progress
or that have been completed. The file also contains
office copies of housekeeping type papers such as
production reports, operating actions, and internal
instructions and plans.
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Record coph‘.; of reports and studies nged above are
maintained in the Office of the Division Chief., The
remainder of the papers have wvalue only as worktools
for the professionals in the activity.

Dispose cof individual documents or
conterts of file folders when 2
years old.

507. Histories of the Food Industry - These are
comprised of several loose-leaf binders containing
typescript histories of various LOOd industries
prepared by this office,

These are long term worktools which must be kept in
close proximity to t food 1nd%§;ry pecialists for

sometime to come. atly Ly <
1 st FY a4

Permanent - Retire to BTRS when

ST - ) 2" Jfdew. no longer needed for current business

chAr =

and transfer to the WNRC 1 year later.

Less (T~ /. Offer to the National Archives 20

years thereafter.

508. Foreign Agriculture Service Reports - These are
reports of the livestock, meat and general food industry
of foreign countries showing the outlook, production,
comsumption and stocks and fercign frade. These reports
are collected as sources of raw data for projecting or
analyzing the impact of the foreign industry on the
American industyy.

These reports are generated by the U. S. Department of
Agriculture and the State Department. The copies in
this file have no value except to the specialist
involved.

Dispose when no longer needed for
current business.

509. International Industry Surveys - These are processed
copies of surveys of the varicus segments of the food
industry of selected foreign countries. The surveys

are prepared by the Internatioral Industry Surveys

Staff, Bureau of Competitive Assessment and Business
Policy where record copies are retained.
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These copies are collected as source material used
by the food industry specialists to prepare their
contribution to the surveys assigned.

Dispose when no longer needed for
current business.

510. Food Industry Mobilization Planning Papers - A
list of strategic stockpiling materials, including
those from the food industry, is issued by the highest
level of civilian and military authority. Specific
materials are then assigned to various agencies for
periodic study and recommendations to keep the
strategic stockpile of the U. S. at a level to meet
any anticipated emergency.

In this case, the Office of Industrial Mobilization
recelves the assignment for the Bureau to evaluate

certain materials. This office in turn assigns the
evaluation of food industry items to this activity.

The papers in this file include incoming and outgoing
correspondence, source materials, workpapers, and
copies of reports and recommendations submitted to
the Office of Industrial Mobilization.

These papers have value only as workpapers reguired

by the specialist involved, since they are essentially
duplicated by record copies maintained in the Office
of Industrial Mobilization.

Dispose 5 years after submission of the
related study, report, or recommendations
to the Office of Industrial Mobilization.

511. Confectionery Manufacturers Sales and Distribution -

This consists of one record copy of each issuance of this

publication which was initiated about 1937. This is the

only known complete set of the publication that exists

for the period 1937-1971; so it will be necessary for the

activity to retain the set for current bus1ness until

some undetermined time in the future. ~#%»@% 4aM/ya9F"
Y A,(d/w& “%. ’
Permanent - Retire to BTRS when no

v/ZD Cé C;él longer needed for current business and
. transfer to the WNRC 1 year later. Offer
'%H/’ ég JA to the National Archives 20 years there-
after.
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512. Mayonndise, Salad Dressing and Regteu Products -
This consists of onc¢ record copy Of each issuance of
this publication which was started about 1938, It is
the only known complecte set in the Department and it
will be nceded by the activigy for purposes of curyent
business for a long time, 0“7b479?/a”9°“’/ Lors ordins
Hogrontly
Permanent - Retire to BTRS when no

U7y - qzb; ¢ A longer needed for current business

o -

and transfer to the WNRC 1 year
later. Offer to the National Archives
20 years thereafter,.

513. Sugar, Confectionery, Grain, Beverages, and

Cocoa Subject file - This file contains incoming and
outgoing correspondence, reports, studies, and printed
and processed material collected for use in the
preparation of the activities contribution to Industrial
Outlook, International Industry Survey, and the two
publications cited above and similar analyses produced

for internal and external use. The publications in-

volved require projections as well as an evaluation of

the current production and demand for selected commodities.
Consequently, it is necessary to retain certain

of these papers for a considerable period of time for

use in adjusting current projections as they relate to
those published in the past.

However, the largest part of these papers have no value
beyond the need of the commodity specielist for them,
The typescript copies of reports, studies and/or
recommendations found in this file are work copiles.
Record copies of them are retained in the appropriate
Division Chief's files.

Dispose when superseded or when they have
served their purpose whichever is sooner.

514. Industrial Outlook Background Papers - This 1is
comprised of papers containing raw data, drafts, and
worksheets generated or collected in the process of
preparing the chapter on food industry appearing in
Industrial Qutlook.

Dispose 2 years after release of
the subject issue of Industrial
Qutlook.
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515. News Rcleas2 and Background Papers - This consists
‘ of office copies of news releases on imports and exports

of selected commodities such as coffee, cocoa, chccolate

and tea. Also included are the tac<ground papers

containing raw data on which the releases are based,.

Record ccpies of the news releases are maintained by

the Office of Public Affairs, Of{fice of the Secretary.

These relecases and background papers have no value

after the need of the specialist for them have been

met.

Dispose of individual documents or
contents of file folders when 2 years
old.

516. U. S. Imports and Exports Statistical Report -

This activity 1s responsible for preparation and
publication of detailed statistical reports on foreign
trade cn certain foods such as coffee, cocoa, chocolate
and tea. Computer printouts produced by the Bureau

of the Census from its master history file on imports
and exports is the primary source of these statistics ol

/ﬂ;ﬁ;i%;ng in t&e report 1s§ued by the activity. P i d

i}//RCCOld set of 1 ccpy each of the
published report. Permanent -
yTd> = 2 c b Retire o BIRS when no longer needed
for current business and transfer

=)~ . to the WNRC one year later. Offer
€ to the National Archives 20 years
thereafter.

b. All Other Papers =~ Dispose when 5
years old.

517. Food and Tobacco Industries Subject File ~ This
contains secondary source material collected as a source
of raw data on tobacco and a variety of food products
such as meat, poultry, dairy products, canned fruits

and vegetables, jams and jellies, dried and pickled,
frozen fruits and juices, grain products, bread, biscuits,
crackers and tropical products. The file also contains
work copies of incoming and outgoing correspondence,
reports and studies generated by this activity or by
other units of the Department. Special attention is
devoted to legislation which comprises a subsection of
the file.
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The record copies of the correspondence, reports,

studies and papers on legislation are maintained in
higher echelon offices.

Disposc of individual documents or contents of
file folders when superseded or when no longer
needed for current business, whichever is sooner.

(Printouts)

518. Printouts - These are printouts of data on the
import, expori, production, and demand on selected food
and tobacco industries items. These printouts are pro-
duced by the Bureau of the Census from master history
file tapes in itg custody.

This activity extracts data from printouts for publi-~
cations and other purposes. The printouts have no
value after the data from them have been analyzed and
utilized for the planned purpose.

Dispose when 1 year old.

(Marketing and Consumer Affairs)

519. Organization Subject File (Technical Information
File) - This contains copiles of printed and processed
material such as trade journals, company brochures,
newspaper clippings, periodicals, and a few studies
prepared for distribution to specialized groups. Most
of this material is very specialized and is mostly

intended for public consumption.

These documents are accumulated because it is judged
that they contain data that will be useful for future

studies or other assignments that the unit will be
assigned.

The material is arranged alphabetically by the names of
the originating organization which includes governmental
and private sector bodies.

Dispose of individual documents or the contents
of file folders when they have served their purpose.

520. Marketing Consumer Affairs Subject File - This
contains printed and processed material of the type
normally found in a technical information file. Also
included are duplicate copies of reports, studies

and position papers prepared by the unit. The official

Jan 76
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file copies of these repores, studies and position
‘ papers are maintained in the Office of the Division
Chief and the Director's office.

These sccondary source materials have no value after

they have served the purpose of the specialist
concerned.

Dispose when no longer needed for
current business.

521, Background Papers and Worksheets for Industrial
Outlook - These are papers collected by the specialist
for preparation of a chapter in the Industrial Outlook
which is published annually. Also included are related
worksheets and drafts prepared by the author. These
papers are arranged by SIC Codes.

Dispose 1 year after publication of
the next issue of Industrial Outlook.

522. Consumer Affairs Handbook - This is a handbook
(manual) prepared to provide field offices with guide-
lines and instructional information for the conduct
of an acceptable consumer affairs program consistent

with Departmental ,and Bureau policies. ¢07@x14?/%zwawxaﬂf
Cortle | Renro et bty /y,a /s el Mc%noﬁm
' Permanent - o copies the first

_ 4/ doe. Lssue and two recoxd copies of each page
///)’é’)gj’ revised thereafter. Retire to BTRS in
e /§f¢7w. annual consignments, and transfer to
g WNRC 3 years later. Offer to the National
Archives 20 years thereafter. (b) Back-
ground and Workpapers - Dispose when they
have served their purpose.

523. National Marketing Advisory Committee File =~ This
contains 1ncomilng and outgolng correspondence, minutes
of meetings, agenda, reports, research papers, speeches
and special studies prepared or sponsored by the
Committee. This 1is the record copy of the Committee
files maintained by its Executive Director. The
Committee was discontinued in 1971. #%sanped Ay owr  Hee
Aanmc, snd e mo,

- Y Permanent - Retire to BTRS when 3 years
yib= z & old and transfer to WNRC 1 year later.
qu “ Offer to the National Archives 20 years
d/v% 7 thereafter.

524, Marketing Information Guide - This is a record
set of one copy of the Guide which comprises an
annoted bibliography of published sources of marketing

‘ information.
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The publication of this guide by the government has
becn discontinued and taken over by a private firm.
. awgcd ﬂyda_f ‘

4 2 Permanent - Retire to BTRS when no longer
ST D / P’C;r/ needed for current business and tranfer
! s to WNRC 1 year later., Offcr to the
eﬁ”/yJﬁaﬂ”hwfl National Archives 20 years thereafter.
w 525, Measuring Markets Publication - This is a record
set of one copy each of a guide to the use of Federal
and State statistical data on measuring markets. A
guide was published for each of nine major geographical
areas of the United States such as New England, East-
North Central, West-North Central, etc.
This publicaticn was completed in 1966 and there is no
firm commitment in current plans to prgduce another
edition. /%,/M/&( @ﬂan( s 471‘ Mﬂdwﬂﬁ/@m
_ 2 5 Permanent -~ Retire a record set of one
Vi)z Z» copy each to BTRS when no longer needed
/én%an/ fer current business and transfer to WNRC
Nno g/ 1 year later. Offer to the National

Archives 20 years thereafter,

526. Marketing Specialists Workpapers - These include
copies ¢ correspondence, statistical spread sheets,
drafts and similar items genecrated or colliccted by a
marketing specialist in the course of completing his
assignments.

Taese papers are essentially duplicated in publications
or in the files of the Division Chief.

Dispose when no longer needed for current
business.

527. Franchising in the Economy -~ These are copies of

forms sent to franchisers for data that is analyzed and
published in a format designed to assist members of the
business community in securing a franchise and operating
a successful business.

Dispose 3 years after issuance of the
related publication.
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528. Franchis.:g Opportunities Handbook @#vey Forms -
(Formerly Fran®iise Company Data Book) - T™ese arc copiles
of survey forms sent to franchisers for data to be pub-
lished in the Franchise Opportunities Handbook,

Dispose 1 year after publication of the related
handbook.

529. Franchising Company Data File - In order for a
company to quality for inclusion in the Franchise Oppor-
tunities Handbook it is required to submit to the office
a copy of its latest brochure and contract. This file
is self-liquidating since the brochures and contracts
are no longer of any value after they are superseded or
the company is dissoclved.

Dispose of individual documents or contents of file
folders when no longer needed for current business.

530. Time and Attendance Reports ~ This 15 comprised of
an office copy of the time and attendance records of
each employee,

The office record copies are maintained in the Central
Accounting Division, Office of the Secretary.

Dispose when 2 years old.

531. Chronclogical File - This file consists of a car-
bon copy oif &ll outgoing correspondence arranged in
chronological order.

Dispose when 2 years old.

Materials Division

Office of the Director

532. General Subject Correspondence File - This contains
copies of incomilng and outgoilng correspondence generated
or collected by the Director of the Division. The bulk

of the correspondence is with other elements of the Depart-
ment, other agencies, committees, boards and commissions
in which the Division has a special interest. Included

in these are bodies such as the National Academy of
Sciences, National Commission on Materials Policy (NCMP),
National Commission of Product Safety, National Commission
of Productivity, National Industrial Pollution Control
Council, National Science Foundation and the like.

Another notable segment of the papers is comprised of
correspondence with industrial organizations.
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Also included are some papers pertaining to the
internal operaticens and programs of the Division
on matters such as public relations., specaking
engagements, spceches made by members of the
staff, tax matters and training.

The committees, commissions, and boards papers in
this file are duplicated in the records of the
committee of the body involved or higher echelon
offices of the Bureau. The program and operating
papers are essentially duplicated elsewhere and
have no value beyond the period specified.

Start a new file every 5 years,
retire to BTRS 1 year later,
transfer to WNRC 1 year later.
Dispose when 10 years old.

533. Administrative Subject File - These are office
copies of housekeeping papers pertaining to such
matters such as budget, personnel actions, leave,
time and attendance, requisitions, space, travel

and the like,

Dispose when 2 years old.

534. Commodity General File -~ This 1s comprised of

copies of incoming and outgoing correspondence, raports,
studies and printed and processed material containing

data on commodities or subjects in which the Director has
a special interest. The papers in the file are duplicated
in files of the analyst having responsibility for the
commodity involved.

This file is maintained primarily for convenience of
reference by the Director and other staff members.

Dispose when 3 years old.

535. Foreign Metals and Minerals Subject File - This
contains papers concerning the production and demand
for metalsand minerals in foreign countries. The

file also contains some printed and processed material
collected as a source of raw data on the commodities
involved. Among the subjects noted in the file are
East-West Trade, export and modernization conference,
foreign market reports, India, Japan, Rhodesia and
Russia.
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(a) Foreign Organization Reports and
Studies ~ Dispose when 5 years
"’ old.

(b) All Other Papers -~ Dispose when
2 years cld.,

536. Metals and Minerals Technical Information File -
These arework copiles of incoming and outgoing correspon=-
dence, reports, studies and printed and processed
materials containing data on metals, minerals, and
chemicals. These papers are essentially duplicated

in higher echelon offices, files of analysts and in
publications of the Bureau.

Dispose of individual documents or contents
of file folders when 3 years old.

537. Trade Agsociations and Company Files = This
contains incoming and outgoing correspondence with
trade associations and companies pertaining to
meetings and prcblems encountered in the production of
or demand for metals, minerals and chemicals. Also
included are trade associations and company brochures
and other releases.

Dispose when 3 years old.

538. Industry Advisory Committee on Iron and Steel
Scrap Problems ~ These are the papers generated or
collected by the Guidance and Control Officer for
the Committee. Included are copies of agenda,
minutes of meetings, papers presented, membership
lists and copi £ leports andA/;udles produced by
the Committe e./éZ;‘ Lipreen 17ee

/ s Ly
_ 7 - /.  Permanent - Retire to BTRS when no
vivs [ > E longer needed for current business.
sy Bin. Transfer to WNRC 1 year later and
A7 offer to the National Archives 20
years thereafter,

539, Iron and Steel Scrap Files - This contains papers
pertaining to the processing and consumption of scrap
iron and steel. The activities of other agencies at
all levels of government and the industries involved

in developing new programs or new technology for
recycling this resource are also documented. Much of

the correspondence pertains to problemesgolving for
requesting firms.,
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Dispose of individual documents or
contents of iile folders when 3
years old.

540, U. S. Industrial Outlook Background Papers - These
are the background ana workpapers orf the analyst respon-
sible for the preparation of a chapter in the Industrial

Outlook on Summary of Primary Metals.

Dispose when 2 years old,

(Copper. Lead and Zinc Program)

541, Industry Evaluation Board Studies - This consists
of studies, with supporting papers, which evaluate in-
dustries for submission to the Office of Industrial
Mobilization which in turn compiles industry evaluations
and transmits them to the Industry Evaluation Board.

The Board's determinations become a part of the
emergency preparedness plans that are generated by

OEP.

Record copies of the studies are maintained in the
Office of Industrial Mobilization.

-

Dispose when 5 years old.

542, Basic Data Sheets ~ These are statistical reports
by commodity showing domestic production and consumption
and three~year projection of the supply and demand for
each commodity. The file also contains the background
and workpapers generated by the analyst in the course

of preparation of the Basic Data Sheets. These reports
are prepared for the Office of Industrial Mobilization
and the Office of Emergency Preparedness.

Dispose when 5 years old.

543, Report of the Subcommittee on Copper to the
Cabinet Committee on Economic Policy -~ These are the
papers generated or collected by the analyst assigned
to prepare the Department's contribution to the Sub-
Committee's report. These papers ape the record copies
and are not duplicated elsewhere./44%0¢L/ﬂ%/ﬂvJyou<

ézléﬂé Permanent - Retire to BTRS when 10 years
)= | 7

-
o

VRS

old and transfer to the WNRC 1 year later.
Offer to the National Archives 20 years
thereafter.
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544, GATT Negotiation Papers - These ave copies of
papers containing raw data and znalyses on tariffs,
antidumping and other unfair trade practices by
other countries which have an iapact on the copper
supply in the United States. These papers support
the Department's position in the particular GATT
negotiations involved.

Record copies of these papers are maintained in
higher echelon offices of the Department and they
are essentially duplicated by GATT documents and
releases.

Dispose when 10 years old.

545, Executive Rescrve Papers ~ These are copies of
papers pertaining to recrultment, selection and
designation of individuals tc serve in Executive
Reserve. Some of the procedures or operations of
the Reserve are also documented,

The papers are duplicated in the Secretarial Office
having responsibility in a staff capacity for the
operation of the Reserve,

Dispose when 5 years old.

546, Copper, Lead and Zinc Subject File - This contains
copies of incoming and outgoing correspondence and
printed and processed material containing information
on all of the subjects relating to copper, lead and

zinc production and consumption. Notable subject
headings found in the file include copper import duty
suspension, Commodity Exchange, Inc., inflation alert,
international trade policies, meeting with Japanese,

and price freeze.

The information in this file is used by the commodity
specialist for background and for establishing his
perspective for performance of a specific analytical
task concerned with a specific situation. Thus the
papers have a relative short lived value as a worktool.

Dispose of individual documents or

contents of file folders when they have
served their purpose.
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‘ 547. Associations and Companies File - This contains

papers collected or generated by the analyst to determine
which companies should receive copper released from the
strategic materials stockpile when the market price of

copper was pushed to an unsatisfactory Ligh level, wpeged
“’é/w/ radocs st Lozgacy .
Permanent - Retire to BTRS when 10 years
r /C. 4 0ld and transfer to the WNRC 1 year later.
~ Offer to the National Archives 20 years
Fals D thereafter.

548. Defense Materials File -~ The law requires each
industry producing designatced materials needed for
defense purposes to set aside a stated percentage

of its production. This file contains copies of the
order establishing set-aside percentages with the
supporting papers generated by the analyst.

A record copy of each of the orders (news release) has
been designated for indefinite retention in the newsroom,
Office of the Secretary.

Dispose when 10 years old.

549. Copper Forms and Products Survey (BDCF-83) -~ These
are coples of questicnnaires sent to copper-producing
‘ cempanies for information on their inventory, receinte,
shipments and inventory at the end of the reporting
period. This information is required by the Defense
Production Act of 1950 and the data is tabulated and

analyzed for the use of the Defense Materials System,

Retire to BTIRS when 3 years old and
dispose when 5 years old.

550. Copper RBase Scrap Material Survey (BDCF-891)- These
are copies of survey forms sent to private scrap dealers
to get information on their inventory, receipts and
shipments. '

Dispose when 3 years old.

551. Copper Annual Statistical Supplement - This is a
statistical summary of data appearing In the quarterly
publication entitled Copper Quarterly Industry Report

showing supply distribution, consumption, inventories,
unfilled orders, shipments, prices, etc.
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Record Set (one copy of each issue) -
. Permanent- Retire to BTRS when no

longer needed for current business.

Transfer to the WNRC 1 year later

and offer to the National Archives

20 years thereufter.

552. Copper Quarterly Industry Report -~ This is the
record set ot one copy of each issue showing industry
trends, uufilled orders, inventcries, employment,
prices, foreign trade and similar statistical data.
. rasged o .
/ Z Permanent - Retire to BTIRS when no
Vi /72 C- longer needed for current business.
_ S Transfer to WNRC 1 year later and
go/- € ' offer to National Archives 20 years
later,

553. Country File Dispatches - These are copies of
dispatches from foreign countries received from the State
Department. These dispatches are used as a source of

raw data on copper, lead and zinc. The dispatches are
arranged alphabetically by country.

Dispcse when 2 years old.

554. Technical Information File - This contains printed

. and processed material and some correspondence containing
raw data that is used by the aralyst in responding to
specific requests for informaticn and occasionally in
connection with preparation of a more substantive report
or study.

Dispose of individual documents or
contents of file folders when they
have served their purpose.

(Printouts)

555. Financial Data on Copper Companies - This is a
computer printout produced by Standard and Poor's by
request showing each company's liabilities, assets, net
income, net sales, preferred stock, common equities,
net worth and similar financial data.

The printout is used for preparation of the U.S. Indus-
trial Outlook.
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Dispos‘w’hen superseded by the .
next piintout,

556. Company Financial Data - This is a printout
showing the financial status of each cepper producing
company. The printout is produced by Standard and
Poor's from its master industrial tape.

Dispose when superseded.

557. Company Name and Number Listing -~ This printout
shows the DIBA company code, DIPBA industry code,
Standard and Poor's industry code, Standard and Poor's
company code and the company name.

Dispose when superseded.

558. Copper Industry Financial Data ~ This is a
printout produced by Standard and Poor's by request
showing financ.ial data on various segments of the
copper industry.

Dispose when superseded.

559. Copper Imports - This is a printout showing the
quantity and value of copper imports by month and country.
These printouts are produced by the Bureau of the Census
for the Materials Division. They are used as resource

P Nt

-

Dispose when 7 years old.

(Aluminum and Miscellaneocus Metals and Minerals Division)

560. Administrative Subject File - These are office
copies of Incoming and outgoing correspondence and other
papers on housekeeping affairs such as activity reports,
budget, organization, requisitions, speeches, time and
attendance and travel,. -

These papers are maintained in office files at the Office
Director's and higher levels.

Dispose when 2 years old.
561. Aluminum and Magnesium General Subject File -

This contains copies of incoming and outgoing
correspondence with other government agencies, other
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elements of the Department ana industry, and also
includes some printed and processed wmaterial. These
papers contain general i nFOVﬁatlun on progirams and
industrial problems that is used for perspective in
decision~mcling and for bacl ”Lound on program pro-
jects.

Move papers needced for curvent business forward to
the new file when the current file is broken.

years, retire to BIRS
te WNRC 1 year later.

Start a new file ecvery 5
1 yeayr later and transfer
Dispose when 10 yeavrs ol

562.  Aluminum and Magnesiim Company and Trade Associ-
ations Filc -~ This contairs incoming and outy going
correspondence, and printed and processed marerial
pertaining to individual companies and trade associa-
tions. The bulk of the correspondence concerns reguests
for soiutions to problems encountered by individual
companies., The printed and processed material con-
tains raw datz concerning the subject company or
industry.

These papers have a relatively short term value since
the situation of the wvaricus irndustries evolves quickly,

Dispoze wher 5 years old.
563 Chronological ¥ile ~ This contains one copy of
ach ouLbOIWy item generated by the activity, arranged
chronologlc ily.
Dispose when 5 years cld

AJuninum and Magnesivm Receints
Al nd Magnesivm Recelpts,
Inverories and Shipments)

564, Currepnt Industrial Reports (BDCF~-122) - These

are coples of a nonthly repert sent to Individual com-
panies to collect infeormation receipts including domes-
tic imports and shipments.

The Bureau of the Census compiles a monthly statistical
report of aluminum ingot and mill products from these
reports. Coples of the reports are used by this activ-
ity as a source of raw data on aluminum ingot and
products prodvction and shipment.
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Dispose when 72 years old,

565. Staiistical Jnrkshprts on Production of Aluminum
Shipments of lnou« ~ These are manvally prepared spread-
sheects on which dazta from current industrial reports are
manually posted.

These sprecadsheets probably will not be produced in
the future because they will probably be replaced by
computer printouts.

Dispose when 5 years old
566. Foreign Dispatches on Aluminum and Magne81um -
These are copies of [oreign dispatches, and a register
of them, produced by the State Department containing
raw data on the aluminum industry abrcad. These
dispatches are arcanged alphabetically by countries.

-

Dispcse when 5 years old.

567. Foreign Service Officers FEvaluations - The analyst
responsibic for the commodity area involved is asked to
periodically evaluate the foreign service officers who
submit reports. The analyst is also required to evaluate
Foreign Economic Reports submitted by Foreign Service
Officers on request.

Dispose when 5 years old.

568. Mobilization Set~Aside Papers - These are copies
of requirements of claimant agenciles for determination
of the aluminum set-aside for the Defense Materials
System.

Record coples of these pa
Cffice of Industrial Mobi
of worksheets and backgroun
concerned.

pers are maintained in the
lization with the exception
nd generated by the analyst

Dispose when 10 years old.

569. Analyst's Aluminum and Magnesium Subject File - This
is the analvst's workfile containing copies of operating
documents pertaining to the subject area involved.
Notable subject headings in the file include monthly
activity reports, basic data sheets, stockpile workpapers,
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ariff, ce1!‘~s of menufactiirers, consunption data
by incustry, export control scudies, financial data
on companies, imports and inventories, military set-
asides, Organization for Eccnomic Cooperation and
Development reparts and studies, stockpiles basic
data and stockpiie disposal. :

Although these papers are essential to the analyst

as a worktool they have no Icng term value for other
purposes. The papers are essentilally duplicated in
publications and office files maintained in offices of
a higher echelon.

Disposc of individual documents or
contents of file folders when 5
years old.

570. Priorities Assistance Cases - These contain
directives to companies to give production and shipment
of specified products or materials priority over other
orders in order to meet requirements of the Defense
Materials System. With the directive zre related
papers including correspondence and worksheets.

Dispose when 3 years old.

571. Industry Evaluation Beoard Studies Papers - These
are 1\77\.1(21‘1”4-9 ()vc i ?‘]ati 'ﬂii.::. :IC_LG\.OQ pC»enLlal an
capability of selected industries producing critical
products to meei the needs cf any kind of national
emergency. FEach company is given a rating.

[N

The papers are essentially duplicated by those maintained
in the Office of Industrial Mobilization.

Dispose when 1C years old.
572. Monthly Imports and Exports Summary Sheets - These

are monthly processed statistical reports summarizing U.S.
imports and exports of aluminum.

These reports are distributed to govermment agencies and
private industry.

This is a recoxrdg copy set of one copy of each issue of
the report. togedd /oy
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JSTD= Permanent ~ Retire to FKTR3 when no longer
.é/“’“/ 5[%. needed for current business and transfer
to WNRC 6 monthie later. QOffer to National

Archives 20 years thereafcer.

573. _Annual U.S. mports anc Exports of Aluminum -
This 1Is a record s«t of one copy of each i1ssue of an
annual statistical report of U.3., imports and exports
of aluminium by country. This report is distributed

to government agencies and private industry. 2wy
444 6:

Permanent -~ Retire to ETRS when no longer

VT D= ;%;,c,ff needed for current business and transfer

W =

to WNRC 6 months later. Offer to National

2w Archives 20 years thereafter.

574. Quarterly Alvminum Metal Supply and Shipments

of Products to Consumers - This 1s a re-ord set of one

copy of each issuc ot a quarterly processed statistical

report of the domestic supply and shipments cf aluminum

metal and products by year for the preceding eleven

years and quarkterly for the last two calendar years.
ﬂ/fféé.éé; oren

Permanent -~ Retire to ETRS when no longer

VT) 2 5/7//6'4 needed for current business and transfer

to WNRC 6 montis later. Offer to National

NN
“r

<
s/ 2 Lk .
.IZ . Z Ve Avchives 20 veave therveafter,
.

575. U.S. Industrial Outlook Background Papers - These
are coples ot papers collected by the analyst as a source
of raw data for preparation of an assigned portion of the
U.S. Incdustrial Outlook. Also included are spreadsheets
and other workpapers, drafts, and notes generated by

the analyst in the course of the assignment,

Dispose 1 year after publication of the
subject issue of U.S. Industrial Outloock.

(Printouts)

576. Current Industrial Reports Summary - This is a
monthly printout summarizing the statistics submitted

by individual companies on aluminium ingots and products.
The data is summavized first by company, by product,
month, receipts, shipments, and the like.

The printouts are produced by the Bureau of the Census
from its master industrial tape.
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Dispcse when 2 years old,
577. Aluminium and Magnesiuvm ITmpvoris and Exports -
These are two scparet2 sets of monthly printouts
showing imports and exports oi aluminum and magnesium
by country, quantity and value.

These printouts are produced for the Materials Division
by the Bureau of the Census from its master import and

export tapes., The monthly data are consclidated in an

annual printout.

a. Monthly Printouts ~ Dispose upon
receipt of December Cumulative
(annual) issue.

b. December Cumulative {(annual) Issue -
Dispose whea 5 years old.

(Indusitrial Diamonds, Abrasives and Mica)

578. Consumption (Usage) of Industrial Diamond Stones,
Crushing Bort, Grit and Powder, Synthetic and Natural
and Reclaiming of Crushing Bort, Grit and Powder, in
1972 (DIB-YZ2/) ~ These are copies of questicnnaires
sent to individual companies tc ccllect raw data on

the consumptinn and usage of 1industrial dismonds and
crushing bort and grit and powder and reclaiming of
crushing bert and powder. Included in the file are
one or more earlier versions of the questionnaire,.

The data from these forms are tabulated on spreadsheets
which provide the basis of the analysis published in
Industrial Diamond and Small Diamound Dies and Industvial
Diamond Stones, U.S. Consumpiion.

The forms are arranged alphabetically by names of
companies., The foims received that were not used
for the survey are filed alphabetically by company
names in a sub=-series of the file marked ''Rejects'.

Dispose when superseded by receipt of
the new survey forms distributed for
the next study.

579. Mica Block and Film Consumption Survey Forms -
These are copies of survey forms sent to individual
companies to collect data on the consumption of mica

’
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block and iilm. There data are posted on tabulation
sheets from which en analyzis is made for internal

use. At present, mica is on the list of strategic
materials.

Dispese when superseded by the receipt
of the new survey forms distributed for
the next srudy.

580. Diamond Dies: Production, Consumption, Imports
and Exports (D1E-5001') ~ These are copies oL survey
forms sent Lo i1indivicual companies to collect data
on the production and consumption, import and exports
of the items involved. Also included are the forms
and tabulation sheets produced for special or one
time studies of these cemmoditics. The information
collected for one time or special studies has served
its purpose by the time that the next survey of the
industry is completed.

The questionnaire used in this survey is designed to
shuttle back and forth between this activity and the
companies involved. The form is set up to collect

data in columns earmarked 1971 through 1975 inclusive.
When the forms are returned with data for the year 1971
and that data have been tabulated, the forins are
returned to the 51b]cct companies Wthﬂ then need only
to make the entries requested for the yeov 1972 and so
on for the 5myear pL Lod involved,

Dispose 2 years after the companies have
supplied the information called for in
the last annual installment shown on the
form.,

581. Selected Manufactured Abrasives Survey Forms -
These are survey forms sent to individual companies

to collect data on production, capacity and inventories
of abrasives (aluminium oxide, silicon carbide, boron
carbide, carborundum, etc.). Tabulation sheets are
also included.

These forms are distributed intermittently as needed
for government use. These matcrials are on the
strategic materials list,

Dispose 2 years after a new survey
has been ccompleted.

Jan 76 181


http:shov..7r

582. Industrial Diawmonds, Abrasive and Mica Subject
File ~ This cont“1ﬂ7~1ﬁcomxn< and outgoing correspondence
prepared in responsc to requests for information and
solutions to problems encountered by the industry.

Also included are printed and precessed materials
containirg data of a general nsture neceded by the
analysts to establish their perspective and for raw

data not appearing on any of the survey forms. This

file is maintainced primarily as a worktool needed by

the professionals involved,

Dispose of individual documents or contents
of file folcders when 5 years old.

583, Basic Data Sheets (Stockpile) File - These are
sheets on which data are posted tor analysis to determine
stockpile and other requirements. Included also are
industry evaluations prepared to determine the capability
of the industries involved to meet any national emergency.

These papers are essentially duplicated in recommendations
and other submissions to the Office of Industrial Mobili-
zation where they are compiled in a submission to the
Office of Emergency Preparedness. Thus, these papers

have only operating value tc the professionals in this
office.

Dispose when 15 years old.

584, Foreign Service Dispatches ~ These are copies of
foreign secrvice dispatches containing raw data on
diamonds, abrasives and mica received from foreign
missions through the State Department.

Record copies of these dispaiches are maintained in the
Department of State and the informational value of these
particular copies is exhausted in a short period of time.

Dispose when 3 years old.

585, Industrial Diamond Stones: U.S. Consumption in
1965 - This is a record set cf one copy each of a
published statistical report showing total U.S.
consumption of loose industrial diamond stones.

/6QZVPubllcat1on is issued intermittently.
g /
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JTD* Permanent - Retire to BIRS when no longer
2 necded for current business Transfer to

.//ej’/ 4

(A

WNRC 6 months later and off v to National
Archives 20 vears thereafioer,

586. Industrial Diamonds and Swall Diamond Dies: U.S.
Consumpiion and trade - This 1s a record set of one
copy of cach issve of a narrative report which presents
in summary form world production, U.S. production and
consumption, and statistical reports of U.S 1mport

and exports of the commodities involived. /42L gl ctlrims .

_ 64£' Permanent = Retire to BTRS when no longer
Vi Dz / needed for current business and transfer to
7w, WNRC 6 months later. Offer to Naticnal
gal # Archives 20 vears thereafter

(Brintouts)

587. Menthly Printouts of Imports and Exports of
Diamonds, Abrasives and Mica ~ A secparate cumulative
printout ior imports and for exports 1is donc by the
Buresau of the Census and obtained by this Office.
Since thesc pvintouts are cumulative from one month
to the next, the December issue of them comprises an
annual statistical report showing the quantity and

‘ value of imports ond cxports of the subjsct commodities,

a. Monthly Printouts =~ Dispose upon receipt
of the December cumulative iscuc.

b. December Cumulative (annual) Issue =~ Dispose
when 5 years old.

(Aluminum Products and Facilities and Nickel)

588. Aluminum Products Factilities and Mobilization
Egglggg_ylle ~ This contains copies of incoming and
oulgoing correspondence pertalnlno to the production,
capabilities (plant), and equipment of the aluminum
industry. Also included is printed and processed mate-
rial collected from a great variety of sources con-
taining raw data on both the domestic and foreign indus-
try. Copies of the various survey forms are distributed

Jan 76
183


http:E::-~rts.of

to the industry to collect duie on the various primary
aluminium and aleominium semi-Cabricated products. Data
from thesc suxvey forme are tebulated and analyzed for
mobilization stvdies and oiher internal purposes. The
file contains raw daca used for CATT negotiaticns,
including some on the various fair trade practices.
Arranged by subject beadings.

Copies of mobilization reports and recommendations are
maintained for record purposes in the Offlice of
Industrisl Mobilization. Record copies of other reports
found in the file are maintaincd in the Office of the
Division Chief.

Dispose of individual documents or
contents of file folders vhen no
longer required for current business.

589. Aluminium General Subjiect File ~ This contains
coples of papers generated or collected by the specialist
which contain information of a more general nature than
the file described above. Included is printed and
processed material which does not relate to a primary
aluminium or semi~fabricated aluminium products but
rather to subjects closely interrelated with the industry
or on a general characteristic of the industry as a
whole. Alsoc included js some documentation pertaining

to specific aluminium products or facilities. This
documentation is placed in this file because of its
potential use by the analyst.

Disnose of individual documents or
contents of file folders when no
longer required for current business,

560. Nickel Subject File =~ This file contains copies

of all papers generated or collected by the analyst
responsible for evaluating the status of the production,
consumption, supply, facilities and U.S. imports and
exports of nickel and its alloys. The file also
includes mobilization papers generated by the analyst

in the process or preparing critical materials recommen-
dations and industry evaluations pertaining to nickel
for the use of the Office of Industrial Mobilization

and the Office of Emergency Preparedness.

Secondary printed and processed source material containing
data on domestic and foreign companies producing nickel

or nickel products and on all other factors of nickel
industry are interfiled with other papers. Once the
papers have served their purpose as a principle worktcol
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of the analyst they have no further value.

Dispose of individual decuments cr

contents of fiile folders when no

longer needed for current business.
591. Shipments of Primary Nickel (BDSAF~-250) - This is
a survey fcrm sent to individaal companies to collect
data on total shipmenits of nickel to consumers, plating
supply houses, warchcuse distributions and others. This
data is used to esiablish the requirements for nickel
by the Defense Materials System and to meet them.

Dispose when 10 years old.

592, Shipments of Nickel Alloy Products (BDSAF-348) -
These are copies ol survey forms sent to companies to
collect data on a large variety of nickel alloy products
in terms of total shipments and shipmencs to fill defense

orders. These forms are generated to support the Defense
Materials System.

Dispose when 10 years old.

(Printouts)

593, U.S. Shares of Exports from Fourteen Supplier
Countries to the Woilid and te Niuelfy-vw) Uestinations -
This 1s a compuater printout spowing total world exports
of nickel from fourteen countries. Also shown are the
volume of U.S. exports and the percent of the world
export representing the U.S. market share. These

data are presented for each year in a fiveayear spread.
The same data are given for the various participating
foreign countries.

This printout 1is produced by the Bureau of the Census
and obtained by the Office of Competitive Assessment.

Dispose when superseded by a new issue.

594. Exports and Imports of Nickel and Nickel Alloys

by U.S. Tariff Scheduies ~ These are two printouts: One
showing the quantity and value of U.S. imports of nickel
and nickel alloys. The other presents the same data for
U.S. exports of nickel and nickel alloys.

These printouts are »nroduced by the Bureau of the Census
for this Bureau from the master import-export tape.
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Disposc when 2 years o

id,

(Miscellnneous Metals and Materials =
Graphire Meroury, Gold, Silver, Platinum
Group, Titonium, Asbestos, Uranium, Rare

Earch, Flourspan, Quartz Crysiais and Clay)

The analysts in this subject area are responsible for
evaluating the foreign and domestic status of approximately
150 miscellaneous metals aund mirnerals.

595, Miscellaneous Metals and Minerals General Subject
File ~ This file contains subjcct headings and folders
for each of the metals and minerals for which the
activity is responsible. It includes all incoming and
outgoing correspondence pertaining to these commodities
or industry areas. The file contains copies of papers
generated in the course of cvaluating the world position
of each of these commodities with respect to production,
U.S. imports, U.S. exports, consumption, supply, price
and current inventories. Also included are papers
created by the analyst in making projections or any or
all of these factors for selected metals or minerals,

Notable primary subject headings found in the file
include foreign countries, companies, mobilization,

base data sheets, pricrities cases, ilegislation and
stockpile disposal,

The vast majority of these pepers are office copies
maintained as an essential worktool for the professional
involved. Although the majority of these have a relatively
short term value, there are some that must be kept for a
longer period because they contain data of greater
potential value and are therefore considered more

active. These must necessarily be moved forward and
retained in the process of screening useless papers from
the file on a selective basis. This is necessary because
the longer term papers are frequently intermingled with
those of short term value.

a. Active folders move forward in
the file.

b. All Other Papers - Dispose when 3
years old.

Jan 76 186



596. Titapaum, Ingot Mill Products s Castings - These

are copics@ Lorms 1lbtv7u1990 to «i Momestic producers
of titaniun, mill products, ingots and castings to col-
lect data on produvction, con»uuption, mill products, net

shipmenits and castings, The data collected on these
forms are put ir machine Jarguare and a computer printe
out is run containing data )Ubjl shed by this Bureau and
the Bureau of Mincs.

The data on theso forms are thoroughly analyzed and
are published

Dispose when 3 vears old

597. Statistical Analysis of rhe Titanium Indust”y - This
contains spread sheckts on which statistics nave been hand-
posted show1ag such things as pet shipments of titanium
mill products by tvpe, thereunder by month and quarter.
The analysis includes the same information for titanium
sponge and ingots. Production of titanium mill products
and castings is broken down by rated and unrated orders
Imports for rutile and rutile sand, titanium and wroughL,
waste and scrap and titanium wrought are also statisti=-
cally treated.

This analysis utilizes many of the statistics that are
published along with unpublished company data to provide
a basis for the prochtion of numerious internal evalua-
tions that are used by hlg er authority for a variety
of purposes. zwgel

Permanent -~ Retire to BTRS when no longer needed
for current business and transfer to WNRC 6 months

A later, Offer to National Archives when 20 years

old.
(Printouts)

598. Imports and Exports of Miscellancous Metals and
Materials -~ This is a copy of a cumulative monthly print-

out showing the cuantity and value of exports of each

commodity by year and month and thereunder by country.
The December issuc cumulatively reflects the data given
in the preceding monthly issues,

A separate printout is produced which cumulatively pro-
vides the same information on imports of each of the
subject ccmmodities.
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The Bureau Q the Ceciisus produces thesC printouts
for sale to other government agencies and the public,

The statistics apoeaving in th2 printouts are published

by the Bureau o€ the Census anpvally in the U.S. Foreign

Trade, Imports and Exports TSUSA Commodity by Country.

a., Annual Printout -~ Dispose when 1
year old,

b. Monthly Issues - Dispose when super-
seded by a new issue,.

(Iren and Steel)

599. Iron and Steel and Related Products Commodity
File - This contains prlnLLJ and processed materials
containing raw data on iron and steel and related
commodltles such as chromium, cobalt, coke, ferro
alloys, manganese, iron ore, scrap, tungsten and
vanadium, Also included is a small quantity of office
coplies of papers prepared by the commodity specialists.

Record copies of the papers generated by this activity
are maintained in the program hcad's file and elsewhere.

Dispose of individual documents ox
contents of file felders vhen ne
longer needed for cucrent business.

600. ©Nickel Bearing Stainless Steel Scrap Survey (BDSAF-782)

These are coples of survey forms sent to companies in the

iron and steel industry to collect data on steel scrap
produced, consumed, and on hand at the end of the
reporting month.

After the forms are returned the data are compiled and

analyzed in repo*ts, position papers and similar documents

for decision making in the Depariment. It is possible
that data derived in a future survey of steel scrap may
be published for wide spread distribution. The forms
are arranged alphabetically by company name.

Dispcse 1 year after receipt of the

forms distribution for the next
survey.
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601. Iron and Steel General Subject File ~ This
contains copics of incoming JAU—BU%oownv ‘correspondence
and related printed and proccssed material pertaining
to the general condition and characteristics of the
industry and to mectings and activities of a variety
of national and international crganizations concerned
with the iron and steel induscry.

Also included in the file are copies of articles and
reports prepared or received by members of the staff
and copies of documents circulated by the various
organizations.

Nctable among the subject headings in the file are
American IYron and Steel Institute, capacity (steel),
defense plans, employment (steel industry), imports,
maricime, price reports, Division programs, monthly
output reports and the like.

Dispose of file folders or
contents of file folders
when no longer needed for
current business.

602. Foreign Dispatches -~ These are copies of airgrams
and telegrams containing data on the iron and steel
industry in foreign countries developed by foreign
missinns and forezign service cotlticers., These are
useful to ihe commodity specialist as a source of

data for a short period of time. Record copies are
maintained in the State Department long enough to

meet all requirements.

Dispose when 3 years old or when they have
served their purpose,

603. Steel Import Data - This is a record set of a
monthly publication produced by this activity which
shows the imports of iron, steel, and iron and steel
products by TSUSA number, country of origin, custom
region and grade. Each succeeding report cumulatively
updates the preceding one and shows the data fox the

same reporting period of the preceding year. 4»7c4
;Q (A Permanent - Record set of one copy of each
¥ issue. Retire to BTRS when no longer

needed for current business and transfer
to WNRC 1 year later. Offer to National
Archives 20 years therecafter.
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(Ferro Alloys, Metals, Refraciories and Raw Materials)

604. Fervo Alloys, Refractovies and Raw Materials
Commodity FIiC =~ 1his primariiy contains copies ol
printed and processed material with a few office copies
of papers produced by the commodity specialist containing
data on the cupplv, consumpticn, and trade of the raw
materials and refractories uced to produce iron and
steel.

This file is one of the essential worktools of the
commodity specialist but it has no value after it has
served his purpose. Record copies of the papers produced
by the commodity specialist are maintained in the files
of the program head and in offices of other higher
authorities.

Dispose of individual documents or
contents of file folders when no
longer needed for currenc business.

605. General Ferro Alloy, Raw Materials end Refractories
General Subject rile - This contains printed and processed
material with a few office copies of papers containing

raw data on subjects in the file that are not readily
susceptible to classification by commodity. This is

an essential worhtool for the commoditv specialist,

but the file has no further value cfter it has served

his purpose.

Dispose of individual documents cr contents
of file folders when no longer needed for
current business,

606. Iron and Steel Administrative Subject File -~ This
contains oflfice ccpies of the usual housekeeping papers
on subjects including budget, conference rooms, equipment
and supplies, copies of internal and external directives,
personnel actions, actlvity reports, time and attendance
reports, requisitions, trairing and travel with internal
program operating materials and the like.

Dispose when 2 years cld.
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607. Production legc;ch “ lﬁ*s contains cepies of
directives Lo stéxi companics wnich obligate them to
reserve a portion ol their prcducticn for national
[a 21

dcfense programs. These dirootives are arranged
alphabetically by company name

Record copies of these directives are maintained in
the Cffice of Industrial Mobllization. These copies
are maintained as an essential werktool for the
operating unic,
Dispose of individual directives when
supersaded or vevoked.

608. /Jumunition Scheduling Report - These are copies
of a sumrary repovi which CJLVJ*P‘ defense contractor

VquchanfS for the ammunitlen program. Thesc re eports
are prepared by the U.S. Aymy Munitions Command and
forwarded to this activity for 1nformaflonal purposes
for establishing the Department's position on defense
materials requiremeuts,

Dispose when they have served
their purpose.

€09, Stecl and Nickel Alloys Materials Requirements -
These are copiles ci a quartexly report showirng the
defense meterials requirements for steel, Jhese reporis
are fovrwarded to this activity for use in prepar ing
recommendations on mobilization planning which are
submitred to the Office of Industrial Mobilization.

Thesc reports are used as the basis for issuing the
production directives on individual steel companies.

Dispose when 10 years old.

610. Priority Cases ~ This contains copies of priorit
orders to assist a manufacturer in effecting delivery
of steel or steel products needed to fulfill a defense
contract,

Dispose when 2 years old.
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611l. Forgings, Drop or Impression Die and Open Die
Press and Ilammer A“P>AT~°4)) - This contains copies
of survey forms scat to individual forgings companies
to collect data on current mreduction, additional
production and capacity, werk schedules, plant and
equipment, and auxillary processing equipment.

The data from these forms are used as a basis for
Industry Evaluation Board Studies. Although the
data in these forms are essentially duplicated in
Industry Evaluation Studies maintained in the Office
of Industrial Mobilization, these forms must be
retained until superseded by a new survey.

Dispose 1 year a fter receipt of the
next survey form

612, Mobilization Planning Papers -~ This contains

copies of papers collected or generated by the commodity
specialist in the piocess of responding to requests for
recommendations o1 cvaluations for mobJleatlon planning.
The data in these workaperb are summarized or essentially
duplicated by submissions teo the Office of Industrial
Mobilization which maintains record copies.

Dispose 2 years after the request or
subject documentation is superseded.

613. Executive Rescrve Decsianees File - This is a
name case File For cach member or Che staff that has
been assigned to Executive Reserve, or that is being
considered for such an assignment.

Record copies of these papers are maintained in the
Office of Emergency Readiness.

Dispose 1 year after separation of
the subject cmployee.

614, International Trade Opportunities - These are copies
of offers usually made by foreign countries to purchase
iron and steel products. With the offers are copies of
the action taken by the commodity specialist o bring
these trade opportunities to the attention of the
appropriate American companies.

These papers have only very short term value since the
business opportunity is either acted on expeditiously
or it expires.

Dispose when & months cld.
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615. TIron and Steel Technical Information File - This
contains copiles oi pilinted aad processed material and

a little inceming znd outgolng correspondence containing
data on the industvy that are tco general to classify
and file by commodity or company names.

The incoming and cutnooing correspondence is duplicated
in the files of the head of the program. This file is
an essential worktool for the commodity specialist but
has no other value.

Dispose of individual documents or
contenus of file folders when no
longer needed for current business,

(Ixron, Steel, and Related
Productn Production Technoliogy)

616, Irxon and Steel and Related Products Technology
Information File - This contains office coples of papers
generaced by the commodity specialist, and copies of
printed and processed maierial containing data on

steel making raw materials and the technology or
production of iron, steel and related products. The
file contains data on the domestic as well as foreign
industries.

This file is an essecntial worktool for the commodity
specialist but it has no long term value after it has
served bis purposes. The papers which he generates
are essentially duplicated in publications or in the
files of the head of the progiram.

Dispose of individual documents or
contents oif file folders when nc
longer needea for current business.

(Printouts)

617. Monthly Prints of Imports and Exports of Iron,
Steel and Iron and Steel Producis -~ A separate cumulative
printout for iImports and one for exports are done by the
Bureau of the Census sand these are obtained by this
Office. Since these printouts are cumulative from one
month to the next, the December issue of them comprises
an annual statistical report showing the quantity and
value of imports and exports of the subject commodities.
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a. Monthly Printouts - Dispose upon

receipt of the Decumber cumulative
. (an:w:d.'- issue.
b. Decembar Cuaulative (annual) Issue =~

D151oue when 5 years old.

(Chemicals and Rubber Pregram)

618. Mobilization Planning File - This includes copies
of Industry LEvaluction Board srudies prepared by the
activity with related papers such as cepiles of memoran-
dums, workpapcrs and the 1ike. Some stockpile and
critical material papers are alsc inciuded.

The Industry Evaluation Board studies and any pertinent
related material are maintained in the Office of Indus-
trial Mobilization.

3 after the subject study

Dispose 2 year
ion is updated.

ear
or documentat
619. Chemical CGATT Negotiations File ~ This contains

coples of background papers developed durlng preparation

for GATT negotiations to overcome unfair trade practices
in world trade of certgin hcmLcdl and alligd chemical
products., v Rl Chepicrt ) [Finpouslin: cldirresd .

Typescript Studies or Evaluations =~

é / ‘. / %wgwt - Reiiire to BTRS when no
ﬂ» ¥ onger needed for cucrent business
Tk and transfer to WNRC 1 vear later.
Cj#l Offer to National Archives 20 years
thereafter

b. All Other Papers = Dispcse when they
have served their purpose.

620. Chronological ¥ile - This contains a copy of every
cutgoing item arranged chronologically in one sub~divisien
of the file. 1In & second sub=-division a copy of each
outgoing, item is filed alphabetically by name of addressce.

Dispose when 3 years old.
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621, Le"l‘l‘,l"" File - This contains .)ples of proposed
and pendjﬂg lTegiciation with related program comments and
workpapcrs., The papers are case filed by the House and
Senate Bill number.

These files are essentially duplicated by the legislative
file, Office of General Counsel, Cffice of the Secretary.

Dispose when 5 years cld.

622. Foreign Dispatches - Thesc are copies of airgrams
and telegrams produced by foreign missions and transmitted
through the State Department containing commercial data on
the chemical industry in foreign countries.

The dispatches are interfiled with printed and processed
secondary scurce material collected on the chemical
industry of each country. The papers are arranged
alphabetically by names of countries.

Record copies of these dispatches are maintained in the
State Department for a pericd long enough to meet all
legal and other requirements.

Dispcse when 3 years otid.

623. Organization for Economic Cooperation and nge] -
Sent (thﬁT Pap These= a : 2 =k
survey torm di [stributed to all member countries of the
organlzatTOn which is completed by each country and
returned to this activity. The data from the forms

are analyzed and compiled and submitted to the organi=~
zation headquarters in Paris. The material submitted

is published in The Chemical Industry by the organization.
Prior to publicaticn,a Draft Statistical Report on the
Chemical Industry is submitted to delegates tc the
industry committec, OECD, for consideration. The file
also includes workpapers generated by the analyst
preparing the data for submission to OECD, and copies

of the survey form that has been filled ocut.

- s c I
¢ are cepies of an annual

Dispose when 4 years old.

624. Economic Commission for Lurope (ECE) Papers = These
are copies of survey forms containing data on the chemical
industry submitted to the Commission by the United States
with workpapers and supporting documents. The data in
these papers are analyzed and publisbed in an Annual
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Review of the Chemical Industey by the Commission.

Dispose whzn 4 years oid.
(Printocuts)

625. Chemical and Allied Products, Rubber and Plastics
and AlTied Rubber Products Exsort Staristics - This 18

a computer pyvintcut issued monthly showing the cumulative
quantity and value of exports of chemicals and allied
chemical products by commodity group for each of the
countries having significant exports.

The printouts are used as a source of raw data for
preparation of analyses and to answer inquiries from
the industry. The printouts are purchased on subscrip-~
tion from the Bureau of the Census which produces them
for sale to the public as well.

A central set of these printouts is maintained for use
of all program staff members. Each analyst also
receives the porition cf the printout covering the
commodities with which he deals.

a. December Issue - Dispose when no
lounger needed for current business.,

b. March, Junc and Septembeir Issues -
Dispose when 1 year old.

c. All Other Monthly Issues ~ Dispose
when the next issue is received
(Includes parts of issues received
by analysts).

626. Chemical and Allied Products: Rubber and Plastics
and AlTied Rubber Products Tmport Statistics -~ This 1s a
computer printout issued monthly showing the cumulative
quantity and value of imports of chemicals and allied
chemical products by commodity group for each of the
counitries having significant iamports.

The printouts are used as a source of raw data for
preparation of analyses and to answer inquires from
industry. The printout is produced on subscription
from the Bureau of the Census which produces them for
sale to the public as well,
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A central set ol h »se printocts is maintained for
use of all progrm scaff mcmbbtc Each analyst also

receives the po- 1L(n of the printout covering the
commodities with which he doais .

a, December 1Issue = Dlouooc whnen no

longer needed for current business.
b. March, Junc and September Issues -
Dispose wiien 1 year old.

c. All Other Menthly Issues - Dispose
when the next issue is received
(Inzludes parts of issues rcceilved
by anaiystS).

627. U.S. Shares of Exports from 14 Supplier Countries
to the World s1¢ ¢o 92 Destinations - These are copies
of a computer printout of a tive=-year market study of
chemical exports by commodity group in accordance with
Standard International Trade Classification showing

the quality and value of eaports of L4 supplier
countries, value, and U.S. share of such exports.

One copy of this printout is procured from the United
Nations for the use of the program staff
Dispose when 1 year old.

(Inorganic Chemicals)

628. 1Inorganic Chemical Subject File - This contains
copies of incomingz and outgoing correspondence, copies
of evaluations, analyses, reports and supporting
secondary source material such as newspaper clippings,
magazine articles, and the like containing raw data

on an inorganic chemical commodity such as aluminum
chloride, fluorspar, manganese, nickel compounds and
hundreds of other comnmodities., These inorganic chemical
produci:s are sometimes referred to as 'heavy industrial
chemicals."

The material is arranged alphabetically by the names of
inorganic chemical commodities. Papers on domestic
products are filed in a folder and when the foreign
commercial data on a product is sipgnificant the papers
are filed in a separate folder behind the one containing
information on the domestic commercial situation.
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These papcrs.constitute a long term worktool which

must be maintained 1n close proximity to the professional
concerned. Howavar, they have rno value beyond the

point where thev hzve lost theix uscfulness to him.

The data jin the ifile arc essentislly duplicated in
memoranduis, positicn papers, renorts and similar
documents which the znalyst produces for the use of
higher autherity which maintains record copies of them,

Dispose of individual deccuments or the
coutents of file folders when no longer
needed for current business.

629. Heavy Industrial Chemicals and Fertilizer Subject
File - Tnis contains copies of Incoming and outgoing
correspondence, foreign dispatches, foreign service
reports, and secondary source materials containing

raw data primerily on chlor-allkali industry, potash
ammonia, ammenia compournds and phosphate. Although
these are all heavy industrial cliemicats they constitute
the majcr inorganic chemical ingredients of fertilizer.
The papers are arranged by the names of the commodities
and thereunder by the foreign countries when one is
involved.

These are copies of papers ccllected or generated by
the analyst For use as a worlkteol,

Dispose of individual dccuments or
contents of file folders when no
longer needed for current business,

630. Mobilization Planning Paners - These are an analyst's
work copies oI papers generated or collected in the process
of responding to requests for the capability of the inorganic
chemical industry to make an adequatce contribution in the
event of any kind of national emergency. Included are
Industry Evaluation Reports, basic data sheets, critical
materials papers and the like.

Dispose 2 years after the subject study of
documentation is updated.,
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631. Trade Opportunities and General Correspondence
File - This conizins coples of clfers to purchase
inorganic chemical products and fertilizer with a
copy of the action tzken on them by this activity,
The file also includes incoming and outgoing corre-
spondence with individual companies in the domestic
inorganic chemical industry. This correspondence
relates to providing information or resolving a

problemn for the company involved.

a. Tenders (offers to buy) - Dispose
when 6 months old.

b. All Other Correspondence -~ Dispose
when 2 years oid.

632. Program General Subject File ~ This file contains
copiles of papers generated and collected by members of
the program staff which show the contribution made to
various domestic industry organizations and common
undertakings. The file also contains quantities of
material relating to all aspects of the industry and
used as a source of data for the preparation of
position papers on problems and commodities and for
preparation for varicus international conferences and
negotiations.

The papers are essentially duplicated in submissions
prevared for higher authority and have no value beyond
their usefulness to the program staff.

E

Dispose of individual documents or
contents of file folders when no
longer needed for current business.

(Brugs)

633. Drug Commodity File = This contains foreign
dispatches, incoming and outgoing correspondence and
printed and processed source material on drugs and
medicines such as biologicals, medicinals and botanicals,
and pharmaceutical preparations.

The file also contains work copies of memorandums,
compilations, analyses, reports and similar documentation
prepared by the analyst for the benefit of higher authority.
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Record copies of these papers are maintained in the
files of the Dircctor of the Division and in the
files of the Director of the Cffice of Business
Research aund Analvsis, '

The file is a long term worktcol that must be kept
in clcse proximity to the professional since its
only value is to meet the demands made on him for
highly specialized cvaluation of the commercial data
pertaining to the industry.

Dispose of individual documents ox
contents of file folders when no
longer needed for current business.

634. Mobilizaticn Planning Papers - These are copies

of papers generated or coliected by the analyst in

order to respond tc assignments to make recommendations
on the capacity of individual companies to make an
adequate contribution to meet any national emergency;

tc make recommendations on the allocaticn and status

of strategic materials; and to make recommendations to
the Office of Industrial Mobilization on related matters.

More specifically the papers included in the file are
office copies of basic data sheets, background papers,
copies of trhe request for cthe submissicn desired and
related paners.

Dispose 2 years after the subject study
or documentation us updated.

635. Tender and General Cecrrespondence File - This contains
papers of tenders for drugs received for the most part from
foreign countries with a copy of the action taken on them
by the commodity specialist. These trade opportunities

are quickly taken advantage of or they expire.

The file also contains copies of incoming correspondernce
requesting iInformation on a variety of matters with which
individual companies and private individuals are confronted,
together with the related reply.

Dispose of the papers when they have

served their purpose or when 1 year
old, whichever is sooner.
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(Printouts)
636. Monthly Printcuts of Tmports and Exports of
Drugs and Pharmacecuticals « A sepavate cumulative
printout for lmports and one for exports are done

by the Burcau of the Census and these are obtained

by this office. Since these printouts are cumulative
from one month to the next, the December issue of
them comprises an annual statisiical report showing
the quantity and value of imports and exports of the
subject commoditiec.

These are the commcd l“y spec1aii>t's work copies of
printouts that are maintained in a central set at the
Division level for the use of all specialists involved
to meet longer term neceds,

Dispose upon rveceipt of next issue,

(Soap, Decergents and Toile
Preparaticons and Chemical Specialit i s)

637. Pesticides CounLry File - This contains copies of
foreign dispatches, incoming ¢ nd cutgcing correspondence.
processed and printed scurce ra:cria? and werkpapers ©
the production, coaswnption, control and other commercia 1
data on pesticides in foreign countries.

The papers are arranged alphabetically by the names of
foreign countries, This file is an essential worktool
of the commodity specialist, but has no further value
after it has served his purpose.

Dispose of individual documents or
contents of file folders when no
longer needed for current business,

638. Mobilization Planning Papers ~ These are copies

of papers genevated or collected by the analyst in order
to respond to assigaments to make recommendations on

the capacity of individual companies to make an adequate
contribution to meet any national emergency; to make
recommendations on allocations and status of strategic
materials; and to make recommendai:ions o the Office of
Industrial Mobilization cn related matters.
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More specifically, the papers included in the file

arc office copies of basic data sheets, survey forms,
background papers. copies of the request for the
submission desired on soaps, detergents and tollet
preparaticns and cnemical specialities.

Dispose 2 years after the subject
study or documentation is updated.

639. Pesticides General Subiect Fiic ~ This mostly
contains processed and printed source materials with
some office copies of memorancums, recommendations,
reports and corrcspondence prepared by the commodity
specialist on the domestic pesticides industry.

The papers are arranged alphabetically by subject
headings. Record ccpies of the papers generated by
the commodity specialist are maintained in the files
of the program head. This file is an essential work-
tool for the commodity specialist but has no further
value after it has served his purpose.

Dispose of individual documents or the
contents of file folders when no lcnger
needed for current business,

640, Pyrethrum Country File - This contajins copies of
foreign dispatchezs, incoming and ourgoing correspondence,
printed and processed material on production, consumption,
control and other commnercial data on the pyrethrum industry
in foreign countries. These papers are collected or
generated as a worktool for the commodity specialist and

they have no value after his need for them has been served.

Dispose of individual documents or
contents of file folders when no longer
needed for current business.

641. U.S., Companies File -~ This contains printed and
processed source material with office copies of a few
papers prepared by the commodity specialist.

The file has value cnly as a source of raw data for
the use of the commodity specialist concerned.

Dispose of individual documents or

contents cof file folders when no
longer needed for current business.
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642, FExplosives Ccuntry File - This contains copies
of printed and processed material with a few office
copies of papers prepared by tie commodity specialist
containing technical and commevcial data on explosives
produced in foreign countyries,

Dispose of individual documents or
contents of file folders when no
longer needed for current business.

643, Toilet Preparations Commodity File - This contains
copies ol printed and’pxocessca matertal, survey forms
and a few papers preparcd by the commoqlgy specialist.

The paners are arranged alphaebetically by names of
commodities, The survey forms are essentially duplicated
by internal reports and material submitted for publication.
The other papers have no value after the commodity specia-
list's necd for them has been satisfied.

Dispose of individual documents or
contents of file folders when no longer
needed for current business.

644. Toilet Preparations Country File - This contalns

primarily secondary printed and proc essed source materials
with 5 few ofifics copies 0f papers prepared by the commodity
specialist.

The papers are arranged alphabetically by names of countries.
They are of no value after they have served their purpose
as a source of raw data for the commodity specialist.

Dispose of individual documents or contents
of file folders wnen no longer needed for
current business.

645. Technical Information Tile - This contains copies

of printed and processed material with a few office copies
of papers prepared by the commodity specialist containing
technical and commercial raw data on crude drugs, gums,
resins, balsams, activited carbons, charcoal, polishes,
soap, detergents and other commodities.

Dispose of individual documents or contents
of file folders when no longer needed for
current business.
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_Tecnnical Information

ile znd processed material with
a few paper ed by the co nmodvty specialist containing
technical ard comnercial data on essential oils such as
menthol, peppermint, Ambrette scod, avocado, camphor, cedar,
citrus, ovris, Ec\vh kernal, sandalwood and other oils.

646, Narur
PiTG - }m1s

dividual documents or contents
rs when no longer needed for
eSS,

Dispose of in
of fiie feclder
current busin

(Organic Chemicals Including Petrochemicals)

647. Technical Information on Organic Chemicals File -
This contains prinied and processed material collected

by the commodity specialist as o source of raw data on
organic chiemicals ( etroleum and natural gas liquids,
coal tar, coke products, fats and oils, animal resins

and wood products; and office copies of papers generated
by the commodity specialist such as incoming and outgoing
correspondence, foreign dispatches, workpapers, analyses,
reports, legislation and other evaluations.

This file is comprised of 4 sub BLOUPS (1) By name of
commodity arranged alphabetically, (2) By type of
aDpLJcatLon, arrauged alphabetically by name, (3) By
country, arrangsd alphebetically and (a) By pro ect
which are case filed,

The papers created by the cowmodity specialist are main-
tained in the files of the head of the program and in
the files of other higher authcrities for whose use the
data were prepared,

These papers serve as a long term worktool essential to
the conmodity spcchlist and they have no value after
they have served their purpose.

Dispose of individual documents or the
contents of file folders when no longer
needed for current busiress.

648. Industrial Mobilization Planning Papers - These
are coples ol incoming and outgoing correopondenc R
workpapers, reports, recommendations, survey forms
and studies, sitockpile basic data sheets, and industry
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evaluation reportc pertaining to the defense materials

system, executive reserve, supply reqguirements and
industrial defencse nroblems,

Dispose 2 yeaws after the subject study
or documentation is upduated.

649, Interrational Activities File -~ These are the

papers collected or generated by the commodity specialist
on exporti potential studies, GATT activities, tariffs,
trade information committees, Trade Expansion Act,
international commodity problems, dumping, OECD activities,
trade centers, fairs and wmissions, export financing and
foreign investment, and coordination with other government
agencies and the private sector.

These papers are an essential worktool for the commodity
specialist but they have no value after they have served
his purpose. '

Dispose of individual documents or the
contents of file folders when no longer
needed for current business.

650. Tenders and General Correspondence File - These
are coples of offers to buy cpecificed commodities,
usually from foreign countrics, with a copy of the
action taken on the offer by the commodity specialist.
Also included is incoming and outgoing correspondence
with companies and private individuals needing informa-
tion or the solution to a problem.

These papers have short term value because the offers

are accepted or they expire quickly and the correspondence
deals with matters that are terminated or resolved in a
short period of time.

Dispose of papers when they have served their
purpose or when 1 year old,

(Printouts)

651. Monthly Printouts of Imports and Exports of
Organic and Peirochemicals - A sceparate cumulative
printout for 1mports and one for exports are done by
the Bureau of the Census and these are obtained by this
office., Since these printouts are cumulative from one
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month to the next., the December issue of them comprises
an annual statistical report showing the quantity and
value of imports and exports of the subject commodities.

These are the commodity specialist's work copies of print-
outs maintained in a central set at Division level.

Dispose upon receipt ¢f next issue.

(Rubber and Rubber Products)

652. Toreign Service Dispatches ~ This contains copies

of foreign dispatclies, foreign service reports and some
similar material pertaining tc the production, consumption,
and trade of rubber and rubber products. The papers are
arranged alphabetically by name of country, thereunder by

product,

These papers have no value after the commodity
specialist's need for them has been served.

Dispose when 3 years cld,

653. Commodity File ~ This contains primarily clippings
and other printed and processed material with a few
office copies of correspondence, workpapers, and reports
genaerated by the commodity spocialist.

3
T

The commodity specialist uses this file to collect raw
data. It is a worktool for the preparation of analyses
and evaluations as required. The papers are of no
value after they have served their purpose.

Dispose of individual documents or
contents of file folders when no
longer needed for current business.

654. Rubber and Rubber Products Envirommental File - This
contains clippings and printed and processed materials,
with some correspondence,concerning the disposal of scrap,
rubber and rubber products (special emphasis on scrap
tires) and on the related ecological problems.

This is a work file and it has no value after it has
served the purpcse of the commodity specialist.
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Dispose of napcrs when they have
served theiyr jpurpose.

655. Rubber arn Rubher Producis International Activities
File - This containg printed and processed coples oL the
meetings of the international Study Group on Rubber and
Rubber Preducts and of the othezr releases of the group
and its subcommitiees. The file also contains copies

of the releases or the Food and Agricuitural Organiza-

tion and similar international bodics.

The papers of the International Study Group are printed

in full ¢r in sumaary form and distributed annually,

The papers of the other bodies are in the official files

of the Department of State or the primary sponsoring agency.

Dispose when 5 years cld.

656. Mobilizaticn Planning Papers -~ These are copies

of requests for recommendatlions or reports for mobiliza-
tion planning with velated documentation on critical
materials, alliocation and rated orders for commodities
under the Defense Materials System, executive reserve,
priorities assistance, and industry evaluations.

Record copies cof the
files of the Qffice
where,

pa
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pers are meintained in the
dustrial Mebilization and else-

o
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Dispose 2 years aftevr the subject study
or documentation is updated.

Construction and Forest Products Division

(0ffice of the Director)

657. Director's Subject Numeric File - This contains
copies of papers collected or generated by the Director
and his principal assistant on all facets of the adminis-
trative management of the Division and on the program
activities performed by the Division.

The file also contains an official copy of all ocutgoing
items generated by the head of programs of the Division,
The Office of the Director is the official file station
for the Division. )
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The papers in the {ife are arranged in accordance

with a subject numnuric files classiflication prepared

and maintained by the Division, The content of the

papers is essentially duplicaied by submissions

forwarded to higher authoricy for appropriate action.
Record copies of the official version of these submissions
are maintained in the offices ol higher officials to

whom they were divected. The subject content of the
remainder of the papers in this file is essentially
duplicated by publications.

The value of these papers for research and other purposes
is exhausted in a rclatively short period of time.
Accordingly, the file 1is periodically purged of value-
less papers and exceptional cases are moved forward,.

Transfer infrequently used folders to

a separate inactive file. Retire inactive
file to BTRS when it fills 3 file drawers.
Transfer to WNRC and dispose when 10 years
old.

658. Assistant Director "E" Awards File ~ This contains
copies of 1ncomiing and outgoing correspondence pertaining
to an application from a company for oine of the President's
"E'" Awards for excellence in the field of Export Expansion.
More specificaliv, the file conrains coples of the subject
company's application, recommendation of the evaluation
comnittee and related correspondence,

The Assistant Director is responsible for action on
"E' Awards application submitted to the Division for
evaluation. This file contains convenience copies of
papers that are duplicated in the official file of the

Commnittee maintained in the Office cf the Secretary.
Dispose when 3 years old.

659. Reading File -~ This is a copy of each outgoing
item created by the Divisicn, arranged alphabetically
by the name of the addressee. These are duplicated in
the Director's numecric file.

Dispose when 2 years old.
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(Containers and Packaging PVC”I ant)

660. Conraincrs and Packagineg \ub-nﬂt File =~ This
contains ofiice coplaes oi lnkoﬁf“g and outgoing
correspondence gencrated by the bead of the containers
and packaging program and the associated commodity
specialist dealing with metal, zlass, plastic, paper,
paperboard, wcod, textile, and other types of containers
used For all kinds of packaging applications. The file
also contains copies of correspondence concerning the
ecological ptoblemo involved in solid waste disposal

by wmanufacturers.

Copics of all papers in this file that result in any
substantive action at the Divisicn cr higher levels

are maintained in the Division Director's subject

file. The papers in this file are arvanged alphabctlcally
by subject. A '"Reading' or ''Day File' comprises a
subgrouip in this file.

The majority of the papers in this file have served their
purpose when 1 or 2 years old; however, there are some
exceptional cases where a transaction extends over a

nuch longer period. These exceptional cases are simply
moved forward as the file is purged of valueless
material.

Dispose of the contents of file folders when
thev have served their purpose or when 3
years old.

661. Operating Reports File - This contains copies of
production and project status reporis covering activities
and assignments of the program staff prepared for use

in connection with the administrative management of the
activity.

Copies of these reports are maintained in the Division
Director's file and elsewhere.

Dispose when 10 years old.

662. Executive Reserve File -~ This is comprised of lists,
controls, directives, nominations, correspondence of the
Executive Reservists and a name case file for each
reservist or designee in the containers and packaging field.

Jan 76 209


http:Cor~i.::�l.aL!~S_,Pack~il2s._2~lbjF~.le

The information in this file is essentially duplicated
by documentation maintained in the 0ffice of Emergency
Readiness.

a, Lists, Controls, Directives and Related
Papers ~ Dispose whcen superseded.

b, Name Case Files ~ Dispose 1 year after
separation of subject reservist.

663, Yoreign Dispatches ~ This is comprised of copies
of dispatches developed by foreign service missions on
the conditicn of the containers and packaging industiies
in foreign countries with special emphasis on trade.
These dispatches and responses to them, if any, are
transmitted through the Statc Department.

Commodity specialists use these dispatches as a data
source and they are of no value after the required data
hss been extracted and aralyzed.

Most of the foreign szrvice dispatches are filed together
in the Foreign Data File. However, there are some that
are placed in technical information and other files.

This item covers all foreign services digpatches
pertaining to containers and packaging regardless of

Inmvr +lmcr caen s et e A
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Dispose when 3 years old, or when
they have served theixr purpose.

664, Technical Information Files = These are comprised
of 18 separate files which are designated as follows:

Foreign Data

Trade Assistance Data

Metal Cans File

General Subject File

Solid Waste File

Company Files

Pulp, Paper and Board

Domestic and Foreign Class Containers
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Alwainum TUeil Packaging oand Conbtainers

Aercsgdis File

Contaiverization
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Cooperage and Gas Cylinders

Boxes and Crates

Fluid Milk Shipping Containers

Corrugated Boxes

Fibre Containers

Almost the entire content of these files is comprised of
printed and processcd secondary source material collected

by the industry specialists. However, each of the files
containsa very small quantity of office copies of papers
originated by the program staff. Any of these papers

that result in a substentive action sre generally duplicated
in the Division Divector's subiect file,

Once these files have served the purpose of the industrial
specialist involved, they are cf no further value.

Dispose of individual documents oxr
contents o file folders when they
have served their purpose.

665. Mobilization Planning Papers ~ These include copies
of papers generated In response to requests from the
Office of Industrial Mobilization for recommendations,
evaluaticn, and reports to be used by high authority

for plans to meet national emergencies. More specifically,
the papers include Industry LEvaluvation Board Studies (IEB),
IEB and Survival Item Summarics which provide a rating for
each company involved, base data books, and supporting
papers.

These papers are essentially duplicated in files maintained
in the Office of Industrial Mobilization.
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666, Company Survay Forms =~ The2 containers and packaging

propram “stalf conducts survival and IEB surveys of
companies producing nine categories of container and
packaging materials. These include (1) metal cans,

(2} container closures, (3) glass, (4) cylinders, (5) plugs,

(6) collapsable tubes, (7) cups, (8) demountable cargo
containers and (9) intravencus solution bottles.

A survey form is sent to each company involved in each
of the nine cetegories listed above., The form requests
information on the company's production capacity, change
in plant production, work schedules, limiting factors
and rcmarks., The Lomnany coumpletes the form and returns
it to the program staff,

The information coilected in this manner is used by
industrial specialists for preparation of Industxrial
FEvaluation Beard studies and other purposes. Copies

of Chese fovme ave mdlulhluuﬂ ani il euperseded by

thicse collected for the next survey, since they coatain
dats about individual companleb that are not available

elsewvhere,

Dispose 1 year after completion of the
next survey.

667. lLegislative File - This is an irnformationzl file
containing coplcs of p opoged, pending and cnacted
fcderal and state legislation with copies of comments
made bv interested parties in the private sector, state
governments and by members of the program staff.

All information in this file is available elsewhere.
However, data are agg*egated here in a manner and

quantity which gives the file a unique value as a
worktool for the industrial specialist.

Dispose of irndividual documents when

supersedad or vhen they have served
their purpose.
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668. Querierly Industrv Rerori - Confeainers and

Packaging - This 1s a quarteriy statistical and

analycical rceport prepared by the progzram staff

for publication by the Depaviment of Commerce,

Office of Competitive Asscssments. FKach issue

contains a statistical report of (1) economic trends

in the containers and packaging industries, (2) glass
containers, (3) metal cans (4) ciosures for containers,
(5) steel shipping barrels, drums and pails, (6) paper
and paperboard, {7) plastic, pottles, blow-molded and
(8) converted {lexible packaging products. Each

issue also contains special articles which reflect
trends for selected commodities. These articles are
designed to prodee useful inrormation concerning facets
of the economic spectrum of the 1ndus* 1es 1nvo ved

which they m%Oht need at be timeo 7f?<é;7

&t‘( et »

vega £ g
- Record Set (1 copy each:) = Permanent, Retire
é;:»h' to BTRS when no longer nceded for current

[
) e

Lo business and transfer to WNRC 1 year later,

Offer to National Archives 20 years there-
after.

(Printcuts)

669. U. S. Imports =~ Containers and Packaging = This is
a computer printout showing U. S. imporis ifrom foreign
countries by commodity and the guantity and value of

e

imports from each country.

This printout is produced by the Bureau of the Census,
where the master tape is maintained.

a. Monibhly Issue - Dispose when
superseded by the next issue,

b. Annual Issue ~ Dispose when
5 years old.

670. U. S. Exports =~ Containers and Packaging - This is
a computer printout showing the quantity and value of
the U. S. exports of each commodity by foreign country.

This printout is produced by the Bureau of the Census,
where the master tape is maintained.

a, Monthly Issue ~ Dispose when superseded
by the next issue.

b. Annual Issue -~ Dispose when 5 yecars old.
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671. U. S. Snares of Lxporie from 14 Supplier
Countries G fhe wWorid aod o 92 Dustinations - This
1s a computer prinircul showinz now the - U.S. compares
to 14 other exporting countries in the World Trade
of containers and packages bv catezory of products,
thereunder, showing the countrics of destination and

the U, S. share cf export trade.

This printout is produced by the Bureau of the Census
where the master tapes are maintained.

a. Monthly Issue - Dispose when
supersaded by the next issue.

b. Annual Issuec ~ Dispose when 5
years old.

(Forest Products Program)

672. Lumber and Lumber Products Subject File - This
contains copies of incoming and outgoing correspondence,
printed and processed material containing data on the
economic and competitive position of the industry. The

file contains information on the whole subject area

spectrum of the lumber and lumber products industry
including consumption, production, technology and managerial
ﬂrFe"*1V°nﬂ“ in the United States and abroad.

m
£
(

The papers are generated and collected by industrial
specialists who use them as a worktool to prepare
analyses and recommendations requested by higher
authority and segments of the 1nd“°try in the private
sector. The papcers are arranged in accordance with a
subject~numeric files classification. Once the papers
have served the purpose of the industrial specialist
they have no further value, since they are duplicated in
the files of the Division Director when any substantive
action is involved.

a. Active File Folders -~ Move forward
and maintain in the current file.

b. Inactive File Folders - File separately
in an "Inactive File." Retire to BTRS
at the end of every two years, transfer
to WNRC and dispose 4 years later.
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673. Black Walnut Tog, Lunbor Dimension and Veneer
C

[
(BDSAT~8E9hY -~ Tnis concain: copies of a questionnaire
sent to individual companies every quarter to collect
information on hisck walnuc lons used in the production
of venecer, lumber and dimensicn, and production of
black walnut Iuuber and dimersion, and production of
black walnut veneer.

Part of the data submitted is published in a press
release, The remainder of the data is used for
decisicn making purposes within the Government.

Dispose when 2 years cold,

674. Black Walnut Tog File -~ This contains incoming
and outgoing correspendence and related papers on the
production and consumption oi walnuft logs, lumber, and
shapes. The main thrust of the information in the
file is on the conservation of walnut timber, domestic
consumption, and specially on export control of walnut
logs.

The papers are arranged alphabetically by subject. The
file may be characterized a primary source of information
on a more or less typical case of export control in which
the Department: participated in a role of leadership.

‘ ;/T_b‘/ / C»A Permanent - Retire te BTRS when no

longer needed for current business and

ca/> ﬁzfﬁﬂéQ“ transfer to WNRC 1 year later. Offer

Y=

e

-

-~

to National Archives 20 years thereafter.

675. Softwood Log Problem - This contains copies of
papers pertaining to the recent sharp increase in the
domestic price of softwood lumber, the acceleration of
exports of such lumber, and to the exploration of steps
that might resolve the problem to provide optimum domestic
benefits.

The papers are arranged alphabetically by subject outside
of the subject numeric fifeftor—lumber and lumber products
described above.

Permanent « Retire to BTRS when no

/ c,{é. longer necded for current business
. and transf{er to WNRC 1 year later.
;51%4 Offer to National Archives 20 years
thereafter.
Jan 76 215
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676. Admin,,:rat"i_vc Subject File -« Thi® contains
copies ol the usuai nousekecsing papevs on such

matters as budget, arrangement for conferences and
mectings, reguests for infovmation or publications,
copies of persocitael actiecns, wequilsitions, production
reports, pregram operating papers, travel with similar
papers.

Dispose when 2 vears old.

677. Mobilization Planning Papers « These are copies
of papers gencraced or collected in the process of
responding to requests from the Office of Industrial
Mobilization for evaluations and recommendations to
be used for planning purposes. The papers are sub-
divided into four subgroups.

Industrial Evaluaticn Beard Studies (IEB) -
These include survey forms sent to companies
to colliect data on their production potential
for mobilization,

Survival Ttems - These are copies of papers
generated or collected for preparing an
evaluation of forest picducts needed for
domestic survival in the event of a national
emergency.

Defensc Matcrials System - These are papers
contalning data on materials deemed to be
essential to meet defense regquirements,

Executive Reserve ~ This consists of an
application and related papers for each
reservist or potential reservist.

These papers are essentially duplicated in the Office
of Industrial Mobilization.

a. Industry Evaluation Board Studies =~
Dispose when 5 years old.

b. Survival Items ~ Dispose when 10
years old.

c. Defense Materials System - Dispose wvhzn

supersedced by the new list or by a n
evaluation.
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d, L‘cuti\re Reserve - Dispose . 1 year

after seporation of subject weservist
or after he has withdrawn his name
from consiceration.

Documents - Dispose when

678. Country File - This is primarily composed of
printed and plobos:ei material with a small quantity

of foreign dispatiches ceontaining data eon the production,
consumption, and toc hnolo gy of the forest products
1ndhst1y ir forcign countries, This 1s a technical
worktool which 1is uacd by the industrial specialist to
evaluate the various factors in the competitive position
of the American indusitry and to forecest trends that
might help develop trade oppcrtunities.

The papers have no further value after they have served
the purpose of the industrial specialist,

Dispose of individual dccuments or
contents of file folders when no
longer neeced.

(Consiructicn = Building Materials Program)

4
70 PRSI SN B ST . S oex e e e “
575, uuunk-u,t_u) - (PRI LT LaLS dubniect riie - n

L O ini
contains incoming and outgolng correspondence and printed
and processced material colleLLc or generated by the
program head. The correspondence includes office copies
of all outgoing items created by the program staff and
copies of incoming items, il any, which pertain to all
activities of the program area, The activity is responsible
for collecting and evaluation of data on residential,
non~-residential, aund public construction; and on most of
the commodities and materials required for such con-~
struction. The staff also collects and evaluates data
on the foreign construction and building materials industry.

02}

The printed and processed material in the file contains
information on reclated programs operated by outside
agencies and organizations on construction and building
materials,

File folders containing office copies of the usual house-
keeping papers; e.g., budget, briefing papers, personnel
actions, requisitions, training, and time and attendance
are intermingled in this file.
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Inactive foiders are withdrews from the current file

and filed sepavar«ty in an jeacitive file chronologically
and thereunder alphobetically by subject. Record copies
of all papers gencrared by this sctivitv, which document
a substantive action, arve msintainsd in the files of

the Division biY°CLC“

Inactive File ~ Dispose when 5
years old.

680. Foreign Sewvice Dispatches ~ These are copies of
dispatches developed by toreigh service missions
containing data cn the econcwmy, capability, general
condition, and technology of the construction and
building materials industry of foreign countries.

There is one file of these dispatches arranged alpha-~
betically by rames of foreign countries. However,
dispatches are intevmingled with other material in
several other files maintained by the industrial
specialists. It is intended that foreign service
dispatches will be handled whevever found in accordance
with the retention period below.

Dispose when 3 years old, or when
they have served their purpose,
whichever is sooner,

681. Mobilization Planning Papers ~ These are copies
of paoe rs collected or gencrated by the program area
staff in the _process of responding to requests from
the 0ffice of Industrial Mobilization for evaluations
and/or recommendaticns needed tc keep current a plan
for mobilization when needed to meet a national
emergency. These papers fall in the folleowing
categorics:

Industrial Evaluation Board (Studies)
Correspondence and relarted papers containing
data on an individual company's ability to
produce commotities or material deemed to be
essential for national defense to meet a
national emergeacy. A copy of the recommended
rating of the company is included.

Defense Materials System - Documentation of
the identification, allocation, and location
of sources for commnodities and materials
required to meet current military require-
ments,
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Executive Reserve - These are name case
Tiles for individuals designated, or
under consideration, to sexve instead
of a reguiar key Govermnent official

in times of national emergency in case
the regular official cannot serve.

Relocation Papers - These comprise office

coples of papers relating tec the selection
of vital papers and relocation exercises.

Mcbilization Base Books (Base Data Bocks)
A summary of commoditics by four digit SIC
code industrics showing allotments for
individual cowpanies in terms of quantity,
etc,

These bcoks are no longer produced; however,
it is not certain that all of them are old
enough to be eligible for disposal at this
time, A4 record set of these books is main-
tained in the Office of Industrial Mobili-

zation.
Record copies of all papers described above are maintained
in the Office of Industrial Mobilization arnd in tho Office
of Emergency Recdiness, OLfice of the Secrekbary, loug
enough to mect all regquirements.

a. Industry Evaluation Board (Studies)
Dispose when superseded by the nex
study.

b. Defense Materials System ~ Dispose
when a new list is received and
new priorities have been established.

¢. Executive  Reserve Papers = Dispose 1
year after separation of subject
reservist or after he has withdrawn
his name from consideration,

d. Relccation Papers - Dispose when
superseded by new documents.
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irevioen Base Books - D’L!)SG
when 1C years old,

f. All Other Documents - Dispose when

682. BPBuilding Materials Hanuoook - This includes source
materials, n0tes dratts, and other supporting papers for
a new pub1Lcatlon that will expand statistical reporting
of production, shipments, orders, stocks and value of
construction materizis. A limited version of this data
was last published in 1959 under title of Construction
Materials otarlscit,, 1647-1957 issued by the Business
and Defense Services Administration.

Plans cali for re-~issuance of tht Building Materials
Handbook every 5 years. These hackground papers will
have no value after distribution of thc next issue of the
Handbook.,

Dispese 6 months after distribution
of the next issue of Handbook.

683. Construction Materials File - This file uses SIC

four digit code industries as prlmary headings to identify
categories of commodities or products. Behind each primary
heading there are secondary headings (Flle foLd rs) for

{13 COII‘SSPOH-IEL CE \/ J \Jumpau 185 -vru Trade LSeC Lat Lon S,
(3) Miscelianeous and ATthleb. (4) uLutlSthS, (5) Prices,
(6) International, (7) Foreign Information, (8) Technical
Information and {(9) Catalogs. Thus, all papers collected
or generated are aggregated in the file for each SIC four
digit industry included in the program. Each such industry
Cdtegorlaes nunercus products, Accordlﬁgly, the file
contains data on the production, consumption, uses,

sources, value, and chavacteristlcs of ceveral thousand
products geverlﬂaliv called construction or building
materials. The file also aggregates data on the overall
economy and technology of the industries.

This file is one of the prime worktools required by the
industrial specialists. However, all of the information
found in it is available elsewhere, although, it would
have to be sought in a multiplicity of sources. All

of the record material in the file is maintained long
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enovgh to m&ct all requiremcenis in the
Division Director.

ri

les of the

Disposc of individual docunents or
contenis of 1ii= folders when no
longer needed.

684. Construction Msterials Ceperal File - This contains
essentially the sanc kind of data as found in the main
Construction Matcriais File above, except that it does
not apply specificaily to one SIC four digit industry.

The material is almost exclusively either printed or
processed; however, the file doecs contain a small
quantity of record material. All of this record material
is maintained in the Division Director's files long
enough to mee® all requirements.

Dispose of individual documents or contents
of file folders when no longer needed.

685. Mobile Homes and Mobile Heme Parks File - This
contains correspencdence, workpapers, and printed and
processed material on the production, market and prices
of mobile hcomes, and on the cconomy of the industry.

The data on mohile homes pariks ave largely on the business
cpportunitics involved, the cconcmics of establishment and
operation, and on the level of competition in the business.

A1l of the record material in this file is also availsable
in the files of the Division Director, where it is main-
tained long enocugh to meet all requirements.

Dispose of individual documents or
contents of file folders when no
longer needed.

686. Industrialized Building Systems General and

Products File ~ This contains collected printed and
processed material, with a small amount of correspondence,
pertaining to the production, consumption, technology and
economy of centrally manufactured (prefabricated, packaged,
etc.) houses and other structures.

Record material is duplicated in the Division Director's
files, where it is maintained long enough to meet all
needs.

Dispose when no longer needed.
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Foreien Trade Luoowtlu; iege « These are offers
countries o buy rhings or services. The

industrial specialists prepare these opportunities for

publicatiocn in Tommcrce Toduy ~nd Commerce Business Daily.

687. Forc
by foreign

The speciaiists alse provide ap pvoleth folTow-up as
required including direct disrrihution to companies and
trade associations.

These opportunities, unless specifically extended, are

closed out within a year.
Disvose when 1 year old.
688. Monthly Industry Report: Construction Review -
This is a publication contulnlrg statistical tables
and opOCL 11l erticles designed to assist corporate
executives in understanding the current status of the
industry and to be aware of trends so as to keep the
indugtry hiiéﬁhg and in a strcng competitive pesition.

R

AP L1209 T

/ . Recerd set (1 cepy each issued) -~ rEemanen T,
VL)ﬂ:/éV . Retire to BTRS when no longer needed
o Jn? Fy PP for current business and transfer to
e ééfw' WNRC 1 year later. Offer to National
Archives 20 years thercafter.
£89. Master Tablce « This je a prenvinred form for each
table appcaring in Construction Keview cn which changes
are posted co update the supbject table for monthly
publication.
There are manually compiled spreadsheets for some forms.
a. 'F" Tables ~ Dispose 1 year after
issuance of historical supplement.
b. All Other Tables « Dispose when
the form is filled up, and the
update for the next year is
started.
690. Special Articles Manuscripts = These are the

printer's copy ci articles pubiished in Construction
Review and supporting material.

Dispose when 5 years old.
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(Printouts)

691. Monthiv Printouts of Imnc.ts and Exports of
Construction and Building Materials - A separate
cumulative printoul ior imports, and one for exports
are done by the Burecau of the Census and these are
obtained by this office., Since these printouts are
cumulative from one nmonth to the next, the December
issue of them comprises an annual statistical report
showing the quantity and value of imports and exports

of the subject commodities,

a. Monthly Printouts -~ Dispose upon
receipt of the December cumulative
(annual) issue,

b. December Cumulative (annual) Issue -
Disposc when 5 years old.

(Pulp, Paper and Allied Products)

692. Pulp, Papcr and Paperboard Correspondence -~ This

is incoming and outgoing correspondence including requests
for publications and/or information on the domestic and
foreign producticn, consumpticon and trade of the pulp,
paper, and paperbosrd., The file al=zo contains copies of
letters concerning the develonment of trade opnortunities
for specific comaodities.

Record copies of these papers are maintained in the files
of the Division Director and in the Program Manager's file.
These files are earmarked for retention long enough to
meet all needs,

Dispose when 5 years old.

693. Mobilization Planning Papers - These are copies of
papers generatcd or collected by the industrial specialist
in the process of preparing responses to requests from

the Office of Industrial Mobilization for recommendations
and evaluations on pulp, paper and paperboard. The

papers are subdivided in subgroups as fellows.

Industry Evaluation Deard Studies. These

are survey forms containing production information
supplied by the individual companies involived

with related papers and the industrial specialist's
recommended rating of the company.
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694,

Survival Tz(mﬁ, These papers ccontain daca
on the D@”u LO) certa.cn. ft@ms for domestic
suryival in cose of a nat_cnal cmergency,

and the stenus "cconmnnd'“ £O ensure
adequaice supnlies in the event of such
crisis,

Uﬂt ense Materials S}bt“m These are
cecommended HYiOrity a'focatlons of
—rLaLn macerials needed to meet defense

requirements, The fi?e Pontains related

correspondence and supporting papers.

Executive Roeserve. These are name case
files centaining an application, corres=-
pondence and the appointment for each
executive reservist.

a. Industry Evaluation Board - Dispose
when 5 years old.

b. Survival Ttems -~ Dispose when 10
years old.

c. Defensc Materials System « Dispose
vhen opr'aCd ed by the new list or

Tar 3 ness ang
DO B T= R
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d. Executive Reserve -~ Dispose 1 year
after separation of the subject
reservist or after withdrawal of
his name from consideration.

e. All Other Papers - Dispose when
superseded.,

Quarterly Industry Report: Pulp, Paper and Board -

This is

indust
aimed
SO as
tive p

/- fth

zjj»v

Jan 76

a publicacvion issued by the Departimment containing
ry forecasts, trends and other special articles

at helping corporation executives plan and manage,
to place i Ustry in é;zggable worldwide competi-
osition. Jé;

Record Set {1 Ccpy each} ~ Permanent - Retire
to BTRS when no longer needed for current
business and transfer to WNRC 1 year later.
OfLfer to National Archives when 20 years old.
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695. U, S‘.ndz stricl Outlonk '-Tlm]_‘c*"‘ Papers -~ These
are copies ol c:\17:~y SO CC uthTﬂﬂs and workpapers
generated by i industrial specialist in the process
in preparing bis PCHL1LbdflOI for publication in U.S,.
Industrial Oucle

che

r usefulness for

These papers have oo value beyeond tl > 5.
S rsion

N
purposes of checking the published

(Dﬁ)

°

Dispose 1 yoar after issuance of the
subject issue of U.S. Industrial Outlook.

696. Raw Materials and Products ~ This file contains
mostly printed and processed I materisl, however, there
are copies of a simall quantity of corre spondence and
workpapers interanvled with the material. Also
included are copies of incoming and outgoing foreign
dispatches.

More specifically, the papers contain information on
paper, paperboard, pulpwood, power (water, coal and
oil), chemicals, fibrous materials and by-products.

The file is a worktool used by the industrial specialist
in the petfornance of his asqlg;mente and all of the
information in it is available eluewhcre.

3.2 G -

Dispcse of individual documenis cr
contents of rlle folders when no
longer nceded,

697. Country File - This contains copies of foreign
service dispatches. printed and processed material and
an occasional workcopy of a piece of correspondence or
a report containing information on the pulp, paper and
paperboard industry of foreign countries, The file

is used by the inaustrial specialist as a source of
information needed to prepare evaluations and
recommendations requested by higher auLh011Ly for
decision making purposes, or by companies or organi-
zations in tHe private sector.

These papers have no value after they have served the
purpose of the industrial specialist, since all of the
informaticn which they contain is availaeble elsewhere.

Dispese of individual documents or

contents of file folders when no
longer needed,
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698, Monthly Printouts of Imports and Exports of Pulp,
Paper and ALTTed {Todiucts ~ i scparate cumulative print-
out for imports and one lor expcrts are done by the
Bureau of the Census and these are obtained by this
office. Since these printouts are cumulative from one
month to the next, the December issue of them comprises
an annual statistical report showing the quantity and
value of imports and exports of the subject commodities.

Monthly and Amnual Printouts - Dispose
when 3 years old.

(Printing and Publishing Program)

699. Printing and Publishing General Subject File -

This consists of incoming and outgolng zorrespondence
pertaining to the domestic and foreign production of
printed materials and the condition of 17 industries.
These papers most generally are generated in response

tc a specific request for data for decision making
purposes by higher authority or from trade associations

or some other industrial segment in the private sector.
The file also contains copies of papers pertaining to

the internal organization, responsibilities and activities

cf the progrom area,

The papers are arranged alphabetically by subject. Copies
of all papers in the file that decument substantive actions
are maintained in the file of the Division Director.

Dispose when 3 years old or when the
papers have served theiir purpose.

700. Printing and Publishing Technology and Data File -
This contains printed and processed material collected
from the industry and a variety of other sources, and
workpapers containing data on the economy and conditions
of the industry and on printing and publishing technology.

Special emphasis is placed on advertising expenditures
received by the electronic and print media. The file
also contains data in depth on the changing technology
of printing and publishing processes. These papers
constitute an indispensable worktool of the industry
specialist involved. However, due to the rapidity with
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which technological changes coccur, the data in the

. file is very reuahable and serves as only a primary
reference source for the industiy specialist. Once
this purpose has bevn served the papers have no
further value.

Dispose of individual doncuments or
contents of file folders when they
have served their purpose.

701. Quarkterly Inuustly Repert: Printing and
Publiching - This s che Uepdrtmen oi. Commerce
authoritative quorterly review of the economic and
technical coanditions of the printing and publishing
industry. It contains speciel articles for communi-
cations industry markeging EAGCLLLVQS economic and
corporate planners./é;ZVZAxy Lo

_ /, C V4 Record Set (1 copy each) -~ Permanent =
/.D"//z/ Y Retire to BTRS when no longer needed
for current business and transfcr to
/7h/’ ﬁp. WNRC 1 year ioter. Offer to Nacional
Archives 20 years thereafter.

702, Mobilization Planning File « This contains papers
generated in the process of preparing analyses and
reconwmendal tons LN response £o vequests Irom the Gffi

' of Industrial Mobilization for mobilization readiness
purposes. The file is comprised of three subgroups o
papers as indicated below.

ce

£

Industry Evaluation and Surveys including
copies of survey forms (BDSAF~742 & 797)
Continuous Business Foims which is a
questionnaire sent to individual business
forms manufacturers to collect data to be
analyzed to determine production capacity
for continuous business forms.

Executive Reserve Papers which include
applications and related papers from
people serving or interested in serving
as executlve reservists to the printing
and publishing indusiry. These are name
case files,

Mobilization Readiness Papers which include
correspondence and reclated documents on
Defense Materials System Requirements,

N
~}
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Priovities Assistance Casesg, Critical
Materials listings and #llocations. The
file also includes copies of recommendations
or evaluaiions prepared in response to
requests for data on one-time situvations
related to mobilization readinzss.

These papers ave duplicated in the files maintained in
the Office of Industrial Mobilization.

a. Industry Tvaluation and Survey Forms -
Dispose when superseded by the next
evaluation and survey,

b. Executive Reserve Papers - Dispose one
year aftcer the reservist is separated
or withdrawn his name from consideration.

c. Mobilization Readiness Planning Papers -
Dispose when superseded by the next
submission to the Office of Industrial
Mobilization.

703, Ccuntry VFile - This file contains incoming and
outgoing ftoreign dispatches with printed and processed
material containing data on the econcmy and technology,
censorship and education of foreign printing and publishing
industyry. The file also contains trade information and
copies of trade agreements.

Special emphasis is placed on the collection of data cn
foreign trademarks and copyrights which have unique
importance to the domestic printing and publishing
industry.

The papers are arranged alphabetically by country, there-
under numerically by subject.

a. Foreign Service Dispatches -~ Dispose
when 3 years old.

L. All Other Papers ~ Dispose when no
longer necded for current business.

Jan 76

228


http:i'7itht.cd
http:Planni.ng

. (Printouts) .

704, Montdlv Printouts of Imperts and Exports of
Printipg and Publishing 'AKioHPardL' cumulative
pllntout Tor imporis dnd onc fow exports are done by
the Bureau of tire Census and these are obtained by
this office. Since thesec printouts are cumulative
from cne month to the next, the Decembeir issue of them
comprises an annual statistical report showing the
quantity and value of imports and exports of the
subject commodities.

a. Monthly Printouts ~ Dispcse upon receipt
of the December cumulative (annual) issue.

b. December Cumulative (annual) Issue -
ispose when 5 years old.

(Water Rescurces and Engineering Program)

705. Water Resources and Enczinecring Correspondence -

This contains incoming and outgolng correspondence

pertaining to the water resources and engineering required

to meet domestic needs for potable water and sewage systems
and the engineering technology required to advance cfficiency
so as to match the need with available resources. The

file also contains correspondence concerning the avail-
abilicy of comsuiting engineering services ih the United
States and trade cpportunities for such services as well

as water and wastcwater equipment and products.

A considerable guantity of correspondence with trade
associations is included in the file.

A considerable pertion of the correspondence deals with
various facets of the River Basin Studies relating to
available water resources and projections of future
uses and reguirements.

The papers in the file are arranged alphabetically by
subject. Record ccpies of them are maintained in the
files of the Division Director. Thus it serves as a
worktool for the industrial specialist in the program
area and it has nc further value after this purpose
has been served.

Dispcse of contents of inactive folders
when 5 years old.
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706, Admin‘f ravive Subject File - Thi¥ contains copies
of the usuzl houcckeeping papers on such matters as
appropriations, budset, arvangements of confercnces

and meetings, requests for information or publications,
copies of personrn.l actiong, seguisitions, production
reports, timc and attendance reports, tr"vel and

similar papers pertzining to the program operations

of the program area.

The papers are arrznged in an alpnabeflca] series for
comnunications with other elements of the bureau, and
another series for correspondence with units or agencies
outside the buregu.

Dispose wvhen 3 years old.

707. Foreign Sevvice Dispatches - These are copies of
incoming and outgoing dlquLCﬂea transmitted through

the State Department pertaining to the water resources,
consulting engineering, and sewage and water utilities
and cther industrial uses of water in foreign countrics.
A significant number of the dispatches developed by
foreign service missions or by foreign countries describe
trade opportunities for American consulting engineering
services, water and wastewatcr equipment and products.

Dispose when 3 years old.

708. Legislaticn -~ This conftains work copies of comments
on proposed, pending, and passed legislation on water
resources prepared by industrial specialists in the
program area.

These papers are essentially duplicated in the Office
of the General Counsel, Office of the Secretary.

Dispose when 5 years old,

709. Mobilization Planning Papers - These are generated
by the industrial specialist in the process of responding
to requests from the Office of Industrial Mobilization

to meet a naticnal emcrgency. These papers are divided
intc subgroups as follo

Industrial Evaluation Board Studies = These are
comprised of documentation containing infor-
mation on the producticn capacity of individual
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comp:‘i’:s to make avaitablce er:sc.ial
produccs and materials nceded in tiwe
of & nationel emcxgcncy. A copy of the
incustrial specialists evaluscion or
rating ol c:rh company' s capabliity to
meet these reguirementcs is included.

Survival Ttems ~ This is documentation
collected or generated by the industrial
specialist to determine the locations of
the potentinl production capacity to
provide certain items doemed to be
essentisl in tilmes of & natioral cemergency
for survival of the civilian pogulatlon.

Defense Materials System ~ This is
documentatlion of the locotion of the
production potential to produce
products and materials and to assign
appropriate priority allccations to
them to meet military defense require=-
ments in times of a national emergency.

Executive Recserve -~ These are name case
files containing an application, corres=-
pondence and appointment of an executive
reservist to serve instead of duly aOPOl,L d
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All these papers are workcopies maintained by the
industrial Qpec1a11%t and they are essentially
duplicated in the files maintained in the Office
of Industrial Mobilization.

a. Industrial Evaluatior Board Studies -~
Dispose when superseded by the next
study.

b. Defense Materials System ~ Dispose
when a new list is received and new
priorities have been established.

c. Executive Reserve Papers ~ Dispose 1
year after separation of subject
reservist or after he has withdrawn
his name from consideration.

d. All Other Papers -~ Dispose when 10
years old.

Jan 76 231


http:c:pplicati.on

710. Tnd'mQ,al Walor and’\ sce Technical Information
, File - This pl*m’"L,y cont ns'pr11“ >d "and processed
. material with related \~or1uu..(‘r on the industrial

uses and avaz.a%n_,,y of water resourccs and the

reatment aw' dicposal of waste which effect water
le%ouTLeS These papers are usced by the industrial

specialist to resonond to requests for analyses and
recommendations necded by hicher authority and
corporate executives in the privatce sector for
planning and managbﬂcnt so as to conserve and use
water resources to best possible advantage.

...,z_‘
'C

Dispose of individual documents or
contentsg of file folders when no
longer needed.

711, Water Resources Committees and Commissions File -
This contaius copres of agenaa minutes ot mectlngs
studies and reports created by various committees or
commissions dealing with water resources in the United
States in which the Department participates or has a
prime interest. The Water Rescuivces Council, Commerce
Water Resources Committee, National Water Commission,
and Committee on Water Resources Research are among

the bodies included. The papers are for the most

part processed copies created and distributed by the

committees and commissions concerned. However K a
' small quantity of documentation generated by the
industrial specialist is included.

The same type of documentation from organlzatlons concerned
with River Basin Studies comprises a subgroup of the file.

Since many of the organizations operate on an ad hoc
basis and othershave no staff support, a 51gn1iicanL
number of the committees and commissicns have not
maintained files adequately documentating their
functions and activities. This being the case, it
would appear that these papers have some long term

significanc applied and historical regearch,
/ﬁw % (4 /4{44/4; vndirs pf o,

/ 2. Permancnt etire to BTRQ when no

N / /G longer ncedcd for current business
J1* Z? e and transfer to WNRC 1 year later.
Offer to National Archives 20 years

ézy/g theréafter°
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712. Water Requiremonts for Indusirial Growth (BDCF-854) -
Thesc are copies oi a survey 101m sent to i1ndividual
cospanies for the return of irfowvnation on their wate

intake by source, gross watcev usz by purpose, water
discharged by LUTUF ol dlsﬂhurg and employment at
ec
S

their plauLs. It is anticipared that it is a one
time survey and the data from it will be automatically
processed (COHDM*CVL’Dd) and published. However, the
publication will contain only aggregated data and not

the names of individual companies.

Ultimately the reportaed data, which place in focus

about 98% of all industrial use of water resources in
the U.S., will be rclated to selected geographical arcas
to project future industrial water demands.

Dicpose 5 years after publication
of Water Resources Council's 1975
National Asscssment.

713. River Basin's Study Proncsal File - This contains
copics of proposals for agency participation in River
Basin Studies. Included are preliminary plans,
methodology, scope of study, budget justification and
reviews and comments on other agencies’ proposals and
inputs. More complete information on proposed River
Basin Studics is awnilable in fhe records of the River
Basin Commission and the Federal State Interagency
Coordinating Committees.

This is a long term worktool needed by the industrial
specialist, However, the papers have no value after
they have served his purpose.

Disposc when no longer needed feor
current business.

714, River Basin Study Workpapers - This 1s documentation
created by the industrial specialist in the process of
producing a River Basin Study for publication.

The papers have no value beyond a short time after
publication.,

Dispose 1 year after distribution of
the subject study.
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(Printouts)

715. TIndustrial Water Data - This is a series of
printouts showing che tofal data base of industrial
water use first bv selected four digii code industries
and by states. These PTLHtOlL will serve as the
primary source for €f(laDJLaclnp and presenting data
in various combinations in studies of the existing and
potential uses cf the water resources,

4 ;.

These printouts will be needed for a long time to
re~-program the master tape and for purposes of editing
and checking final outputs.

Dispcse when superseded by a new

printout ploduced from a new
survey.

Transportation and Capital Equipment Division

Qffice of the Director

716. International Subject File - This contains copies
of papors generated or collected by the activity
pelLalnluv to the foreign transportation and capital
equipment industrv., Notable headings found in the file
include: Canadian autcmobile Agreement, U.S,-Canada
Trade in Automotive Products, CECD Aeronautical Industry,
International Labor Organization, Internat al T ade
Pollution Abatement and the like. 4%5

Permanent - Start a new file every 5 years,

/
ViD= :;’/’/C'/' retire to BTRS 1 year later and transfer

EM -

A to WNRC i year thereafter. Offer to

National Archives 20 years later.

717. Mobilization Planning Papers ~ This contains copies

of incoming and outgolng correspondence and related reports,
recommendations, and evaluations pirepared for submission

to the Office of Industrial Mobilization where they are
included in a compilation for use of higher authority in
preparing a mobilization plan to meet national emergencies.
More specifically, the file contains industry evaluation,
priorities assistance (correspondence), security regulations
and similar documents.

Dispose when superseded by the next
mobilization plan or by the next
transaction of the same kind.
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718. Admioistrative Subiect t1le -~ This contains
office conics of iLh¢ dsual papcers on hquqekeeping
matters such as acti VLR re}'ltu, nroduction reports,
audits, awards, budges <, buildin~ passes, bond drives,
Combined Federar Campaign, meetirgs, personnel actions,
time and alttendancc reports and the like.

The file also coniaing a quantity of office copies of
program operating papers filed urder headings such as;
speaking engagements, speaker services, spee chcs

staff mectings, open pTOJOCLC and business consumer
relations progranm.

Record copies of these papers are maintained in other
offices long enough to meet all requirements.,
a. Personnel Action Name Case Files - Dispose
1 year after separation of subject employee.

b, All Other Papers ~ Dispose when 2 years
old.

719. Program Reports File - This contains a copy of
each reportc preparcd by the Transportation and Capital
Equipment Division and also copics of some reports
prepared by the Director or bis staff prior to his

appointment in thias Division. Thoese repornts are
filed alphabeticaily by title or by subject area.
e T —

The reports in this file are nct available elsewhere
as a collected set.

2 ¢ L Permanent ~ Retire to BTRS when no longer

needed for current business and transier

P to WNRC 1 year later. Offer to National

Archives 20 years thercafter,

720, General Correcpondence File ~ This contains a
copy of all incoming correspondence and a copy of each
document prepsared in the Division that reflects a
substantive action on the transportation and capital
equipment industries. The papers in the file are
borken down into two subgroups. The first subgroup
papers arc arranged alphabetically by subject headings.
The second sudeoup contains record copies of outgoing
items chronolegically arranged.

Dispose when 5 years old.
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(Capital Equipne::c)

721, Foreipgn Scrvicn Dispvatchirs ~ These are copies
of airgrams and tele;rams reccived through State
Department f{iom foreign missions containing general
and specific data on electrical cquipment. These
dispatches are uscd by the commodity specialist as

a data source for preparation of reports, evaluations
and such other analyses as may be required.

Dispose when 3 years old or when
they have served their purpose
whichever is sooner.

722. General Subject File ~ This contains incoming

and outgoing corrcespondence on clectrical and power
equipment. For the most part the papers concern the
usual housekeeping affairs such as distribution of
publications, companv problems and situations, Combined
Federal Campaign, budget, execuiive seminars, personnel,
speeches, time and attendance, travel and the like.

The file also contains program operating correspondence
(controlled and Congressional) produced by the activity
concerning the electrical and power equipment industry.

substantive importance is maintained in the files of
higher echelon offices leng encugh to meet all require~
ments,

Any deccumentaticn found in this portion cf the file cf

a. Administrative Subjects Described
in First Paragraph -~ Dispose when
2 years old.

b. Program Operating Subjiects Described
in Second Paragraph - Dispose when
5 years old.

723. Recommendations for FEP (Federal Excess Property
Recommendations (FEP-~9) - These are workcopies of
recommencations prepered by the commodity specialist
in response to a request from companies to import
electrical equipment from federal excess property
abroad.

Dispose when 1 year old.
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24 EQEL_EB Couniry Applicatiions for Loans - These

are copies oFf uoiTTﬁ“rldffu 1ied by Toreign countries

for a loan fwc the International Dank for Reconstruction
and Levclopﬂﬂ‘t, Inter~-American Develepment Bank, World
Bank and others These applications uare forwarded to

the commodity spocialist for review and recommendations.

Thesa appiication? and recommendations are maintained
in the Division of Internaticnal Financce, Bureau of
Internationai Commerce. The official files documenting
these loans are maintained by the bank concerned.

These papers have value only for internal operating
purposes

Dispose when 1 year old.

725, Priorities Assistance Casces - These are copies

of requgsts from companiles for assistance and a pricrity
on delivery of a vaviety of commodities which are needed
by the companies to fulfill contracts for items included
in the Defense Materials System requirements.

Dispose when 1 year old.

726. Company Correspondence - This contains copies of
correcmondenas fram companicn ond ralared rornliecs an
specifiic probloems and situations with which they are
contronted. The file also contains a quantity of

papers pertaining to meetings, requests for publications,
and positions of the Department on trade and industrial
development.

These papers have no wvalue after the expiration of
short period of time.

Dispose of individual documents or

contents of file folders when 2 years old.

727. Trade Opportunities = These arc copies of offers
from foreign countries to buy specified electrical or
power equipment with copies of the action taken by the
commodity specialist on each offer.

These papers are of no value after the transaction has
been completed, since the offers involved are either
accepted or rejected immediately or the opportunity
disappears.

Dispose when 0 months old.
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728, Internatiosul Subject ¥ile - This contains copies
of papers porevaled ¢r coliccfed by the commodity
specilalisi in the process of preraring evaluations

and recommenaaticns cn the fmpact of tariffs and

trade bavriers on the U.S, an(JLanport trade.,

These are the workwapers and scconcary source materials

which the speciaiisc uses as a worktool.

idual decuments or
¢ folders when no
or current business.

Dispose of ?nﬁ
contents of
longer needed

1V
S |
Lat
£
£

729. Mobilizaticn Planning Fapners - These are copies of
papers generated or collected Dy the commodity specialist
in responding to reguests for recommendations on elect-
rical and power equipment for inclusion in mobilization
plans: more specifically, industry cvaluation studies,
survival iteﬂo, civil defensc excrcises and executive
reserve,

Dispose of individual documents when
superseded by the next submission
on the same commodity or subject

————

4

730. DMNonihlvy ”11n#an of Tmmoris and Exports of
:du*tur L‘l“nLPC - A ‘séparaly cunilacive printout fos
Imporis and cne for exports eve done by the Bureau of

the Census and these are obtained by this office., Since
these printouts are cumulative from one month to the
next, the December issues of them comprises an annual
statistical report showing the quantity and value of
imports and exporis of the subject commodities.

a. Monthly Printouts - Dispose upon
receipt cf the December cumulative
(anpnual) issue.

b. December Cumulative (annual) TIssue -
Dispose when 5 years old.

.

(General Industrial Equipment)

731. Administrative Subject File ~ This contains office
copies of papers on the usual housekeeping affairs such
as awards, budget, conference rooms, personnel, space,
activity reports, taxes, time and attendance reports,
travel and the like.
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The file also contains office copies of a quantity
of internal proy: ncperating papers pertaining to
such thincs os mcblLiduLTOn industry evaluation
reports, re “hJat'Uﬂh, Standard Imdustrial Classifi-
catiocn, survival items program, strikes, and the
executive devclopment program,

l

Record copies of these papers are maintained elsewhere.

Dispose when 2 years old.

and Alc Condi 1onLnb Machi

(Textile, Dri.tii Ro‘r1garat4
ir e

matﬂrlal and incoming aﬁd outg011 COxY ospondencc
colliected or generated by the commoazty specialist
concerning the supply, demand, production and use of
textile wmachinery in foreign countries.

Record copies of coryrespondence and other papers generated
by the cormodity specialist found in this file are main-
tained in the filss of the Division Director long enough
to meet all requirements. The papers are arranged alpha-
betically by names of foreign ccuntries,

Dispose when 3 years cld or when
the papers have served their
purpcse.

733. Printing Machinexy Country File - This is a
work file maintainec by the comwodity specialist
comprised of office popiﬂv of incoming and outgoing
correspondence and pV1n:ﬁG and processed secondary
source material cn printing, binding and related
machinery.

Record coplies of any papers generated by the commodity
specialist which document a substantive action are
maintained in the files of the Division Director long
enough to meet all requirements. The papers are
arranged alphabetically by names cf foreign countries.

Dispose when 3 years old or when the
papers have served their purpose.

734, Air Conditioning and Refrigeration Country Files -
This is a work file maintaincd by the commodity specialist
containing office copies of incoming and outgoing corres-
pondence and printed and processed secondary source
materials covering all subject areas of the air
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conditionin.md roefrigeration i.ndustr‘.n foreign
countries tWr have an impact on the U industwry.

Record copics of any papsrs found in the file that
were gcn,rauod by the commodity specialist are main-
tained in the fiies by the Divigion Director long
enough to meet ail TC’ULTGHOEL_ The papers are
arraugcd Llpbvberlcnliy by nawes of foreign countries.

Disnosce when 3 years oid or whe
the papers have scrved theilr purpose,
whichever 1is sooner.

735. Textilc Machinery Geneyal File - This contains
office copies of incouLug and ouktgoing correspondence

and prlnted and processed material collected or
generated by the commodity specialist on all facets
of the domestic textile machinery industry.

This is the workfile maintained by the commodity
specialist and record copies of any papers generated
by him which docunent a substantive action are main-
tained in the files of the Division Director long
enough to mect all requirements.

The papers are arranged alphabetically by the names
of commodities or subjects.
Dispose when 3 years old or wieu ihe

papers have selwed th“lf purpose,
whichever 1s soone

736. Printing and Binding Machinery General File ~ This
contains office copies of iIncoming and outgoing corres=~
pondence and printed and processed material collected

or generated by the comnodity specialist on all facets of
the domestic printing and binding machinery.

This is the work file maintained by the commodity specialist
and record copies of any papers generated by him which
document a substantive action are mailntained in the files

of the Division Director long enough to meet all require-
ments.

The papers are arranged alphabetically by names of
commodities or subjects.

Dispose when 3 years old or when the

papers have served their purpose,
whichever is sconer.
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Dl e 2l

(encrdl Fiie ~ This ¢ontains oriico copres of anomjn“

and outgoing correspoudence and printed and pr ~ocessed
material collected or generated by the commedity
specialisc on all facets of the domestic air conditicning

and refrigeration mechinery,

737. _Air CAEitiorning and Refr !Lcrau’ h1n91y

This is the work file maintaincd by the commodity
specialist and record copics of any papers generated
by him which document a substaniive action are main-
tained in the files of the Division Director long
enough to meet ail requirements,

The papers are arranged alphabetically by the names
of commodities or subjects

Dispose when 3 years oild or when the papers
have served their purpose, whichever is
sconer.

738. Textile, Prinuing, Binding, Air Conditioning
and Refrigeration Cutlook File - 1his contains copies
of workpapers and supporting papers generated or
collected by the co:modity speclalist in preparing
the portion of Industrial Qutlook dealing with the
commodities assigned fo nim.

v

after a poriﬂd of time
riail Ou itlook has lapsed.

Dispose when 3 yeers old.

(Construction, Agriculturc and
Materials Handiing Equipment)

739. Construction, Acricultural and Materials Handling
Equipment Countiy [Tlé = This contains orfice coples of
incoming and outgoing correspondence and printed and
processed material maintained by the commodity specialist
as a work file used to evaluate the impact of the constr=-
uction, agriculture and materials handling equipment
industry of foreign ccuntries on the U.S. trade and
industry. The papers aggregate raw data acquired by

the commodity specialist on the subject areas involved.

The papers are arranged alphabetically by the names of
foreign countries and they have pno value after they
have served the purpose of the commodity specialist,
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DiSbo’ whon 3 years old or ncm.

the papcrs hove served LHGLF purpose,
whichever is sconer

740. Orvegrnization for Feoncmie Cooperation and Devn3oL«
ment (CECD)Y and I
wUrkcop1c§ of OLLD re.
outgoing corresponden
Regulations and Testis
Committee,

JEher Cominitfce pPaners - This contains
feases znd relaced incoming and
ce cn the Harmonization of Safety
ng of Agriculture Machinery

Also included are similar matcerials on earth moving
equipment. The papers are arranged alphabetically by
subject and they are of no value after they have served
the purpese of the commodity SPCPLcluut who represents
the Department on the subject committees.

The papers are essentially duplicated in the files of

the committees whi h are main ained in the State Depart-
ment.

Dispose when 5 years old or when
supersaded, wiitchever is soconer.

743. Tractor Specifications Tile - This contains copies

T

of the U.S. Speciiications Ior tractors which are issued

by General Services Administration. The file also includes

some vackground and woarkpapers.
Dispose when superseded,
(Printouts)

742. Monthly Printouts of Imports and Exports of Con~
structicn, Agricultural and Materials and1inp Equipment -
K'sbparate cunularive printoul [oi imports and one for
exports are done by the Bureau of the Census and these
are obtained by this office. Since these printouts are:
cumulative from one month to the next, the December -
issue of them comprises an annual otatlstical report
showing the quantity and value of imports and exports

of the subject commodities.

a. Monthly Printouts « Dispose upon
receipt of the December cumulative
(annual) issue.

b. Deccember Cumulative (annual) Issue -
Dispose when 5 years old.
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743, U.S. Shaves of Exports from Fourteen Supplier
Ceuntrics to the Worid o Lo Nineiv-iwo Pestinations =
This 1s a computer printoul showing toral World exports
of the subjeclt coumodities from fourteen countries.
Also shown are tha volume of U, 3. exports and the
percent cf the World exports representing the U. S.
market shoare. These data are presented for each year
in a five year spread. The same data are given for

the various participating countries,

This printout is produced by the Dureau of the Census
and is obtained by this office as a source of data
for the preparation of analyses and evaluations,

Dispose when superseded by a new
issue.

(General Components)

744, Ball and Roller Bearing TForeign Trade Summaries
for Qutiook Studies ~ This contains WOk copies of
incoming and cutgcing correspondence, printed and
prccesoed source material and wor<Qheets containing
foreign tracde data on ball and roller bearings. These
papers are generated or collected in the process of
pre P““Ln? evaluations for publication in the U. S,
indusiriai Ouklook.

Dispose 1 year after release of the next
issue of U. S. Industrial Outlook.

745, Priorities Assistance Cases - These are requests
from defense contractors requesting assistance in getting
delivery for compcnents of industrial equipment in order
to fill their contract for equipment required under the
Defense Materials System.

Dispcse when 1 year old,

746, Industrial Equipment Components Survey Files ~ These
are coples ol a survey Lorm entitled Industrial Values and
Fittinps (BDSAF~770) circulated to companies in the domestic
Industry to collect data on shipments and production
capacity, additional production capacity, work schedule,
limiting factors, scurces and accuracy of capacity data
reported, and remarks.
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Also incluc‘ arc COLJ"I'_QS ok /\ntinrict.a. Bearings
shipments, unlilicd orders aud production capacity
(BDCF=-88) which i3 distribut:d to the industry to
collect data.

J

he data from these forms ave compiled and used for
internal veports @nd in publications such as U. S,
Indusicial Ouilock,

It 1s necessary to wvetain these forms long enough to
establish cvery reascanable assurance that data in them
not open to publicetion are not needed for emergency
planning purposes.

Dispose when 10 years old.

747. Foreign Countxy Commodity File ~ This contains
incoming dnd"ﬁucv"_ng correspondence and printed and
processod material generated or collecied by the
commodity SP@CIulTbL in the process of preparing
evaluations and respondlng to other assignments of

all facets of the foreign industrial equipment industry
that have an impsct on the U. S. industry.

These papers constitute one of the principle work tools
of the commodity SPPLialist However, they have no
value after they have served their purpose.

Dispose when 35 years old or when
the papers have served their
purpose, whichever is sooner,

748. Domestic Commodity File - This contains office
copies of incoming and outgoing correspondence and
printed and processed material collected or generated
by the commodity specialist on a great variety of
commodities produced or consumed by the domestic
industrial equipment components industry.

The papers constitute a work file and they have no
value after they have served the commodity specialist's

purpose.

Dispose when 3 years old or when
the papers have served their
purpose, whichever is sooner.
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749. Mobilization PT‘nn'“g Pancyrs - Those are office
copies of Dbasc¢ boolk ,M'ﬁfﬁuur;“T§u]u tions, investi=
gaticns, Lhcommeno¢gLons, and sinilar papers collected
or generated by the commodity specialist in the process
of preparing recommendations for mebilization planning

on the commodttles assigned Lo him,

pose when 5 vears old or when
c whichever i1s sooner.

(Printouts)

750. Monthly Printouts of Imporis and Exports of General
Components = A scparate cumulalive printout Fotv 1mporls
and onc lor exports are done by che Bureau of the Census
and these are ohtained by this coffice. Since these
printouts are cuwmuiative from copne month to the next,

the December issue of them comyr*"”b an annual stath~
tical report showing the quantity and value of imports

and exports of the subject ccmmodities.,

a. Wonthly Printouts ~ Dispose upon
receipt of the Deccmber cumulative
(annual) issue.

b. December Cunmulat (2

ti nuual) JTssue -
Dispose when 5 years 1

C|

0w
}-'.3

751. U, S. Shares of Exports from Fourteen Supplier
Countries to the Worid and €o Ninety-two hcstlnatlons -
This 1s a cemputcr printout slow1ny total world expor

of the subject commodities from fourteen countries.
Also shown are the volume of U. S. exports and the
percent of the world export representing the U, S.
market share. These data are presented for each

year on a five year spread. The same data are

given for the various participating countries.

This printout is produced by the Bureau of the Census
and is obtained by this office as a source of data for
the preparation of analyses and evaluations.

Dispose when supersecded by a new
issue,
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752. Correspendence Subjcc ile -~ This contains office
copies ot Jnrom?nf and outgoing correspondence, reports,
recommendaticns and evaluations with supporting workpapers
generated by the commodity specialist in responding to
requests for information concerning minipg and oil field
equipment, pumps, compressors and related equipment.

The commodity specialist's responsibility extends to
both the domestic and foreilgn irdustries which are
assigned to him.

The file is maintained as an essential worktcol and it

has no value after it has served the commodity specialist's
purpose because papers ia it docuwmenting any substantive
action are maintained in the files of the Division

Director long enough to meet all requirements.

Dispose when 5 years old or when

the papers have served their purpose,

whichever is sooner,

753. Foreign Commodity File - This contains copies cof
airgrams, telegrams and other documents prepared by
foreign missions and received through rhe State Depart-
ment on minieg, oil field; pumps, compressors and
related equipmeniz, These transmi551ohs contdln data
on all facets of the forcign industries involved and
the commodity specialist analyzes and uses the data to
evaluate the impact of foreign competitors on the U. S,
industry. Thus, che prime purpose of the file is to
aggregate and serve as a source of information. Once
this purpose is served, the papers have no other value.

Dispose when 2 vears old or when the
papers have served their purpose, which-
ever 1s sooner.

754, Trade Opporfunities - These are offers by foreign
countries to buy or otherwise acquire mining and oil
field equipment or compressors and pumps with the related
action of the commodity specialist., These papers have

a very short term value since the offer is extended,
accepted, or rejected quickly or the trade opportunity
disappears or expires.
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Disposc when ¢ months old unle
the offer is roopened or Lhar
reasonabic evidence that i wi
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755, Mobitization 77 an11n5_“cpa“

(ad

commodity specilalisc's copiel on paperq collcctod or

generated in che process of ress 1ding to requestk

from the Ofiice of industrial I “bilization for ecommen=
dations or evaluaticns, of variocus aspects of Lhe
industries assigned to him for mobilization planning
purposes. More syec;fi aL the file includes ccpies

of industry evaluatiocns, ecbtive reserve, industry

production capactiy and ad pLLl}ndL sources of capacity,
impact of strikes and other special studies.

Disposc when 5 years old or whep
superseded, whichever 1s sooner,

756. Industrial Outleck Backpround Papers -~ These are
copies of papevs gencrated or collected by the ccmmodity
specialist in the process of preparing material on the
industries assigned to him for publication in U. S,
Industrial Outlook. T

fter release of the

i t
U. S. Induscrial

Dispose 1 yea
related issue

Outlock.

a
of

——— A 4 e et e

757. Monthly Printouts of TImports and Exports of Mining,
0il Field and Relatca Equipment and Machinery = A separvate
cunulative printout for Linports and one for exports are
done by the Bureau of the Census and these are obtained

by this office. Since these printouts are cumulative

from one monch to the next, the December issue of them
comprises an annual statistical report showing the
quantity and valuec of imports and exports of the

subject ccmmodities.

a. Monthly Printouts ~ Dispose upon
receipt of the December cumulative
(annual) issue.

b. December Cumulative (annual) Issue =
Dispose whecn 5 years old.
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. Priorities Assistance) .

758. riority Crzes = These arve cenics of requests
from defcnse cGiiuiuctors and £he Defense Department
requesting assistance in getiting delivery on equipment,
components, ov maierials necced to complete a projcct
under the requivencacs of the Defense Moaterials

System. The file 21so0 includes copies of the commo=-
dity\spec1a;1»t recommendations (usuaily by endorse=~
ment).

Dispose when 1 year old.

¢
N

(Metrzlvorking Equinment

21

ountry File ~ This contains copies
of anoang and uut,sl wespondence with printed
and processed mater ;1 collected or generated by the
commodity syec1a1js concerning 211 aspects of the
foreign industry thzt bave, or might have, an impact
on the domestic’ industry p?ocUL ng several hundred
different machines and products.

5
(3]
o
o]
re

759. Meltalworking C

Y]

n

The file is one of the principle worktcols of the

commodity specialist wherein he accumulates raw data
for future analyses and wherein he documents his own
experierces, However, the

they have served che commodic =Cia
The papers are arvanged by the Dewey Dechal SysLem.

Dispose of individual documents or
contents of file folders when they
have served their purpose, or when
5 years cld, whichever is sooner.

760. Foreign Serice Dispatches -~ Thece are copies of
airgrams and teleprams prepared by foreign service missions
and received througl the State Uepartmuﬁt on development

in metalwcrking industries 1n foreign countries that

might have an impact on the U. S. industry.

Dispose whein 1 year old or when they
have served their purpose, whichever
is sooner.

761. Administrative Subject File -~ This contains office
copies of papers on the usval housekeeping affairs in~
cluding name case files on personnel, space, procurement,
budget, time and attendance, actlvlty reports, travel
and the like. Also included are copies of internal
program operating papers.
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Dispo;‘_ when 2 vears old. .

762. Metalworkine Ceneral Sublzct File ~ This contains
coples of Lnkomlﬁf and ourfT'“g coricspondence concerning
solutions tor plul“ Huld coufrowgﬁng the industry and
guldance on impLuJ“mhnte or the best upploach to suc-
cessfully cope with a variery of situziions. The file
also contains printed and processed material collected
for use as a scurce of data on several hundred metal-

working machines oy products.

A second subgrcup contaeins copies of a survey form,
Industrial Heating Houipmnent, seat to the industry to
collect raw date for anaflysis and publication.

(;) “

In part the file is arvanged alphabetically by subjects
such ag Buy-American policy, replacement policy, export
bank, sales, surpins, wholesale price index. Other
papers ave arrangsd alphabetically by names of com-
modities.

P31v3vy categories of equipment covered by the files
include, machine tools, foundry equipment, abrasives,
rolling mills and welding equipment.

The papers have no value after they have served the
purpose of the ﬂownodlty specialists since they are
esser ,LdL~y hupJJQarﬂn in files mainralned in offices
higher in the cchelon.

a. Industrial Heating Survey Forms - Dispose
when they have served their purpose or when
10 years old, whichever is sooner.

b. All Other Papers - Dispose when 2 years or
when they have servad their purpose, which-
ever 1s sooner.

763. Machine Tools General Subiect File - This con-
tains copiles of incoming and outgoing correspondence

and printed and processed material containing raw data
and general information con the domestic and foreign
machine tool industry. The file alsc includes general
information needed by the commodity specialists on pro-
grams conducted by other government agencies and private
organizations pertaining to machine tools. Internal
procedures and other general information on machine
tools and mobilization planning are found in the file.
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Dis po‘ of ipdividual docunents ‘contents of
file folders when LO vears old or when they have
served their purpose, whichever 1s sooncer.

764, Report or Shuments and Distiibution of Machine
Tools With Nurericil and Frerecarded Motion Program
Control {FOSAF-G7U,; ~ This i a survey Loinum distri-
EEEEU“EO'Tﬁi 13?:utrv to colilect data on chipments of
specified types of mschines aad thelr value.

Dispose w}al 10 years old or 2 years after
publication, whichever is sooner.

765. Curvent Industrial Reports - These are copies of
survey forms sent to the 11HL€t1} to collect informa=-
tion on export and domestic shipments of metalworking
machinery and the value of these shipments with related
papers.

Dispose wheinn 15
SO

yvears old or when superseded,
whichever is n

oner.,

766. Metalwvorking Fquipment Imports and Exports Infor-

mation File ~ This conteins copies of printed or pro-
cassed matevial contalning raw data on imports-exports
and spreadsheets, computer printouts, notes and drafts
of voports end o;her workpapers of the commodity
spceialisg,

These papers are of no value after they have served
the purpose of the commodity specialist, since they
are essentially duplicated in publications and in
files elsewhere.

Dispose of individual documents or contents of
file folders when they have secrved their purpose.

767. Executive Reserve Papers ~ These are name case
files containing papers on the qualifications and
experience of potential or active members of the Execu=-
tive Reserve.

These papers are duplicated in the files of the Office
of Emergency Readiness, where they are kept long enough
to meet all requirements.
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Dispo f case file whon member @@ separated
from e Reserve, or when an éppi:cant with-
draws his name irom consideration.

768. Metalworking Cioneral Information Jile - This
contains Copies Of o pUrs ceicii.in Lo general program
areas or infernal program metiors that are generally
found in an adniniscrative subjcect file.

The papers have no value after completion of the sub-
ject transaction, project or program activity.

Dispose of iudividual <o
of file foulders when the

cumants or the concen
Y }
purpose or whizn 2 years ol

qv° servea the

769. Metalworking Equipment Mobilization Planning
PaprD ~ Thcse arce copies or rcjucsLs from the Ofrice

[ndustrial Mobilization with a copy of the commodity
sp¢c1allst‘s repori, recommendaticns, or evaluation.
The file also includcs the commodity specialist's
workpapers.,

The file also centains copies of basebooks and similar
papers relating to meeting the requirements of the
Defense Materials System.

Thesc papérs are ess
of Induszktrial Mobil i
meet all requirement

iallv dunlicated in the
tiCl <hepre they are kept

rr O
O rh
tn
He
(@]
D

u’) "! ")

qup of papers when 10 years old or when
supe dee, whichever is sooner.
770. VWelding, Cutting, and Surfacing Fquipment
(BDCF-861) ~ These are copiles of a survey form sent
to rhe indusfry to collect Information on: (1) Ship-
ment and production capacity, (2) Additional produc-
tion capacity at a plant location, (3) Work schedule,
and (4) Limiting factors on gas welding, cutting,
surfacing equipment, and related machines and products.

Dispose 2 years after publication or when
10 years old, whichever is sooner.

ation and
s - These are

771. Crganization for Fconomic Coo
Development and Uvitcd NMatlois Pape

ope
r
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copies of relecases of the OECD and United Nations
on meLaivnrxidg machinery and eguipment with related
papers prepared by the commodity specialist.

Dispose of PAPCYS when they have served their
purpose or wnen 5 years old.

772. Machine Tocl Correspondence File ~ This is a
copy of Jih incowing item ro eived with a copy of the
outgoing reply rrapﬁed alphaketically thereunder
chlonolog'call The file dca: wiith questions and

problems conf:onting Lhe domestic industry. To be

helpful to the company, these matters must be dealt
! b

with expeditiouslyw,

The papers have no value after the subject transactions
have becn completeda,

Dispose of LLG papers when they have served
their purpose or when 5 years cld.

773. U.S. Tndustrial Outlook Papers - These are copies
of background and workpapers generated by the commodity
spec1allst in the process of preparing his contribution
to the published U.S. Industrial Outlook.

Fag

Dispose of vear after publica-
1

rs e
tion of the Lciaced OCutlook,
(Printouts)

774, Monthly Printouts of Imports and Exports of
Metalworking Lqguipment - A separate cumulative print-
out for iﬂports and one for exports are done by the
Bureau of the Census and these are obtained by this
office. Since these printouts are cumulative from
one month to the next, the December issue of them com=-
prises an annual statistical report showing the quan-
tity and value of imports and exports of the subject
commodities.

a. Monthly Printouts ~ Dispose upon receipt of
the December cumulative {annual) issue.

b. December Cumulative (annual) Issues -~ Dispose
when 5 years old.
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(Tranevortation Lguipment)

775, Implemenctation of U.S '(dnao. n Automotive

B T iy

Agroom“wt Fife < Tnis contains copiles genevated by
this activity in compliance with the Automotive Pro-
ducts Trade Act of 1965, which implemcnts an Lxccutive
Agrcement becween the United Scates and Canada to
allow automobiles ard automotive parts produced by
bona fide manufacturers to flow duty free in trade
between the two countries, DMore specifically, this
file conteins cepies of reguests from U.S. auvtomotive
manufacturers [cr certification to participate in the
trade and copies of the acticn taken on the request
with supporting papers. The file also contains
copies of supporting and workpuuers generated in the
preparation of the President's Anaval Report to the
Cengress on the operation or the Tride Act of 1965,

These papers must be maintained by the activity for a
considerable perloJ of time as an essential worktool.
During this pericd of time the information in the
papers will have been thoroughly exploiced and essen-~
tially duplicated In resulting publications. The
papers are arranged alphabeticaily by names of com-
panies,

S pUsE when L9 veare eld or when they have
rved their purpose, If sooner.

[aY
v

m !,.l..

o
776. Automotive Products Agreements File ~ This con-
tains documentation ot the :nLtlation, preparation for
and negotiations, of an Executive Agreement between
the United States and Canada for duty free trade
between the two countries of automobilcs and automo-
tive parts which are »nroduced by bona fide manufac-
turers. More specifi Cdlly, the file contains coples
of papcrs on the U.S. position, the Canadian position,
industry vicws, consultations, negotiations, reviews
of policy and position papers, interpretations of
negotiations, and papers supporting the President's
Annual Report to Congress.

These papers document a/;%égificant development in the

history of free trade, wuged. /Wm.d/y,
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)a‘ Pcrmm’.i; ~ Reotire to BTRS whon n..‘l_onger

i
“’ (- é L needed for current business and rransfer to
‘b//'} ’ WARC cne year juater. OLfer to the Nationsl
Arcliives 720 vorsrs thercarlts

777.  Administr ~'jv¢_\jb|nc__Fi§e - This contains
office ¢opics oF nepsrs on the nsual housekeeping

maticers such as b 1“LL, direcitives, conferences,
meetings, activity and production reports, internal
memorandum:s, peroonprl acticns, requisitions, training,
travel, aud the like. A chronological case file con-
taining a copy of each outgoing document is a subpart
of the [ile. Ir addition, the file contains certain
operating preogram files rc1ULZ‘ﬁ to the internal
management of thc functions and activities assigned

to the area. These include papers on matters such
as organi zation, briefing materials for foreign serve~

ice inspeccvors, guidelines for projects and program
accomplishments, investments and licensing, marketing
and distribution, and the like.

y= papers lose their wvalue and become inactive
ime they are two years old. However, there are
ere particularly among those related to pregram
ns that are useful for a longer period and

these will be moved forward in the file. As a whole,

the file has no value after It has spvvei all loceal

necds.  Record caplen cf thoe popers cre maintainad
‘ clsewhere long enough to moeab ail recuiremcnts Lor

acdministrative and legal purposes,
a. Chronological Files - Dispose when 2 years old.

b. Personnel Name Case Files ~ Dispctae 1 year
alfter separation of subject employec.

c. All Other Papers ~ Dispose when 5 years old
or wheu they have served their purpose,

778. Mobilization Planning Papers - These are copies
of papers generatcd by the activity in preparing an
appropriate respouse to requests from the Office of
Industtial Mobilization for industry evaluations,
recommendations on specific requircments of the Defense
Materials System, maintenance c¢f the executive reserve
and for emergency readiness exercises The file also
includes supportlnh docunmentation such as base data
books, and the like.
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The pauov~~‘:e essentially cuplica mi. record copies
of emergency and mobi ll/tLJUP nlannive "papers main-
tained in the Oflice of Industricl Mobilization and

in the Office of lmergency R2zdiness

1
[CRCRS

N

L

-

Dispese 1 year after prepavation of the next
ilization plan,

779. Priority Cases (Requestor for Special Priorities
Assistancc) = Thesc contain copies of requests from
defense contractors for assistance in getting delivery
of material or commodities necded by them to complete
their contract. The cases alsc contain documnentation
of the actions taken with supporiting papers.

These transactions are compl
very short time and thereaft
value.

eted or extended in a
er, the papers have no

Dispose when 1 year old.

780. Trade Owportunities (Teunders) -~ These are copies
of offers usually From foreign countries to buy certain
commodities or materials with a copy of the action
taken and supporting papers.

These transactions are quickly completed or the offer
exercs. The papcrs have no value beyond completion
of the trenciactricii.

Dispose when 1 year old.
781. U.S. Industrial Outlook Papers - These are copies

of papers collected or generatcd in the process of pre~
paring the chapters vublished in U.S. Industrial Outlook

on transportation equipment (railroad equipment, ships,
airplanes and aerospace equipment, motor vehicles,
boats, combustion engines, and snowmobiles).

Dispose 1 vear after publication of the related
issue of U.S. Industrial Outlook.
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(Boats, Fnsines and Uy

782, Combustici Fnuzines Subject File - This contains
office copies of Jucoanw'mﬁdmﬁﬁfw7Tnp correspondcnce
and printed and processed matorial on the domestic pro-
ducktion, consumption, and supply of combustion engines.
This filc constitutes a long term worktool wherein the
commodity specialist dcbumuLa es data on the industry
and its economy for future usc. Copics of recommenda-
tions, evaluaiicns and other papers are placed in the
file for the same purpose. Record cop?es of such
papers that are generated by ihe specialist are main-
tainced in the files of the Division Director and
elsewhere.

Disposc of individual documents or contents of
file folders when they have served their purpose.

783. Boats Subject File - This contains copies of
incoming and outg01nrJ corrcsponqbnce including printed
and processed material pertaining to the foreign and
domestic production and market {or wovrk and pleasure
boats and related equipment, This is a work file
wherein the spccialicr maintains workcopic° of the
papers which he PrOﬁLL es and printed and processed
material containing infermation Ffor future use.

Dispose of individual documents or contents
of file folders when they have served their
purpose.

(Trucks and Related Motor Vehicles)

784. Trucks and Related Motor Vehicles Company File -
This contains workpapers, incoming and outgoing corre-
spondenvv, and printed and processed material con-
taining information on trucks, fire apparatus, combat
vehicles and combat tanks

This i1s a workfile in which the specialist maintains
his expertise and accumulates data for future use.

The file has no value after is has served the purpose
of the specialist. The papers are arranged alphabeti-~
cally by the names of companies.
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Dispose of individual documonis ot conteonts of
file folders when they have served their purpose.

1
ek

o

785. Foreien Country File on < «nd Related

Equipment - This containg wock copics of correspond-
ence, and printed and processcd material containing
information on the vproduction of trucks and related

equipmeat in foreign countries.

The file is of no value after it has served the pur-
pose of the specialist concerned.

Disposge cf individual documents or contents of
file folders vhen no longer needed for current
busincss.

!
1

(Automotive and Avtomoiive Parts)

786. Transportaticn and Automotive Equipment Forcign
Digpatches I"'ile - This contains copies of dispatches
developed by foreign missions on the transportation
situation and problems of foreign countries and on the
production and world market of automotive equipment
and parts.

P PN

Tl o e e Ao am e naa o SR e~ - .- e

These ave wos Kpaptils COULailning 1niloriatidn aciumii-
~ 4 iy, 4= N f TS et Fam ATy bas -

Jated by the specialist for future use.

Dispose when 3 years old.

787. Congressional Correspondence File - This con-
tains copies of Jncoming and outgoing correspondence
with congressmen ana other ViPe which for the most
part request information or a recommended solution of
a specific transportation problem for the benefit of
one of their constituents.

Dispose when 2 years old.

788. Automotive Subject File ~ This is a workfile
containing primarily printed and processed material
pertaining to the whole spectrum of subjects surrounding
the automotive equipment and parts industry.
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It is specfily noted, however, that a.subdivision of
the file 1s compri=ed of proposesd, pending and passed
legislation case filcs that hav~ no long term signili-
carce since thev are duplicated in the legislative
[ilesof the General Counscl, Department of Commerce,
which are maintainz2d long enough to meet all needs,

a. Legislative Case Files - Dispese when

4 years old.

b. All Other Papers -« Dispose when they have
served their purposec.

(Raeilroads and Fgulpment)
—

789, TForeign and Nomestic Railroad Equipment Subject
Files ~ This contains mostly toreign dispatches and
printed and processed material pertaining to the whole
subject area gspectrum of railroad equipment and rail
transportation in foreign countries and in the United
States. More specifically, information is aggregated
in this file on foreign markets for U.S. railroad
eguipment and utilization of such equipment, and on
transportaticn developments and problems that have

an impact on the U.5. incdustiy.

This file 1s a wouriktecol for the commodity specialist
and it has no value after it has served its purpose,

a. Foreign Service Dispatches =~ Dispose when
2 yvears or sooner if they have served their
purpose.

b. All Other Papers (Domestic Files) - Dispose
of individual documcnts or contents of file
folders when they have scrved their purpose.

(Aircraft, Aircraft Engines, Aircraft
Parts, Missiles and Space)

790. Aerospace Subject Numeric File ~ This file con-
tains all of the materials normally found in several
separate files maintained by industry or commodity
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SPQr_:J'_a'ListQ The papers are arranged ucder about
ninctecn primary subizct numeric beadings:

(1) Aviatior TFolicvy, {(2) Admin?“traLﬁon (3) Aircraft
Fconomic and Techuical Data, (4) ALYCLJﬁL Hanuflac=-
turing Industry, (5) Airlines «nd Alrcvrafitc Operators,
(6) Committecs, Boards, etc., (7)Y Country Files,

(8) Lconawics, (9) Lnport and lmpoct Control
'b
,|

DARYY

(16) Finance, (L1) Tndustrial Mobilization, (12) Infor-
mation (Gencral), (12) Legal, (14) M"r&pu Information
(Supply and bemdju), (15) Meetrings, (l6) Publications,
(17) Reports~-Survevs-Studices, (18) Speeches, and

(19) Export Trace Premotion.

The file contains incoming and cutgoing correspondenc
and printed and process sed ﬁdtwrldl collected or genexr=
ated by the commodit specialist

A considerable quaniity of requests for services,
reports cortaining marketing intelligence, and other
data for which thc domestic industry has a need, are
interfiled under appronrl te subjects. These papers
contain data pertalnwng to the foreign and domestic
production, consumptiocn, and marketing of aircraft,
aircraft components, missiles and other aerospace
equipment, The file also contains aggregated data
on airports, airline operations and trade opportu-
nities.

l-ln
-

The informaticon in this file is available elsewhere,
but the data in the file is selected and maintained
in a manner and systcm that is designed to meet the
unique needs of the comnodity Snec1allsL By using
this information, the onehlallors are able to make
cvaluations that are uscd by government and domestic
aercspace in ]ustr/ for plenning, pollcy developuwent,
and for improving the world position oif the industry.

Once the papers have served the purpose of the
specialist they have no further value.

Disposc of individual documents or contents of
file folders when they have served their purpose.
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(Trsnsportation Scrvicas)

791, Transpowtation Services Subject File - This con-
tains Copics OF inciming and cutucing correspcndence and
printed and processad material '@nuratw1 or collecred by
the industry speciaiist. The papers contecin data con-
cerning all of ithe sevvices, taciliciﬁs, and other
support activities required bv the transporcation
industry in its daily operatiors, rolicy and regulatory
decisions. The specialist accuualates in the fife infor-
mation for futurc use in responding to problem-solving
requests from the industry and for preparing position
papers and simileor evaluations for decision making pur-
poses at high levelz of the gzovernment.

Although the information found in the file ig almost
without exception available elsewnecre, the data therein
is selected in accordance with sophisticated professional
criteria. Turther, the papers themselves are arranged

in a system designed to meet the unigue needs of the
industry specialist. Once these needs are met the’
papers have no further value.

Dispose cof individual documents cr contents of
file folders when they have served their purpose.

(Printouts)

792. Monthly Printouts of Impcrits and Exports of Trans-
portation Lquipment (Alrcraft, Aerospace, Boats, Motor
Vehicles, Railrcad iguipment and Combustion Engineq) -

A separate cumuiatLv“ printcut oy Imports and o..c lor
exports are done by t c Bureau of the Census and these
are obtained by this offlce.

Since these printouts are cumulative f{rom one month to
the next, the December issue of them comprises an annual
statistical report showing the quantity and value of
imports and exports of the subject commodities.

a. Monthly Printouts ~ Dispose upon receipt of
the December cumulative (annuai) issue.
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b. Decevver Cunulative (ar.w2l) lsauce - Dispose
when 5 years old

Science and Electronics Divisicn

Office of the Director

793.  General Subjcet Correspondence Fiie - This contains
copies ot incoming and cutgoiny correspondence generated
or collected by the Dircctor and his immediate assistant
pertcaining to comnodity areas in reply to requests from
the public and other government aocncies. The Division
is concerned with industry analvsis of cconomics, tech-~
nology, marketing and markets, etc, This information

is collected and analyzed WLtH respect to the domestic

as well as international industrial development in the
area involved.

The file also conteins communicaticons generated by the
Director in the coursc c¢f mdnawlng the activities of
the Divicion and the coordination of these activities
with certain other units or agencies,

Any revlies to requests for information in this file
that involve extensive research are maintained in the
Commoaity Infovmaticn Reporis Flie, Auy record copies

of papers found in this file avc maintained elsewhere.
However, certain papers pertaining to certain industries
and individual situetions have an operating value for a
reasonably long term.

Start a new file every 3 years, retire to BTRS
6 months later, transfer to WNRC 1 year later.
Dispose when lO years old.

794. Director's Commodity Information Reports File ~
This contains copics ol special stuadies and reporls
prepared by the various analysts in the Division on
the status of the science and elcctronics industry
and particulars of the commodities dealt with.

The individual analysts maintain supporting material and
work copies of special studies and reports that are not

included in this file. They are filed alphabetically by
commodity. - -
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» I*fﬂ Permancent ~ Ratire to BTRS Lo annual consignments
‘6@'\[ j'Y when no longer necded for current business and
transicr to WikP(C 1 yecar later. Offer to the

Nat lonal Archives 20 years thereafior.

795. Administrative ?’b]OCf File = This contains office
copies of the usual housekeeping papers pertaining to
such matters as Hudf’“7 arrdn““mpnhs for conferences,
reorganizatio "1, red uisitions for supplies and services
spacc, timz and attendance, travel and the 1like.

PDispose when 2 years old.

796. Perscnncl File ~ This is a name file containing
office copies of personnel actinns pertaining to members
of the Division stafl. Record copies are maintained in
DIBA, Personnel Diwvision and elsewhere.

Dispose of

£ 1 year after the separation
ol the subject o

797. Tndusfwy Specia 1ists' Comnodity Information Reports

File - “he Division it responsible for collecting and
analyzing data on approximately 2,500 companics that
manu facture over 100,000 commodities. To accomplish
this task, the DJOieSQLOﬂaL staff is compose d of _spe-
21T 2 D34 an !'»I:-' \:r\ om e 5 3 fvv—\r~(\‘ 35 ity
-— ; - J[.I
code industries which produce various ploouct

of various complexity. Basically cach specialist
develoPQ this [file containing papers of the same sort
on the industries and commodities assigned to him.

= 2ol (O “—o dle_Lk-)L'\

The file contains reports, trade journals and clippings
of trade journals and other publications, copies of
technical reports gencrated by otliecr govermment agencies,
workpapers and note , and the like. This data is the
support for analvses, special studies and reports pre-
pared by the Qpbglel st on request, The reports and
studies with related papers are arranged alphabetically
by commodity or subject, e

Although the supporting papers are for the most part
printed or processed, those included in the file are
selected by experts based on their technical knowledge
and judgement. This being the case, it is practically
impossible to determine when these papers cease to have
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any value. ”“p end product repoarts and studies included
. in the specizlists’ file are not duplicated in the file
with the same title rnairtained by the Director of the

Division.

L>’ /;,C 2 Permanent ~ Retire to BTRS in annual censignments
v wnen no longer nceded {or currcnc business and
ﬁJ transfer to WNRC 1 year later. Offcr to the

//W' Naticonal Archives 20 ycars thercalter.

798. Foreign TFiles - These contain information copies of
foreign industiv and wmarket studics propa arced by contractors
abroad. Also inclucded are related aivgrams snd telegrams.
These papers have A relative short value because record
copies arc maintalined elsewhere and because of rapidity

of change in the foreign industrial and market situations.

a. Informationai copies of studies ~ Dispose
whein superseded.

(o

b. Airgrams an
5 years old.

Telegrams - Dispcse when

799. Industry and Commodity Cla§€if1cnt1onq ~ These are
copies of Pqp“t collected or produced py the analyst
rcvmmﬂﬂnnL v additions co or revisions ol industry or
coanmind i g cla:sifl:atiens which ey uce and have a

. primary interest in,

- /c:éf Permanent - Retire to BIRS when o longer needed
Vﬁ)" for current business, transier to WNRC 1 year
Epv= later. Offcer to the Natlon 1 Alchlves 20 years

:W‘ thercafter. &4samyel apla Lo // Crosirst; ¥y .
/
800. U.S, Industrial Outlcook Matcxrial ~ These are copies
of material prepared for publication in the U,S. Industrial
Outlook with supporting papers.

Dispose when no longer needed for current business.

801. Correspondence File ~ This contains incoming
requestetor inlormation on publications with copies of
replics. Also inciuded ave letters of congratulations
and commendations. No nd)SCdﬂLL“l research is involved
in preparing the replles and the papers are of no value

after they have scrved the analyst's purpose.
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Dispose of individual documenis or contents of
file folders when no longer ncecded for current
‘ buciness.

(Scicoce and Tlectronices)

802. Components Studv Papers - This contains copies of
incoming and ouigoins *urrchondencw and copies of papers
containing techaical data which are used to prepare the
U.S. Industrial Outlcok and prepavation of special reporis
cn electronic components., Also incliuced are papers con-
taining technical data on electronics for general use.
These papers are of relatively short term value since

they serve only as a source for ihe susccialists concerned.

Dispose of individual documcnts cor contents of
file folders wnen no leonger neoded for current
business.

803. Record Set cf Quarterly and Annual Releases and

Redorta ~ This consistcs of one copy of cach news relcase

quarterly or annual reports or similar processed document

)

p;zZigeo by the znit on electronic component shipments.

Pexmdnent -~ Rerire to BTRS 26 the end of each year,
‘I/f) /v £ transfer to WNAC 5 years leter and offer o the
Z#~~ National Archives 20 years thereafter,

el i

(Printouts)

804. Annual and Quarterly Report of Electronic Component

Shipments - This 1s a computer printout ol data collected
B& quarterly survey of Productlon Capabilities for Selected
Electrounic Components which 1s sent to the industry for
completicn of the information requested and returned.

The printout shows shipments by the category or components
uriits involved, dollar value of defense or non-defense
items and the average unit price. These are record copics
and they contain information of long tcrm value for decision
making and economic rese arch and reporting. In the future,
the automatic data plO 1ng involved will by performed

by Census, ,é?éﬁ/
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A*Permancnt -~ RCTI'O to BTLRS when 6 years old,
.(/9*/ //’/ transicr to WO 1 year L-..eL and offer to ‘chf‘
/1””‘ National “rck“”mv 20 years thoveafter.
805. Electronic Compenzots Imports and Exvorts Report -
This is a compuler [riniout SRCWing by Cont: CdLLy cate-
gorics tnﬁ:cuvdh_ by “OUWLletHC guentity of imports and

cyports
this re
and ihe

and the dollar value cumuiatively., The data for
port are drawn from Bureau of the Census relcases
figures chown on the printout are in turn printed

in Comwncyce News foc public distribution. This printout

is prod

~

uced cumulacively showing the date for monthly,

semi~annual and aunual periods,

a.

b.

Anwual]y and Semi~-Annuil Printouts - Dispose
when 5 years old.

Month:ly Printouts « Dispose when 1 year old.

(End Printouts)

crly Survey of Production Capabilities for

{octronic Parvts - These arc copics of a survey

BN,

sent to comnansog 11'1ﬁu‘{-1r\“11v-‘1-'\r‘- elec-

—ii LN

tronic couponeuLs ang theat have been completed by them

and returned. The data supplied on these forms by the
companies are in pavt computerized and appear in the
printouts described above under the same title as this
file. However, it is necessary to retain the form for
a considerable period 2fter the printout was produced
for purposes of identifying changes in the corporate
structure of the industry such as mergers, consclida=~
tions, name change and dissolutions,

Retire to BIRS 2 years after production of print-
out. Transfcr to WNRC and dispose when 5 years old.

807. Card Control of Elcctronic Companies - This is a

visible

(5X8) card control of the companics to which

survey forms are sent. The card shows the name, loca-
tion, code number, and in some casc the officer of the

company.

The file is self-liquidating since the cards

are withdrawn when tlhie industry involved becomes inac-
tive. 01d cards are destroyed as required and replaced
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by new oards.‘l‘his is a long term workicol that must
be kept in close pro.lwmity to the specialist using it.
The file is of no valuc after it has served its oper-
ating purposc.

Dispose when no longer needed for current business.
808. Technical Information Iiie - This contains copies

of incoming and out,oing communications that are dupli-
cated in official files maintained elsewhere. The bulk
of the file is composed of ncwspaper clippings, printed
and processca material containing technical information
on commuodities, proposcd and pending legislation (with
comments when requested), trade associations, meetings,
and direct industry information necded by the Qpecvelets
to prepare reports, speciel DtudLo;, and analyses for
planning and decision making purpos

These papers are of nc value after they have served the
purpcse of the specialicts involved because of the
rapidity of technological and economic changes in the
industry.

Dispose of individual documents or contents of
folders when nc longer needed for current business.

8C9. Commodity TnLorwd»Lon Reports | File ~ This contains
copics OF spefial scwlies and rwsCris prepared on elec-
tronic cquipment components and the raw materials used
to manufacture them. fnc main thrust of the material
is control of strategic materials and related mobi~
lization factors. The special reports and studies are
accompanied by copies of regulations, laws, lists,
statistical data and similar supperting papers. The
papers are arranged alphabetically by subject title or
commodity names or oithew appropriate key word designa-
tions.

Retire to BIRS when no longer nceded for current
business, transfer to WHNRC 1 menth later. Dispose
5 years later.

810. Impor“~Export Releases - This is a record set of
one copy of each velease prcpared by the unit on the
1mporr and export of electronic products. This is a
semi-annual and amual statistical report prepared for
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public distrifution and for plapuing and other purposes
at all leveis of governument, 40“%“45 elieret
/c’ g 3 ' FZ/M#A)E_A) 2 .
a. Record Sev - wRetain—aadelfinitedy -~ Retire to
~  BTRS when 1 41’1 recoc i box of material has
accumnE&Fed. Trgnsfer o WWRC L year later
O R o ppres e TE Ypary LA

b.  All Other Cepics - Digpose when no longer
neeacd for current business,

811. Admiristrative Subjecc File - This contains offlice
opies of the U3U87 THous NeLan( papers on matters such
as budget, conferences, persomnel acticns, producticn

=2
“°p0?ﬂc, requisiticns, time and artendancs, travel, and

the ReC,

Dispose when 2 years old.

812. Work Assjisuments Project File -~ These are case
files arfsﬁgfa_QChan'Hg'tdmsﬁ?,"fFR budpet numbers.
The cases contain cones of prowmcsals for projects in
the unit, recommend.tions, internal memorancums ,
authorizations of projects, worknapers (drafts, news-
paper clippings, statistical spreadsheets, cte.),
galley proods and copies of ve pULtS anca studies. 'Ibe
majority of the papers in this file supprori an end pro-

duct in the form of a report cr ,tvdv preparerd for

Anorhor governmant agency OL 0rglaisot.css i £he

private sector. Most of the Uauc?s arc esscntially
auplicated in higher echelon offwcc5, although some are
not. They cease to have any wvalue after they have

served their purpose in the unit.

A"‘l‘

Start a new file evevy 5 ycars, retire to BTRS
1 year later, tranzfer to WNRC and dispose when
10 years old.

813. Telecommunications Subject File - Contains copies
of incoming and cutgeing correspondence, reports and
other papers pertaining to the development of telecom-
nunications systems with empbasis on the development

of a satellite system of international telecommunica-
tions. These are the workpapers collected or generated
by the telecommunications specialists.
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Disposc of individual docuncnis or contencs of
in

s e
folders wiien 1o longer needed for current bus

()}—n

f.’l )

1.
S &

814, Communicatiorns and Tlectronics Company File - These
contain copies GI company raLALp‘T? brochures, 1Shspaper
clippings, trade jouwmnals, and other p1~uf9d and processed
material with some rzlated correspondence which contain

technical information used by industry specialists to
evaluaice either the companies or specified commodities.

The papers are arranged alphabetically by company name.

Dispose of individual papcko or contents of file
folders when nc longer needcd for current business,

815. Prioritjes Case Files - This consists of requests
from companies tc purchasc commodities, or controlled
materials for a stated purpose and destination with the
JcrondanVLng Workshect for quue;ts foe Priorities

Assistance and the appropriate reply.

These pawers are duplicated by copies maintained in the
Office of Defense Mobilization. N

g
2

he cases arc arrvanged numerically.

0

) - <1 TR rye -~ = Al '- Lare S o' E
Dispose when 1o longer ncedaed [or curvent busine

816. Legislative Files ~ Thesc contain copies of pro-
poced or pencing legislation in whicih the unit has a
primary interest with accompanying comments and/or
recommendations.

The papers are essentially duplicated by record copies
maintained in the Dbpuleental Office of the General
Counsel.

-

Dispose when 5 years old.

817. Chronological Files - This contains a copy of
every outgolng item generated by the unit (classified
and unclassified).

Dispose when 2 yeavrs old.
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(Detta Communicacions)

818. Data Communicetions File - This concains coples of
printed and processcd material and ‘clated workpapers col-
lected or generated by the specialist in the course of
preparing Dat Commu:nications: darket jnfovmdtion sources.,
The material contains the source data compiled and ana-
lyzed for use in the publication. The puollcaLion will

be updated when ncw developments justify it.

The papers are arvansed in accorcance with the chapter
headings appearing in Data Communicaticns,

1dual documents or contents of file

Dispose of indivi
jlonger needed for current business.

folders when no

819. Foreign Government Trade Opvcrtunities - This con-
tains copies ol Internatiocnal Invivacions to Bid on commod-
ities for which there is a favorablc market in the country
specified. The invitations are developed by the Amcrican
Embassy concerned and copies are fecwarded to this office
for dissemintation to interested companies in the country.

These invitations are received with and without specifi-
cations for the commodities involved.

These papers arce of no value after cthe market has been
satisfied or after American industry has demonstrated a
lack of intercst in the invitation to bid for wvarious
reasons,

Dispose when 1 year ocld.

820. Trade Opportunities Subject File - These contain
copies of incoming and outgoing correspondence, collected
studies, printed documents and the like peltalnlng to
forelon trade opportunitlies that have been developed in
which American companies might have an intecrest.

Dispose when 2 years old.

821. TForeigcn Dispatches « These are copies of airgrams
and telegrams from foreign service posts transmitted
through the State Department on industrial, economic,

and tlndﬂ opportunities pertaining to telecommunications.
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These messages are vsed to respond Lo requests for
information and to weei requiremenrs of .the bureau
ard the Department for other purposes.

These messages are of re value aflcer they have served
their purpose in this office since record copies are
maincained in Lhe State Departmen

Dispese of individual documents or contents of
file folders when no longer nceded for current
business or when 5 years old.

822. Secondary Source Materials - This includes printed,
proce Sed and LyPCQLTIQL ~docuinznits collected as sources

of technlcdl, econcomic and industrial information. The
data extracted from ithese sources are compilced and ana-
lyzed for inciusion in replies to requests for informa-
tion, special reports and studies for the Government

and the private sectoxr. Noteworthy among the material
are copies of AID cocuments, NATO documents, Invitations
to Bid, Trade Lists, for°1on company Cata]ogs and bro-
chures and the like.

Dispose of individual documents or contents of
file folders when no longer needed for current

business or when 5 years old.

323. Lolor Television Standards - This file contains
copic “of collected documentation and 1nc0m1ng and out-
going correspondence concerning the competitiveness of

the American television system and technolegy with the

French and German systcms in areas of cempetition such
as South America.

The main thrust of this effort is to prevail upon
developing countries and areas to adopt American stand-
ards. The rapidity of change in foreign negotiations
and television techneclogy 1s so great that there is no
likelihood of these papers having any valuc beyond a
limited period.

Start a new file every 5 years, reiire to BTRS
and transfer to WNRC 1 year later. Dispose
when 10 years old.
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OUFICE OF TADUSTRIAL MOBFLIZANTION

~

.

The Office of Industyicl Mobilizarion 1s made up of the
Office of tho Pirvector and fouy Tivisions: Mebilization
Readiness, Industrial Resources, Tndustrial Evaluation,
and Mebilization Operations and Pians. The Office
directs thc Divisions in the dCVP]DJMLnt of plans and
programs fors cecuring and rarsbaLprz the country‘
industrial forces prior to and during national emer
gencies,

Office of the Dirccior

824, Director's Progrvam Operating File ~ This contains
corresponcence, reports, copies of coxmiftitce papers, slip
copies of legisiation with workpapcrs, and similar docu-
mentation g@qerated or collected by the Director and his
immediate sgaff, including the Deputy Director and
Special Assistant to the Director.

The papers do not incl any substantial documentaticn
of progreaix and policy uevclopment since the Director and
1 3. . coo,

,v"lS T,y i it o B8

o e clv cncascoc
..... cuiaie sLa

Zre a":.ms::t solc voon -—a(::k_u in the
decision making process of ewecutive dircericn. The
paperwork flow is sc crganized that cofficial record
copies of policy deveiopment, program planning, and
functional implementation papers are maintained in the
component divisions of the Office. Although the Dircc-
tor signs most of thc papers generated in the Office
that are sent to higher authority, he does not maintain
record coples in thece files. Record copies of these
and of the remainder of the papers gecrerated are main-
tained in the appropriate Division.

The papers are avranged alphabetically by subject.

Start a ncw file every 2 years, retire 2 year
old files to BTRS and transfer to WNRC. Dispose
when 10 years old.

825, Administrative Subjeci File - This contains office
copies of the usual hcusekceping papers pertaining to
such things as budget, conferences and meetings, organi-
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zaticn, rﬂou1;1eLor“w ce, tfﬂlﬂin” time and alttend-~
. ance, personn2l ecilonsg, a ing cu])hcw of directives
and authoritauive vﬂL(,,ql JL)LAJ~LIOU”

h
N
&

Dispose when 2 wvears old.

826. Director's Tesiimonv - This consists of copies of
transcripts or prepared texts of testimony delivered or
to be delivered by the Director before committees of the
Congress. An official version of the testimeny may be
published in_a report cf the Congressional committee
involved.,42;4z@f&ﬁ.ﬂgz5%74 T acaseryr i,

a. Published Testimony ~ Dispose when 10 years old.

/g,, Unpublished Testimony ~ Permanent - Retire
’ to BTRS whein no longer needed for current
_ ;%VCJA& business and transfer to WNRC 1 year later.
V(D’ . Cffer to the National Archives 20 years
JN cafrer
E/W/" / thercafter.

827. NATO Documents snd Correspondence -~ These are copies of
North Atlantic Ireaty Organization papers pertaining to
various aspects of V"Llcnal and international mobilization

planning. The papers are usec by membors of the staff as
a cource of autheritative zuidanco in the nevfarmance of
‘ ihei; daily assignments.

Correspondence with the Industrial Planning Committee,
NATO, generated by the Office is filed at the end of

the document file. The substance of this correspondence
may be duplicated by a staflf paper or release covering
the transactions of thc committce.

a. Documents - Dispose in accordance with the
appropriate NATO security regulations.
Disposition included on document.

b. Cocrrecspondence - Dispose when 5 years old.

828. Mobilization Planning Supplyv Requirements =
AnplaLaaL of lnduvalzT_supnly capablllths in meeting

1ilitary requirements inn an assumed war situation. These
papers contain data that have significant research values
for a considerable pevriod of time.
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Retire toe BTRS whep no longer needed for current
business and tran<ier to WNRC. Dispose when

10 vears clid.

Mobilization Cneratious 2nd Plans Division

The Mobilization Oper«tions and P’lans Division adnin-
isters the Befense Matcerials Svsvem ana the Defense
Prioritics System, placs and maeintaing emergency mecasures
for regula ti.A industrict plodu‘uLon and distribution,
and plans and implemencs plans for assisting defense
contracts suffeving irjury from natural disasters.

829. Program Operations File ~ This Division administcers
the Defense daterlals system, Defense Priority System,
Natural Disaster Provram Spec1u3 Priocrities Assistance
Program and activities Jhlch involve Compliance and
Enforcement, all respow%ive to the provisions of the
Defense Production Aci cf 1950. The file contains
correspondence and other documentacion of all facets

of operatrion of the functions listed above. The Divi-
sion 1s alsc responsible for revisicns and preparation

of DMS and DPS regulaticns, orders and cother issuances

as reqguired, The repointions, ovdors, and other issu-
ances initiated in the Division are all p;olLshcd in
the rederal Register. AccoroLngly the file is primarily

valuable for administrative purposes.

Start a new file every 5 years, retire to BTRS

and transfer to WNRC 6 months later. Dispose
when 10 years old.

830. Set-Agides - This contains documentation of the
Division {indings, recommendations, or determinations
pertaining to materials "'set~aside' to meet defense
production requirements

Start a new file every 5 years, retire to BTRS
and transfer to WNRC 5 months later Dispose
when 10 years old.

831. DMS and DPS Issuances - This is a set of two copies
of DMS and DPS regu:ﬂrlons, orders, deiegations and
designations as printed in the Federal Register.
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Although these docunmenis ave promulpated in the Federal

Register the colicerion of thir sev will provide [uturc

Yesearcliers with an overview of i development of the

Systems that might rnoi otherwise be possible through

usce of a multiplicity of refererces, 447«(4;ww4u¢~ccaﬁwwé¢v'
/('ﬁ, Record Set (2 copics of eseh issuance)~ Permanent =

g Retire to BIRS wherr no lonper needed for current

business and transfer to WNRC 1 year later. Offer
to LLC National Acchives 20 vears thereafter,

832. DMS and DFS Issuances Cas« Uile - These arec case
files containing all of the baclkseround papers generated
by the Division in the¢ preparation lor revision of a DMS
or DPS directive. These papers are necded for a consid-
erable perind of time in connection w1Ln the development
of new directives and they should be held for an addi-
tional period beyond chat point to insure protection of
all legal rights. Just prior to ewpiration of the
retention period specified, the National Archives and
Office of Rcuords Maragement, MARS chould reappraise
these records in light of the circumstonces then
existing to determine if they should be retained for a
longer period.

- &Y o - Yy, s e~ . leal
Tnactive Caces - Roetire te BRTRE vien not needed

tor current busines: d traunstoer to WNRC,
Dispose 15 years after daie of transfer to WNRC.

(,a

832, [Ewergency Prepsicdness Planning - This 1s decumen-
tation of the participation cf the Division in civil,
industrial, and mobiliration planning.

Dispose when 10 vears old.

834. Administrative Subject File - This contains copies
of housekceplng papers on such matters as Division pro=-
jects and work assignments, budget, management improve-
ment, personnel, requisitions, security, time and attend-
ance and travel. The file also contains working copies
of directives and similar papers of interest tn the Divi-
sion in discharging its program responsibilities.

Dispose when 2 yecars old.
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é 1 later. ffer to the NaLLbn'

et ‘ts Uo the Jolat Committee
Dc: ; T hose are asmisl and quartcrly
repourts pr”paVug Lo thv Joint Committee on Deflense Pro-
duction, U.S. Congress, conceiving ithe activities of the
Bureau of Domeetic C@*m“rcb performed under the authority
of the Defense Production Act of 1950, as amended. The
report contains informﬂtion wit: tosp(ct to administra-

Q <o

35
32
K

|

tion of the DPA priorities and allocaticns authorities,
and a variety of mobiiiz aLlon planning activities. These

reports may or may not be published verbatim by the Joint
Committee, Consequentiy, this record sci of the veports
may be the sole source presenting the actual p051tjon

and activitics of the BRureau. /g//mryaf chnrnd Ly 7/’/ /‘” :

5’/ Permancnt - Retire to BTIRS 'h n not neceded for
current business and transfer to WNRC 1 yecar
1 Archives 20 years
thereafter.

836. Ptlorltic. Assistance Case Files - These conta
copy of BDSAF-138 Recuest for Spmecial Priorvities Ass
ance with tbo felufEG"Lorm Gi-64 VWerkeheet for Renucot
Tor Pricovrities Assistance which shows the nature ol the

request and the actions taken by the analyst handiing

na

t"‘ t—"

the case and by the priorities oflice. Releted corve~
spondence is also 1nr1uoc< Comnanies holding defense
contracts initiate priovities assistance TeduesSis Lo

expedite shipment and lccelpt ol materrals, equipment

or other things which they require to complete their
contract. In cooperation with the Department of Defense,
the Department of Commerce dirccts the appropriate
supplier to mect the nceds of the requesting contractor.
This record sct of all cases handled by the Bureau con-
stitutes the sole authoritative versiocn of each case

for legal and other purposes.

Retire to BTRS when 3 years old and transfer to
WNRC. Dispose when 10 years old.

837. Natural Disasters =~ In cases of floods, hurricanes,
carthguakes and other disasters where the President has
declared a major disaster area in which there arc defense
plants, the Director of the Division requests the Direc-
tors of the appropriste field offices to survey the area.
The Director of the field office determines 1f defense
plants have suffered damage to the extent that they need
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assistance in mokirz renairs te reach the reauired
production capacity. s sc, Cthe Divisicn may provide
assistance was outhorizec by the Tefense Production Act
of 1950 as amended. These cases docuvnent the efforts
of the Division to prowloﬁ this tvpe of disaster relief.
The cases are arranged alphabeticaily by geographic
location.

|54
ol

Dispose when 3 years old,

838. Company l'iles - Thcese contain copies of incoming
and cutgoing correspoadence frow companies requesting
information or publications. Nonce cf the outgoing
replies involve any substantial amouri of research nor
document an action of more than routine importance.
The bulk of tne filie consists of copies of company
brochures and other handouts.

Dispose when 3 vears old.

839. Application for U.S. Priority Rafting Covering
Imﬂggtatlor of Quarcerly Requirements or Materials from
the United States - These are copiles ¢f an application
from the LanaCJan Government asking the U.S., Government
to set a priority on shipment of materials Lo Canada

which are required to meet its defense needs. The
papers also show the action taken by the Divisicn for
BDC. The file is arranged by nune rical case number.

Retire to BTRS when 3 years old, transfer to WNRC
and disposc when 6 years old.

840. Emergency Readiness Exercises - These are the
Division copics ol emergeiicy readiness exercises for
the continuity of government. Record copies of these
papers are maintained in the Oifice of Emergency Readi~
ness, Office of the Secretary.

Dispose when superseded or obsolete.

841. Investigative and Compliance Case Files -~ These
include notes, findings and other information collected
from lDVLSLlOaLIOHS conducted because of violations or
allegations of violations of the LMS/DPS which is
administered pursuant to the authority of the Defense
Production Act. The file also contains copies of
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compliance reporis and recowmment.tions subwitted to
the Office of the Coneral Counse!, Depariment of
Commerce.

Retire to BIRS when 5 years ¢ld and transfer to
WNRC. Dispose vhon 10 yeers o

ﬂvFOlL‘ on Machine

842, Company Current
Tools anc Metal Work: achis MQ-35W Current Indus-
Crial Reports) - Lhésa files iacitde copies of Census
qu9<tionndllo: sent quarterly tve companies calling for
data on the quantity and value of shipmenis and quantity
and value of unftillcd orders. Esch company's form is
routed among Ccnsus, the company and this DlV sion.

When the fourth quavter informeation is received, the
dzta covering the whole year ave sivmmarized and the
annual summary and related papers are kept in this file,
which is arranged alphabetically by compony name; this
is an essential worktool! needed by the industrial spe~
cialist for a conqiderable veriod of time. The survey
data are analyrzed and specially compiled (by computer)

for use in the Rurcau. (Cen%u also comniles the data
for publication quarterly in Currcnc Industrial Reports:
Metal Workins Machircry.) ©h2 Indistrial specialist In

this Divisicn kecps a copy of the survey form for each
guartey cf the vear from cach company savveyved.  Thesze
rovms have no value, however, after the annusl summary
is made

a. Dispose of the quarterly reports upon
availability of the annual summary.

b. All Others ~ Dispose when 10 years old.

Industrial Resources Division

This Division is responsible for providing estimates of
civilian and war supporting requirements for materials
included in the National Stocizpile of Strategic and
Critical Materials, and it advises on upgrading programs,
surplus disposal prxbrans purchase specifications,
storage practices and the effect on stockpile estimates
cf technological developments. 1In support of these
functions the files in this Division are set up as
follows:
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843, Jomwnlity Duie Files - Files containing material
filed Ty ne of five difierent groupings:
/')

(1) Bas1a leu. (7Y Oiasposal, (C
tions, (4) SQ@CLal Instructions
Instructions.

4.
} Turchease Specifica-
and (5) Storage Manual

The ceontents of there files by groupings are as follows:

(1) Basic Data - These files contain requirements
studies on stockpiled matcrial and the background
data used in [crmulating those requirements,
Background data include newspaper ciippings, State
Dcpar;mont telegrams, incoming and cutgoing corre-
sponcdence and othey pertivent data., The Basic Data
Study, upon approval by OEP, is published in the
form of an IMAC document which then becomes a

part of the file.

Dispose of individual documents or the con~
tents of file folders nrot pertaining to the
last two Basic Data Studies.
(2) Disposal - These files contain GSA issuances
such as Request for Bids and kOtlLLLdtLon of Sales,
comments on disposal programs, notcs on disposal
ﬁ@x‘iﬁﬁg, notes Crom telechouns hﬁ~vz15ablvus, and
State Department telegramus rc?athg to disposal
of excess stockpile materials.

Dispose of individual documents or contents
of file folders when no longer needed for
the program.

(3) Purchasc Sprcifications ~ These are printed
documents issued Dby the Incdustrial Resources Divi-
sion which set fcrth qualicy standards for mate-
rials purchased for the stockpile

Dispose of all materials not relating to
latest issuance.

(4) Special Instructions - These are printed docu-
ments issued by the Industrial Resources Division
which provide GSA with guidance on the custody and
management of the stockpile.
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Dispose of pll materials not rclating to
]_u.l_(—’ t issuanc

’\\
-

(5) Storage dionial Instruciions ~ These printed
docurments are rcvicwed Dy the Iadustrial Resources
Division prior o publication and provide GSA
depet ana warehouse persounzl with up-to-date
guidance on the st ,Lage and maintenance of stocke
pile materials.

Dispose of ail materials not relating to
latest issuance,

844, Section 232 Cases Under the Trade I'xpansion Act -~
This file contains bac«ground data vencratcd in the pro-
cess of investigating imports of certain articles into
the U.S. in such quur_lb/ or Undcr such circumstances

as to threaten to impair the national security. These
investigations ave made as a result of an application

by an ipnterested party or by the head of a government
agency. The Division compiles a final report on its
findings which is submitted to the Office of Emergency
Preparcdness for final judgement and promulgation.

.}—v.

Retire to BTRS when 10 years old, transfer to
WNRC and dispose wnen 20 vyears old.

45, N“TD LnChCLr'Q] Pobi ,patiOM ?1anning - This is a
Lanning

plannln* avreemonts conCLStent w1th tbe objectives of
NATO. fhcse agreements impose upon the participating
countries obligations and restraints 1n the event of war.

The Director. Office of Industrial Mobilization serves

as the U.S. Representative on the NATO Industrial Mobi-
lization Planning Committee and the Industrial Resources
Division Director serves as his alternate. The Division
is assigned responsibility for responding to NATO
requests for proposals, reports and recommendations
covering specified areas of industrial mobilization
planning. Most of the papers generated in this activity
are received from NATO and bear a NATC requirement for
their ultimate disposition. Cecnsequently, almost all of
the papnrs are returned toc the Director, Office of Indus-
trial oblllzatlon vhere they have been registered. The
regldual papers Icmdining in this offlice have only a very
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short term value since the information in them is
duplicated by a report or similar submission.

Dispose when 2 years old.

846. U.S.-Canada Industrial Production and Materials
Committee - Thils Commlttee reports to the Senior Com-
mittee for Civil Emergancy Planning. As indicated by
its title, the Committee and its components represent
an effort on the part of the United States and Canada
to coordinate and develop plans for the two countries
to meet emergency situations.

These papers document the Division's contribution to
initiate and develop agreements between the United
States and Canada covering various areas of industrial
production and materials. The agreements are designed
to establish U.S. and Canadian positions in the indus-
trial area covered that are most compatible with the
emergency plans of the two countries.

Since these negotiations often extend over many years
before fruition of a final agreement, these papers are
an essential worktool that must be kept close to the
professional staff to maintain continuity of the
negotiations. After final agreement has been made -the
interim papers are of no value since the information
in them has been summarized and published.

Dispose when 20 years old.

847. 1Interdepartmental Materials Advisory Committee =~
These are copiles of agendas and minutes of the Advisory
Committee on which the Director, Office of Industrial
Mobilization serves as representative and the Industrial
Respurces Diz}si n's Director is his designated alternate.

W(,( <.

Permanent - Retire to BTRS when no longer needed

ST~ )Zyéhfi for current business and transfer to WNRC 1 year

7 i

P later. Offer to the National Archives 20 years
thereafter.

848. Administrative Subject File - This file contains
the basic administrative support documents of the Divi-
sion. The contents are of three basic groupings:
Policy and Guidance, Reports, and Management.
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(1) Policy and Guidance - This file.contains copies
of laws, regulations, orders, procedures, bulletins
and circulars issued by other agencies and concerned
elements of the Department. For the most part these
are printed and processed materials prepared for
multiple distribution. The papers are arranged
alphabetically by title or subject. Most of the
information in the papers is available from other
sources, although it would have to be collected.

Dispose of when no longer of use or when
superseded by later issuance.

ductlon, activity and briefing reports reflecting
the responsibilities and activities of the Divi-
sion, They-are prepared for the benefit of higher
authority. These types of reports are found in
the administrative papers of many elements of the
Bureau.

(2) Reports - These are copies of periodical pro-

As distinguished from those above, there are some
program feeder reports intermingled with them.
These feeder reports are the device used to col-
lect data for program reports covering ten,
twenty and thirty year programs. These papers
have no value after the. expiration of the short
period following formalization and publication
of the data which they contain.

a., Production, Activity and Briefing
Reports - Dispose when 5 years old.

b. Program Feeder Reports - Dispose 5 years
after publication of the data.

(3) Management - This file contains the usual types
of papers on housekeeping matters such as meetings
and conference arrangements, personnel actions,
requisitions, time.and attendance reports, budget,
space requirements, foreign communications require-
ments and working copies of processed orders, cir-
culars and the like.
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This file also contains a name case folder for
staff members in which convenience copies of

various papers relating to their employment are
filed.

a. Name Case Folders - Dispose 1 year
after separation of subject employee.

b. All Other Papers - Dispose when 2 years
old.

(Industrial Evaluation Board)

The Industrial Evaluation Board identifies facilities
critical to national security and specifies standards
for evaluating their production capabilities. The Divi-
sion supervises the preparation of critically important
industrial products and services, provides liaison with
GSA Resource Analysis, and conducts feasibility studies
to determine U.S. industrial capability to meet national
emergencies.

849. 1Industry Evaluation Board Correspondence - This

is incoming and outgolng correspondence primarily with
other elements of the Department and other agencies of
the Govermment relating to the identification of pro-
ducts, groups of related products and industrial serv-
ices which are of exceptional importance to the national
security. There are also papers accumulated in the pro-
cess of establishing criteria for the identification of
these selected products and services and guidelines for
their evaluation in terms of the capability to produce
them in the quantity and at that time they are needed.

The file also documents the activities of the Division
in providing central direction to other elements of the
Bureau engaged in the initiation and preparation of
industry evaluation studies on specific products or
services,

Also included is documentation covering internal opera-
tions of the Division and special assignments and studies

on the Division's contribution to the coordination and
content of the Government-wide industrial planning.

Jan 76
. 282

-


http:outgol.ng
http:incoml.ng

‘ Some of these papers are in the form of drafts, spread-
sheets and similar documents that have the appearance of
informal workpapers. However, their physical form
results from the fact that they relate to an effort
that is not usually recurrent on a fixed time base.
Notwithstanding this, these papers contain data that
are of long term significance for interpretating the
development of industrial mobilization.

Chronological files are included in the file as a sub-
group. These particular files are retained because they
provide a most convenient approach to understanding the
industrial evaluation activities of the Bureau and they
also serve as an effective finding aid to the corre-
spondence file as a whole.

The main body of the file 1s_gggggggg_glghghgtlcally by
the names of other agencies and subjects

A parallel correspondence working file is maintained
from which documents are periodically selected for
inclusion in the main file and all of the ephemeral
items in the working files are destroyed. Accordingly,
the working file liquidates itself in a timely manner

and all documents having legal and historical value are
‘ moved from it for long term retention.

ViD= Z,WvC A‘Permanent - Retire to BTRS when 5 years old and
_ j’ “ transfer to WNRC 3 years later. Offer to the
tﬂ*J National Archives 20 years thereafter.

850. Industry Evaluation Board Summary Analyses ~ These
are large columnar sheets on which a product or groups
of products are described and evaluated for mobilization
planning by item number, SIC code number, company name
and facility street address, city and state, annual pro-
duction and production capacity with remarks, when per-
tinent, and I.E.B. rating. These analyses are numbered
serlally and new numbers are assigned as subjects are
revised.

An analysis shows the production capacity of each plant
by actual capacity and percentage of national production
capacity for its subject product.
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These sheets in summary and statistical form summarize
basic data generated for the Division and form the
basic output of the Division.

Data for these analyses on individual products and
companies are prepared by the various industry divi-
sions of BDC where the backup papers for the data are
retained for an adequate period of time.

A record set of the analyses is maintained consisting
of the first typescript copy of each of them arranged
by serial number and by date of issuance. (Additional
copies of current analyses are maintained for reference
and serve as work copies for the Division. These are
destroyed when superseded and upon discontinuance of

the rogram all cu nt, copies would be destroyed.)
“"‘7"/ ? , Bl fosibert .,
Permanent - Record set of analyses - Retire to

/
b E k.,b/{/ ¢ b BTRS when no longer needed for current business

E/o-;);

6« transfer to WNRC 1 year later. Offer to the

National Archives 20 years thereafter.

851. Numerical Index to Industry Evaluation Board Sum-
mary Analyses - This 1s a processed numerical list of
products on which IEB summary analyses have been done.
As new analyses are developed, additional pages are,
simply added to the end of the document.

J= ¢4%£Aﬁ, Permanent - Record set (2 copies) - Retire to

e~

BTRS when the IEB Summary Analyses are retired,.

6w Transfer to WNRC 1 year later and offer to the

National Archives 20 years thereafter.

852. Alphabetical Index to IEB Summary Analyses - This
is an alphabetical index of commodities keyed to the
IEB Summary Analyses in which they appear. The master
index is maintained on 8%x10 sheets in a loose-leaf
binder. It is updated as new analyses are issued,
revised, or withdrawn. A supply of up-to-date sheets
is maintained for distribution as required.

jgérﬁ? Permanent - Retire the last two copies produced

to BTRS upon discontinuance of the program and
transfer to WNRC. Offer to the National Archives

5&7/& é et 20 years later.
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853. IEB Summary Analyses Document Register (Form
GA-653) - This 1s a register showing the distribution
of JEB Summary Analyses to members of the IEB and others
for comment and return or for retention indefinitely.
The register also shows the person authorizing destruc-
tion and the date on which outdated copies of the IEB
Summary Analyses were destroyed. The register consti-
tutes an account of the persons and agencies receiving
these analyses and thus having responsibility for the
maintenance of official sets. Htugedgzenatly.

sa

vTD‘,é‘*' 2 Permanent -~ Retire to BTRS when program is

discontinued and transfer to WNRC 1 year later.

g%{a o Offer to the National Archives 20 years thereafter.

V)= 2

854. Vertical Analysis of Production Capacity Report -
This is a pilot study performed by this Division with
the assistance of outside consulting and reséarch firms
to devise a methodology for analyzing production levels
in depth. Vertical analysis utilizes mathematical
techniques to yjeld the desired industrial mobilization
information./4¢ZV¢Ufcl/fa”””‘zg7'

¢4, Permanent - Retire to BTRS when no longer needed
for current business and transfer to WNRC 1 year

.!6?1/9 6w . later. Offer to the National Archives 20 years

thereafter.

855. Administrative Subject File - This contains house~
keeping papers including monthly project and activity
reports, conferences and meetings arrangements, per-
sonnel actions, printed and processed copies of Depart-
mental and other agency directives, requisitions, time
and attendance, training, travel and some papers per-
taining to the internal program activity and management.

Dispose when 2 years old,

856. Card File of IEB Facilities ~ These are 3x5 cards
arranged alphabetically by names of companies showing
the plant identification number, IEB summary analysis
number, detailed geographical location of the facility
with its longitude and latitude and Universal Trans-
verse Mercator coordinates. This is an indispensable
worktool that must be maintained in close proximity to
the professionals as long as their activity is continued.
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. These cards do not contain any data that are not
available on the master ocutput tape.

Dispose of when no longer needed for current
business.

(Printouts)

857. IEB Critical Industrial Facilities List Reports 1
and 2 - This 1s a Iist ot those facilities identified
as being of exceptional importance to national security.
A list of manufacturing facilities is assembled periodi-
cally in two volumes, one listing the plants alphabetis
cally by name of company; the other by geographic loca-
tion,~ S —
Pt
The Industrial Evaluation Board Summary Analyses
described above contain all of the data that appear in
this list., The list is produced from a master output
tape which is kept in the Data Processing Division,
Office of the Secretary. Since the hard copy analyses
are to be permanently retained, the master output tape
is revised very frequently by erasing obsolete data
. and no historical version of this tape is maintained.

a. Interim Issues - Dispose when superseded by
next issue.

d, :;_(14 b. Final Issue (Last run prior to program

lb" \ — discontinuance) - Permanent - Retire to BTRS
Aﬁj; LT and transfer to WNRC 1 year later. Offer to
& the National Archives 20 years thereafter.

858. 1IEB Plants and Products Alphabetic, Report No. 3 -
This is a printout of the namés and addresses of all

IEB plants from current IEB analyses showing identifi-
cation number for each plant. The printout is a work-
sheet used to produce new cards for the alphabetical

and geographical indexes to plants on the critical
industrial facilities list and as a convenient method
of storing information for quick retrieval.

a. Dispose when superseded by a new list.

Jan 76

@ " 286



e | ¢

_b. Final Issue (upon discontinuance of program) -

é - Permanent - Retire to BTRS and transfer to WNRC

1l year later. Offer to the National Archives
20 years thereafter.

859. List of IEB Plants in Region, State and County Codes
Sequence, Report No. 4 -~ This 1s a list of the plant iden-

tification number, geographic location code number and the
universal transverse meridian coordinates of the plant.
This printout only has value as a workpaper.

Dispose upon receipt of next issue,
860. IEB Products, Report No. 5 - A list of plants by

product number Used as a reference copy and for checking
accuracy of computer printout.

Dispose upon receipt of next issue,

861. IEB Products Index by SIC Code - This shows the
SIC code number, the IEB analyses number, and the name
of the products or materials: involved. The purpose of
this list is to serve as a finding aid identifying
specific products with a particular IEB Analysis and
thereby associating products with a company producing.
them. :

Dispose when superseded by next issue.

862. Index to Category MPB - Special Products Capacity,
IEB Products within SIC Codes - This printout shows the

names of the product arranged by SIC code numbers and
thereunder by the IEB analysis number and the measure-
ment of production by the plant involved. This printout
is developed as a part of the periodical computer input
and it has no value after this purpose has been served.

Dispose upon receipt of a new issue.

863. IEB Plants and Products Alphabetical Listing,
Report No. 6 - This 1s a listing of products by SIC code

number showing the IEB analysis number, the plant iden-
tification number, geographic location code, name of
product and the IEB rating of the company. The list
includes these data for all current IEB summary analyses.
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With the exception of the earliest analyses, the
printout includes the percentage of national produc-
tion capacity for each product produced by the plant
identified and the production measurement of the
plant.

Dispose when superseded by receipt of new issue.

864. IEB Plants and Products Geographic (Report No. 7) -
This printout shows the plant number, area code, and
location of plants and the products which they produce.
The facilities rating, IEB analysis number, and the pro-
duct SIC numbers are given.

These printouts serve only as a workpaper and a con-
venient method for retrieving and storing information.

Dispose upon receipt of next issue.

865. Summary Headers to Category MPB - Special Products
Capacity, IEB - This printout shows the names of the
products arranged by SIC code numbers and thereunder

by the IEB analysis number and the unit measure of
production for the product involved. This printout

is developed as a part of the periodical computer

input and it serves as an index to the MPB category.

Dispose of when superseded.

866. Category MPB Special Products Capacity -~ This is
a printout by the Office of Preparedness, GSA, prepared
from a tape developed from the master tape referred to
above. It is a verification copy only.

Dispose of when superseded.

(Mobilization Readiness)

Mobilization Readiness develops and tests plans for the
assumption, by Government, of the responsibility for
industrial production, construction and distribution in
the event of national emergencies. During emergencies,
the Office is also responsible for the recruitment and
training of Executive Reservists.
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867. Designated Executive Reservists - This consists of
a name case folder for each individual designated by the
Secretary of Commerce to serve in the Executive Reserve.
Each folder contains a copy of the Reservist's applica-
tion, references, personal history statement, his emer-
gency assignment, and copies of correspondence con-
cerning his service in the Reserve.

Executive Reservists are designated for a term of three
years and may be redesignated for additional terms if
desired. Upon reaching age 65, a reservist is desig-
nated an Executive Reservist Emeritus and remains in
that classification for life. For one reason or another
a few reservists are not redesignated upon expiration

of their term., Others resign and some change their
residence to a foreign address. These are the principal
reasons for separation. This is the record case file
for Executive Reservists for BDC.

a. Separated Reservists -~ Dispose of name case
file upon separation.

b. Emeritus Reservists - Dispose of name case
file upon notification of death.

868. National Executive Reserve Training Program - At
the beginning of each fiscal year, an Executive Reserve
training program is planned, including a Simulated
Emergency Operation Exercise. A schedule of meetings
at selected points throughout the United States is also
established. Based upon the schedule, invitations and
registration forms are sent to Executive Reservists

and others who should attend each meeting. After
appropriate introductory remarks, the attendees at each
meeting participate in the Simulated Emergency Opera-
tions Exercise as a workshop. Thereafter, a short time
is allowed for discussion.

A file folder is prepared for each meeting containing
documentation of the activities described above.

Dispose when 3 years old.
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‘ 869. Orientation and Training Bulletin - This is a
special series of bulletins designed to educate
Reservists in the principles of industrial mobiliza-
tion, BDC's organization for war, the Defense Materials
System and the Defense Priorities System, and other sub-
jects of 1mportance to the effective training of
Reservists. Each issue is devoted t xplorlng
particular subject area in detail. /égizﬁyz( Af%;xuéwuw’

VZ)' }g,g;/ﬁ Record Set (1 copy each issue) - Permanent -
A Retire when no longer needed for current business
;%wg VR K to BIRS and transfer to WNRC 1 year later. Offer
€ to the National Archives 20 years thereafter.

870. Mobilization Data Base File - The Division main-
tains a Mobilization Data Base File which consists of a
central collection of all documents sent to the various
national and regional relocation centers or sites
(Federal Regional Centers). These document are all
physical duplicates or processed copies of papers main-
tained in files located throughout the Bureau.
Accordingly, these are nonrecord materials that are
maintained in official files in the various units of
the Bureau long enough to satisfy all administrative,
. legal and historical requirements.

These materials, as well as those maintained at
the relocation sites, are destroyed when they
have served their purpose.

871. National Executive Reserve Training Problems and
Solutions - Training meetings, semilnars and exercilses
are conducted for Executive Reservists using these Pro-
blems and Solutions. Each Reservist at the training
session is also provided a Situation Summary. These
three documents are often supplemented with appendices
and exhibits. 1In the process of preparing these basic
training documbnts, a considerable quantity of work-

papers an ortlng documentation is generated.
%/ &/ % 10l £
////.Reco S t (1 copy each) - Problems, Solutions
Situation Summaries - Permanent - Retire to
/éi),;///; BTRS when no longer needed for current business
and transfer to WNRC 1 year later. Offer to
EQH/ 55 U the National Archives 20 years thereafter.
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. b. All Other Copies of Problems, Solutions and
Situation Summaries =~ Dispose when 5 years old.

c. Supporting and Workpapers - Dispose when they
have served their purpose.

872. Administrative Subject File - These are office
copies of housekeeping papers on matters such as budget,
financial coding patterns, committees, personnel actions,
reading file, requisitions, security, time and attendance,
travel and a quantity of printed and processed copies of
regulations, directives and the like pertaining to the
operation of the Division and its program.

Dispose when 2 years old or when superseded.

OFFICE OF OMBUDSMAN FOR BUSINESS °

This office has Government-wide responsibility to serve
the business community seeking to resolve its problems.
It also serves as a clearinghouse for business informa-
tion and technical assistance.

. 873. Congressional, VIP, and Major Industry Corre-
spondence - Thls consists of 1lncoming and outgoing corre-
spondence, case filed under the names of addressees.

Most of the correspondence is with members of Congress,
major companies and business organizations. The corre-
spondence is in response to requests for information on
government programs or policies that are of special

interest to the inquirer. The correspondence is often
in response to a specific problem confronting business.

Dispose of individual documents or contents of
file folders when 1 year old.

874, Controlled Correspondence - This is correspondence
referred to the Office of Ombudsman for Business by the

" Executive Secretariat or DIBA Secretariat for action.
The subject matter is similar to the above file. However,
the probability for follow-up or subsequent inquiries is
low. This file has only a short term value since the
action requested is directed at a situation that is
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resolved quickly or the opportunity to resolve it is
defaulted. These are record copies arranged chrono-
logically by month, thereunder alphabetically by name.

Dispose of individual documents or contents of
file folders when 1 year old.

875. Uncontrolled Correspondence - The difference between
this file and the Controlled Correspondence described
above is that incoming items were not processed through
the Executive Secretariat or DIBA Secretariat. The papers
are also filed in the same manner, pertain to the same
kind of matters as those in the file above, and have

the same value.

Dispose of individual documents or contents of
file folders when 1 year old.

876. Chronological File - This is a copy of each outgoing
item generated by the Office of Ombudsman for Business
filed chronologically.

Dispose when 1 year old.

877. Administrative Subject File - These are office copies
of housekeeping papers on matters such as audit reports,
budget, conferences, equipment, operating plans and
instructions, procurement, activity and production reports,
personnel actions, requisitions, space, speeches, time and
attendance reports, training, travel and the like. Also
included are some special interest reports usually gener-
ated by request of higher authority and generally dealing
with the contribution of the office with regard to a pro-
blem area in the business community or in government.

Some papers pertaining to the internal management of the
office (directives, memorandum of instructions, and work
assignments) and descriptions of the goals and objectives
of the office are placed in this file,

Dispose when 2 years old.

878. Information and Reference File - This consists of
coples of correspondence, printed and processed material
on issues on which the office is responsible for pro-
viding quick responses to business. More specifically,
the file contains copies of laws, regulations, reports,
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press releases, agency news bulletins, bibliographies
and industrial and economic studies both domestic and
foreign. This file is used by the specialist involved
as a data source for preparing a response to an inquiry
when lapsed time between receipt of the request and the
answer is critically important. As such, the file is an
invaluable worktool that must be kept in close proximity
to the user specialist.

Move forward the last issue of documents regardless
of age. All other papers dispose when 1 year old.

879. Inquiry Recording Sheets -~ This is a record of the
information or assistance glven to a requestor in response
to a telephone call or visit.

Dispose when 1 year old.

880. Recorded Tapes, Belts and Handwritten Drafts - This
office will offer a central dictation and typing service

utilizing modern automatic equipment with telephone input
connections for the use of BDC staff. It will also offer
typed copy from typed and handwritten drafts.

This facility will receive a variety of media for repro-
duction or transcription such as recorded belts, tapes,
drafts and hard copy for reproduction. "

a. Recorded belts and similar intermediate
machine readable media - Dispose when trans-
ferred to magnetic media.

b. Magnetic Tapes -~ Dispose 1 week after final
copy has been returned to client unless reten-
tion for specified period is requested by the
client.

c. Hard Copy Rough Draft - Return to client with
final copy transcript.

881. Work Orders and Job Controls - This consists of a
a work order form and memorandum 1nstructions from the
client and related papers generated by the facility to
administratively control workflow and production.
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. a. Work Orders and Specifications - Dispose when
. reporting requirements have been satisfied.

b. Workflow and Administrative Controls -~ Dispose
when they have served their purpose.

NATIONAL BUSINESS COUNCIL FOR CONSUMER AFFAIRS

The National Business Council for Consumer Affairs was
established on August 5, 1971 via Executive Order No.
11614, It was created "..,. to foster action to assure
value, satisfaction, and safety for consumers in the
goods and services they seek and purchase in the market-
place.'" By August 1973 the staff was dissolved, except
for the Director and a secretary who remained to complete
the publication and distribution of the Council's reports.
The subcouncils of the NBCCA disbanded in January of 1974
and in May of the same year, all the reports were com-
pleted and distributed. At that time, the Office of the
NBCCA was dissolved, though inquiries and comments about
the Council and its reports continued to be answered by
the Office of the Ombudsman of Business, BDC. In January
1975 the NBCCA was officially disbanded by the Public Law
‘ pertaining to the activities of Advisory Committees:

Even though this Council has been disbanded the records
still exist in DIBA.

882. Sub-council's Report to the Secretary of Commerce -
This is a record set (one copy each 1ssue) of the reports
prepared by each of seven sub-councils. Each of the
reports deal with a major area of consumer discontent
with appropriate recommendations for remedial actions
directed to businessmen.

The Council was created by Executive Order and includes
in its membership 115 selected businessmen. This office

provides administrative and professional support as . .
r;gg%igs by the, Execufive Order.,éziébfyolcég Y o canne,
cers,

4440&/’&?7//2/

Permanent - ‘Retire to BTRS when no longer needed

P 7§/C~/' for current business and transfer to WNRC 1 year
Ji>+ 7+~ later. Offer to the National Archives 20 years

” [’ thereafter.
gﬂ/”w

Jan 76

"’ ' 1294



/7=
€7h/0 A

883. Agenda and Minutes of Meetings - This is a record
set (one copy each) of agenda and minutes of Council and
sub-council meetings collected by the Director of Business
Programs of the Council. There was only one meeting of
the full council membership to organize into working
sub=-councils of which there are seven. Zozge £ 6252)4~

/cff{ Permanent - Retire to BTRS when no longer needed

for current business and transfer to WNRC 1 year
later. Offer to the National Archives 20 years
thereafter.

¢

884, Manuscripts and Supporting Papers - These are copies
of drafts and printer's manuscripts of the sub-council
reports with related supporting papers.

These papers have no value after expiration of a short
period of time following publication of the subject
report.

Dispose 6 months after publication of the related
report,

885. Consumers Correspondence - This is incoming and out-
going correspondence with private individuals and firms on
specific complaints on consumer problem areas. Since the

Council is without authority to authenticate consumer dis-
putes or complalnts much of the correspondence is referred
to the appropriate authorlty by this office; the remainder
of the correspondence)for the most part, requests informa-
tion and/or publications. This type of assistance is pro-
vided by the Director of Business Programs.,

These papers have only a short term administrative value.

Dispose of individual documents or contents of file
folders when 1 year old.

886. Review and Comments on the Published Reports - Upon
publication of each report the Secretary of Commerce sends
a copy to several thousand businessmen and other indi-
viduals and groups with responsibilities on business
matters and requests their comments or evaluation of the
report. In many cases the respondents relate specific
recommendations in the report to problems in their own
business where consumer relations might be improved by
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implementation of the guidelines in the report. In other
cases, respondents provide detailed descriptions of their

guidellnes which coincide or nearly coincide with those
presented in the report.

These papers should be maintained long enough to ensure

that any agency with national or government-wide respon-
sibility for consumer protection has the opportunity to

fully explore their usefulness.

Retire to BTRS when 5 years old, transfer to WNRC
1 year later. Dispose when 10 years old.

887. Personnel Name Case Files - This is a file folder
for each of the nominees and appointees to the Council
from private business. The file folder contains the
members' application, biographical data, and related
correspondence.

The designated members are not federal employees and
receive no compensation or fringe benefits.

Dispose 6 months after discontinuance of the
Council.

888. Administrative Subject File - These are office copies
of the usual housekeeping papers pertaining to provisions
of administrative and professional support for the Council.
The papers relate to such matters as budget, arrangements
for meetings and conferences, art work, printers' copy and
media, printing and other requisitions, personnel actions,
time and attendance, travel and the like.

Dispose of individual documents or contents of
file folders when they have served their purpose
or when 2 years old.

OFFICE OF BUSINESS AND LEGISTATIVE ISSUES

The Office of Business and Legislative Issues is comprised
of the Office of the Director and three Divisions: Legis-
lation, Environmental Affairs, and Quantitative Analysis.
The Office serves as the principal advisor on legislation
and policy which impacts U.S. commercial and industrial
activity. ’

Jan 76

296



Office of the Director

889. Director's Subject File - This contains incoming

and outgoing correspondence, printed and processed mate-
rial, office copies of internal reports and similar
administrative papers generated or collected by the Direc~-
tor. Since the Director is primarily involved in the
decision making process to give the program and office

the appropriate leadership and thrust, the papers col-
lected here contain information of a general nature on
program content and operation.

The material is arranged alphabetically by subject. Some
notable subject headings found in the file are, Advisory
Committees, Business Policy Recommendations to the Presi-
dent, Business and Community Growth, Consumer Affairs,
Corporate Opportunities vs. Social Responsibilities,
Energy Conservation, Environmental Program, Industrial
Mobilization, Legislation, Marine Resources, New England
Regional Plan, 0Oil Storage Facilities, Self-Regulations
in Advertising and Weekly Intelligence Reports,

Start a new file every 5 years, retire to BTRS and
transfer to WNRC. Dispose when 10 years old. -

890. Director's Chronological File - This is a copy of
each outgoing item prepared in the immediate Office of
the Director and the Divisions.

Dispose when 2 years old.

891. Administrative Subject File - This contains office
copies of the usual housekeeping papers on such matters
as budget, arrangements for conferences and meetings,
processed copies of directives, requisitions, space, time
and attendance reports, travel and some routine program
and operating papers.

Dispose when 2 years old.

892. Personnel Case Files - This consists of name case
files for each employee of the office staff containing
office copies of personnel actions, applications, recom-
mendations and related papers.
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Dispose 6 months after separation of subject
employee.

893. General Subject File - This consists of documen-
tation generated or collected by the professionals of
the Division in the process of producing analytical
studies and reports on the competitiveness of American
business in the domestic and international markets.
Included are incoming and outgoing correspondence,
printed and processed material, and work copies of
studies and reports. The information in the file is
used as a source of data in the preparation of special
studies and reports and support them after publication.

Start a new file every year (move forward active
papers), retire to BTRS and transfer to WNRC.
Dispose 5 years later.

894, Reports and Special Studies - These are record
copies of reports and studies prepared by the Division
for use of higher authority in establishing policy
governing the Department s position on the adequacy of

the competltlveness u51ness in foreign and domestlc
markets. dxfé( d%’ f?””J—ﬁ~Q§ﬂ4o~{>&Ab17 LAt

/c.é Permanent - One copy of each study or report.
~ Retire to BTRS when no longer needed for currént
6 > business and transfer to WNRC 1 year later. Offer
to the National Archives 20 years thereafter.

895. Labor-Management Relations General Subject File -
The prime objective of this activity 1is to present the
interest of the business community in the formulation
of labor-management legislation policy and programs.

In the course of meeting this responsibility papers are
collected and generated which contain general informa-
tion in the field of labor-management relations.

The data in this file are used to answer inquiries and
in analyzing specific labor-management problems. The
analyses are produced for decision making at higher
levels of authority and they are not distributed in the
private sector. All of the data found in the file are
essentially duplicated by official issuances such as
laws, regulations, position papers, policy statements,
and in reports produced by various labor-management
bodies.
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Dispose when 3 years old (move active papers forward).

896. Labor-Management Project Files - These are case
files containing all of the necessary background and
support papers for projects that are currently assigned
to the Division. Examples of project titles include,
Business Insurance, Industrial Relations and Insurance,
Insurance "No Fault,' International Labor Organizations,
II0 Multinational Study, Interstate Taxation of Business,
Pension Plans, and Women in Work Force.

Retire inactive cases to BTRS once every year,
transfer to WNRC 1 year later. Dispose when
10 years old.

897. Multinational Corporations International Relations
File - This contains papers generated or collected by a
representative of the Bureau at meetings and conferences
for representatives of the various countries to study
Multinational Corporations International Relations and
various other international labor-management relations
problems.

Retire to BTRS when no longer needed for current
business and transfer to WNRC 1 year. Dispose
when 10 years old. :

898. International Labor Organization (ILO) Subject

File - This consists of papers generated or collected by
the representative of the Department to various committees
and meetings sponsored or conducted by the IIO. The file
contains incoming and outgoing correspondence and printed
and processed material containing general information on
the activities and findings of the various bodies dealing
with international labor relations.

The file is an indispensible worktool that must be kept
in close proximity to the representative. The papers
are of no value after the problem area involved is no
longer an issue, because by then the information which
they contain has been published or otherwise exploited.

Move active papers forward and dispose of all
others when 10 years old.
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899. IO Committees File -~ This contains the papers of
the Departmental Representative on various ILO committees.
Included are incoming and outgoing correspondence and
printed and processed material, pertaining to the delib~
erations, findings and recommendations of the various
committees.

These papers are of no further value after the representa-
tive's need for them has been met,

Move active papers forward and dispose of all
others when 10 years old.

900. IIO Regional Conference Papers -~ These are the
documentation generated or collected by the Department
representative to ILO Regional Conferences.

These papers are essentially duplicated by ILO publications.

Move active papers forward and dispose of all
others when 10 years old.

901. I10 Conference Session Papers - This is the docu-
mentation generated by the Department representative in
preparation for and during ILO conference sessions. These
papers have no further value after they have served the
representative's purpose since they are essentially
duplicated by ILO publications.

Move active papers forward and dispose of all
others when 10 years old.

902. Administrative Subject File - This consists of
office copies of the usual housekeeping matters on such
things as applicants, budget, civil defense, equipment,
publications, reimbursement claims, requisitions, time
and attendance reports, training, travel, project control
and description sheets, and the like.

The file also includes a name case folder for each active
member of the staff which contains convenience copies of
personnel action notifications and related papers con-
cerning his employment.

a. Name Case Files -~ Dispose 6 months after
separation of subject employee.
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b. Project Control Sheets - Dispose when project
becomes inactive.

c. All Other Papers - Dispose when 2 years old.

Environmental Affairs Division

The Envirommental Affairs Division conducts studies and
analyses of environmental problems in such areas as indus-
trial pollution, occupational safety and health, land use,
and water and marine resources. The Division provides
economic and technological assessments of legislative

and regulatory proposals, and assists in the development
of environmental legislation.

903. Airgrams - These are copies of airgrams and tele-
grams transmiltted over State Department facilities by
embassies and foreign missions. They pertain primarily
to Law of the Sea and environmental matters. These
messages contain source information needed by representa-
tives of the Department when attending pertinent inter-
national conferences. They have no value after the
explration of a short period of time following the con-
ference. :

Dispose when 3 years old.

904. Air Reports and Comments - This contains copies of
reports submitted to the Division and a copy of its
evaluation or comments on them. The file also contains
reports and other analyses prepared by the Division on
air quality with related correspondence and supporting
papers.

Retire inactive files to BTRS every 2 years and
transfer to WNRC 3 years later. Dispose when
10 years old.

905. Environmental Impact Statements and Comments -~ The
environmental impact statements are analyses of proposed
federal actions prepared by the Division as required by
National Environmental Policy Act of 1969. The actions
are normally of long term duration and retention is
desirable until action is completed.
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Retire inactive files to BTRS every 2 years and
transfer to WNRC 3 years later. Dispose when
10 years old.

906. Energy Reports and Comments - This is documentation
on the production, transmission and use of all types of
fuels and related environmental impacts. Also included
is documentation of the development of new fuel sources
or supplies. The file is a long term essential worktool
that must be kept near the professional concerned.

Retire inactive files to BTRS every 5 years and
transfer to WNRC 1 year later. Dispose when
10 years old.

907. Land Use Reports and Comments - This contains copies
of reports submitted to the Division and a copy of its
evaluation or comments on them. The file also contains
reports and other analyses prepared by the Division on
land use with related correspondence and supporting
papers.

Retire inactive files to BIRS every 2 years and
transfer to WNRC 3 years later. Dispose when
10 years old. :

908. Marine Environment and Technology Reports and
Comments - This contains documentation of the environ-
ment impact of off-shore drilling, deep ocean mining,
solid waste disposal, on-~shore pollution source impact on
marine environment. The file contains reports generated
by the activity and reports submitted to it, with related
papers.

Retire inactive files to BTRS every 3 years,and
transfer to WNRC 1 year later. Dispose when
10 years old.

909. Noise Reports and -Comments =~ This consists of copies
of reports submitted to the Division and a copy of its
evaluation of comments on them. The file also contains
reports and other analyses prepared by the Division on
noise with related correspondence and supporting papers.
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Retire inactive files to BTRS every 3 years and
transfer to WNRC 1 year later. Dispose when
10 years old.

910. Solid Waste Reports and Comments - This consists
of copies of reports submitted to the Division and a
copy of its evaluation or comments on them. The file
also contains reports and other analyses prepared by the
Division on solid waste with related correspondence and
supporting papers.

Retire inactive files to BTRS every 3 years and
transfer to WNRC 1 year later. Dispose when
10 years old.

911. Water Reports and Comments ~ This consists of copies
of reports submitted to the Division and a copy of its
evaluation or comments on them. The file also contains
reports and other analyses prepared by the Division on
water with related correspondence and supporting papers.

Retire inactive files to BTRS every 3 years and
transfer to WNRC 1 year later. Dispose when
10 years old.

912. Environmental Legislation and Regulations - This
file contalns copies of bills, laws, regulations, and
standards used as source materials by the professionals
concerned.

Dispose of individual documents or contents of
file folders when they have served their purpose.

913. General Subject File - This consist of copies of
housekeeping papers on operating plans, BDC Legislative
Flow Budget, Open Projects Report, Productivity Reports,
Project Descriptions and Controls, Social Cost Factor,
Pollution Abatement Costs, and the like. These papers
are maintained for convenience of reference.

Dispose of individual documents or contents of
file folders when they have served their purpose.

914. Organizations and Work Groups - This is documenta-
tion generated by ad hoc or continuing work groups within
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and outside of the Department on ecological matters
that are of primary interest to this activity. These
are maintained for convenience of reference.

Dispose of individual documents or contents of
file folders when they have served their purpose.

915. Special Studies -~ These are copies of studies with
supPorting papers produced by the Division on a variety
'Hot"' environment 1ssues These studies represent a
major part of the Division's contribution to top level
decision making to combat_ the ever mo ntln ecologlcal

problems of the nation.,é2éyn¢¢oe t%, s Zenzunder,

I
VT)” /%C'@‘ Permanent - Retire to BTRS when no longer needed

f d
1Z§e§u€222%<,/%2?%~F an~/Fransfer to WNRC 5 years

Co L Grr Y,

916. Hazardous Substances and Pesticides - This consists
of reports submitted to the Division and a copy of its
evaluation or comments on them. The file also contains
reports and other analyses prepared by the Division on
hazardous substances and pesticides with related corre-
spondence and supporting papers.

Retire inactive files to BTRS every 3 years and
transfer to WNRC 1 year later. Dispose when
10 years old.

917. Administrative Subject File - This contains office
copies of the usual housekeeplng papers such as budget,
arrangements for meetings, requisitions, space, travel,
training, and time and attendance reports.

The file also includes a name case file for each active
staff member containing copies of personnel actions and
related papers on his employment.

a, Name Case Files - Dispose 6 months after
separation of employee.

b. All Other Papers =~ Dispose when 2 years old.

918. Environmental Impact Statements - These are copies
of statements prepared for or required by the Federal
Government regarding a proposed Federal action such as
funding or licensing that could have a significant impact
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on environment. These statements are given wide distri-
bution among government agencies.

A record set of these statements is maintained in the
Office of the Assistant Secretary for Science and
Technology, 0/S.

Dispose when they have served their purpose.

Legislative Division

The Legislative Division reviews and develops policy
relative to new legislation, researches and develops
legislative initiatives, and prepares responses to
legislative inquiries., In addition, the Division
develops policy options to promote the optimum utiliza-
tion of human resources through improved labor-management
relations, conditions of work, employee benefits, and
labor law practices.

919. Legislative Files - These contain copies of legisla-
tion with related papers in the following subgroups:

a. Senate Bills

b. House Bills

c. Miscellaneous Bills

d. Senate/House Resolutions

The files contain copies of all legislation, passed or

pending, initiated by the Department or submitted to the

Bureau by an outside agency for comment. The case file

for each piece of legislation contains all papers relating

to it that are generated by the Division,

The files are arranged numerically within each subgroup.
Hold in operating unit papers for the current
Congress and the previous Congress. Retire to
BTRS papers of any preceding Congress, transfer to

WNRC 1 year later., Dispose when the 4th subsequent
Congress convenes.,
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920. Legislative Subject File - This contains copies of
incoming correspondence and printed and processed material
containing general information on the legislative program
of the Bureau and Department and on related topics of
special interest to the Division. This file is used as
data source for preparing submissions to higher authority
and for documentation of the internal operations of the
Division.

The useful information in this file is incorporated,
in a relatively short period, in official documents
that are maintained elsewhere.

Dispose of individual documents or contents of
file folders when they have served their purpose.

921. Project File - This documentation is generated or
collected by the professional staff to be used in the
preparation of briefing papers, testimony. or statement
involved.

Dispose when they have served their purpose.

922. Legislative Program Background Papers - Prior to the
convening of each session of Congress the General Counsel,
0/S, submits a Proposed Legislative Program for the ses-
sion. These are the background papers generated by the
Director in the process of producing his part of the
proposed legislative program for submission to the General
Counsel.

Move actives files forward and dispose of all
others at the end of each year.

Quantitative Analysis Division

The Quantitative Analysis Division conducts analyses for
the purpose of determining the impact of government legis-
lation, regulation, and policy on domestic business and
industry. The Division develops and applies methods

and procedures for analyzing and evaluating the effects

of government action on employment, taxes, energy, water
pollution, and capital investment.
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923. Legislation-Regulation Analysis Project Files -
Consist of documents pertaining to the impact of laws,
regulations, policies, and government actions on domestic
business and industry. Records consist of copies of laws
and proposed legislation, copies of regulations, news-
paper clips, requests to make analysis, project descrip-
tions, job plans, computer printouts, analysis worksheets,
draft and final copies of reports. Projects concern such
subject areas as pollution, energy, employment and taxes.

Retire to SHA 6 months after the completion or
termination of project. Dispose when 5 years old.

924, Project and Study Reports File - Contains copies of
reports resulting from the study and analysis of the
impact of existing and proposed governmental actions on
the domestic business community. File contains such
reports as, ‘''Commercial Exploitation of Existing Tech-
nologies for Energy Production,'" "Material Requirements
for Automobiles," curtailment ana1y31s of ten states
affected by natural gas shortage, and cost of water pollu-
tion controls to industry. 4&704' /4 6éy

[ ¢ Permanent - Retire record set (2 copies of each

¢ **" yeport) to BTIRS for transfer to WNRC. Offer to
the National Archives 15 years later. '

925. Methodology, Model, and Program Files ~ Contains
documentation pertalning to the design, test, and appli=-
cation of methods of analysis, mathematical models, and
computer programs. Records consist of flow charts, sys-
tem descriptions, tab cards, run sheets, user manuals,
procedures, and memos and notes.

Retire to SHA when no longer needed for current
business and dispose when 5 years old.

926. Administrative File - Contains documents and papers
used in the general management or housekeeplng activities
of the Division. Records consist of requisitions for
equipment and services, budget submittals and comments,
time and attendance reports, management directives,
organization charts and travel vouchers.

Dispose when 2 years old.
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927. Chronological File - Consists of correspondence and
memos produced and distributed by members of the Division.
File maintained in date order.

Dispose when 1 year old.
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BUREAU OF INTERNATIONAL COMMERCE

The basic mission of the Bureau of International Commerce
(BIC) is to promote, foster, and develop the foreign
commerce of the United States. BIC's efforts are directed
to advancing and protecting U.S. commercial interests

around the world through promotional, informational, and
policy formulation programs. In response to the continued
worsening of the U.S. balance of payments, BIC has increased
its emphasis on programs to stimulate and assist U.S. indus-
try to expand current export activity and to develop foreign
markets for long-term export sales.

Generally, the principal programs of BIC may be described as:

o- formulation and interpretation of the Department's
international trade and investment policies empha~
sizing reliance on free market forces in the conduct
of international business, and striving to ensure
that developments affecting international trade and
finance are compatible with U.S. business interests
and competitive system;

o a system of overseas trade promotions to help U.S.
firms to enter and expand their export business;

o U.S.-based export development activities designed
to bring specific foreign marketing opportunities
to the attention of U.S. industries with the
greatest export potential, and to motivate them
to export action commitments as a conscious dimen-
sion of corporate planning; ’

o the collection, evaluation, and dissemination of
commercial information and other services required
by U.S. firms to conduct their international business
under present world-wide competitive conditions;

o the stimulation of investment and licensing by
foreign firms in the U.S. economy to improve the
U.S. balance of payments on an immediate and con-
tinuing basis,

Major programs of BIC will be described in more detail
under the major organizational subdivision that has prime
responsibility for them.
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At present, the BIC organization consists of the Deputy
Assistant Secretary and Deputy Director, one staff office,
and three program offices. On January 1, 1972 the records-
keeping system was decentralized and now each organizational
unit is responsible for maintaining its own files. With a
few exceptions, when a program or operating unit prepares
replies for the signature of senior officials of BIC or the
Department, the record copy of the reply and the incoming
item are returned to the originating office. This accounts
for the small volume of records that is generally found in
executive offices of BIC.

Prior to January 1972, during the existence of the Office

of Domestic and International Business, a central file was
operated where record copies of the papers of BIC and BDC
were indiscriminately filed together according to a subject-
numeric files classification.

The BIC collects a large quantity of secondary source mate-
rials (printed and processed) from other government agencies
and organizations in the private sector in this country;

and from various sources in foreign countries. Most of this
material is nonrecord in character and is not treated in

this schedule. However, where such material poses a problem,
it is included in the schedule to help resolve the problem.

DEPUTY ASSISTANT SECRETARY

Within policy determinations of the Secretary of Commerce

and of the Assistant Secretary for Domestic and International
Business, the Deputy Assistant Secretary is responsible for
all of its programs and activities aimed at promoting foreign
commerce.

928. Deputy Assistant Secretary's Subject Correspondence
Files - Contains documentation generated in the course of
providing executive direction to the Bureau including
planning, program, and policy papers on all facets of the
Bureau's development, organization and activities. More
specifically, the file contains copies of outgoing replies
or actions that have been prepared by the operating unit
having primary interest in the subject area involved. The
record copies created concerning matters handled by the
Deputy Assistant Secretary personally are also included.

&47&{ Mérxﬂ
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/ Y 4 - Permanent.’ Start a new file every AQars or when
‘LWJ” bt there is a change of the Deputy Assistant Secretary,

& retire to BTRS 1 year later, transfer to WNRC 2 years
‘ later and offer to the National Archives 20 years
thereafter.

929. Deputy Assistant Secretary's Trip and Speaking Engage-
ments File - This contains copies of invitations, itiner-
aries, agenda and papers relating to participation in various
conferences and meetings. Also included are resumes of the
transactions completed on certain trips.

Retire to BTRS when there is a change of the Deputy
Assistant Secretary, transfer to WNRC 3 years later.
Dispose when 10 years old.

’ 930. Export Promotion Advertisements - These are multiple
copies of reprints of newspaper and magazine advertisements
promoting export trade. Record copies of these advertise-
ments are maintained by the Office of International Mar-
keting Staff long enough to meet all requirements.

Dispose when they have served their purpose.

931. Reading File - This is a copy of all congressional
correspondence signed by the Deputy Assistant Secretary and
other senior officials of the Bureau, and outgoing corre-
spondence prepared in the immediate office. As appropriate,

o the copies are withdrawn from this file and filed in the
Deputy Assistant Secretary's subject file. Thus, the file
is almost entirely self-liquidating.

Residual papers - Dispose when 1 year old.

Deputy Director

By delegation of authority, the Deputy Director maintains
executive control and necessary surveillance of the programs
and transactions of the Bureau. In this capacity he is
responsible for the majority of policy and management deci-
sions governing the internal operations of the Bureau. He
is also the principle advisor of the Deputy Assistant Secre-
tary on developments in the field of international commerce
under consideration by the President and the Congress.
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932. Deputy Director's General Correspondence File - This
file contains documentation in the same subject order as
. the Deputy Assistant Secretary's subject correspondence
file with some additional subjects representing specific
delegations of iﬁ%@;@ity from the Deputy Assistant Secre-

tary. A/M ce .

-}}leé Permanent., Start a new file every 4 years or when
V)= ¢’? there is a change of Deputy Director, retire to BTRS
,4#9 6% 1 year later, transfer to WNRC 2 years later. Offer
& to the National Archives 20 years thereafter.

933. Technical Information File - These are copies of docu-
ments collected or generated by the Deputy Director per-
taining to matters on activities on which he is working or

in which he has a special interest. Periodically all papers
needed to provide adequate documentation on a specific situa-
tion are withdrawn from this file and filed in the appropriate
official file.

Residual papers - Dispose when they have served their
purpose.

934, Briefing Books ~ These contain background information

to help prepare the Deputy Director for various top level

meetings on foreign trade. Record copies of these books
. are maintained in the office having program responsibility.

Dispose when they have served their purpose.

935. Export Trade Subject File - Contains documentation
generated or collected on export trade planning, policy,
promotion, and control of the export trade with "Iron
Curtain' and '"Bamboo Curtain' countries, and the develop-
ment and management of such trade in cooperation with
agencies of the United Nations. The file also includes
papers pertaining to the technologies involved in such
trade and to any other special assignments received from
the Deputy Assistant Secretary.

Of special note are papers collected or generated by the
incumbent in connection with meetings of domestic organi-
zations and foreign conferences attended as the representa-
tive of the Assistant Secretary for Domestic and Interna=-
tional Business.
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Start a new file every 5 years, retire to BTRS,
transfer to WNRC 2 years later. Dispose when
25 years old.

936. Management Improvement Program File - These are office
copies of monthly improvement projects, management improve-
ment instructions and management improvement listings and
reports, coplies of budget materials and the like,

These are copies maintained for convenience of reference,
record copies are maintained in the Office of Organization
and Management Systems and the Office of Budget and Pro-
gram Analysis, Office of the Secretary.

Dispose of individual documents or contents of
folders when 5 years old.

937. Special Studies File (Black Book) - This includes a
study on International Trade and Investment Policy practices
as they relate to the United States with related and sup-
porting papers.

e
ﬁlf”J Permanent. Retire to BTRS when no longer needed for
ﬁfék' current business, transfer to WNRC 2 years later,
and offer to the National Archives 20 years thereafter.

COMMERCE ACTION GROUP FOR THE NEAR EAST

The Commerce Action Group for the Near East (CAGNE) serves
as the focal point for responses by the Department of Com-
merce to the dramatically changing economic situation in
the Near East and North Africa. The Group assembles,
analyzes, and disseminates information on the economic con-
ditions and business opportunities in the area to the U.S,
business community. In addition, CAGNE provides counseling
for and makes representations on behalf of U.S. exporters,
and plans and organizes promotional programs to stimulate
U.S. firms to take advantage of the anticipated market boom.

Office of the Director

938. Director's Subject Files - Contains documents relating
to the planning and management of the operation of the Com-
merce Action Group for the Near East (CAGNE). Data in file
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pertains to the development of policy, monitoring of
financial actions of Near Eastern countries, contacts with

. U.S. business organizations, development of promotion pro-
grams, and economic forecasting. Records consist primarily
of correspondence, memos, and reports.

sz¢ L}c-g' Permanent. Send to BTRS when 3 years old and transfer
_ // p V4 to WNRC 3 years later. Offer to the National Archives
eﬁJf’,ér’ 20 years thereafter.

939. Director's Administrative File - Contains documents
relating to the general management or housekeeping func-
tions of the office. Records consist of such items as pur-
chase requisitions for equipment, organization descriptions
and charts, speeches, job applications, personnel folders

’ and travel vouchers.

Dispose when 2 years old.

940. Chronological File - Contains copies of incoming and
outgoing correspondence. Papers maintained in date order.

Dispose when 2 years old.

941. Speech File - Contains drafts and final copies of
speeches written for members of the Bureau. File also con-
tains notes, subject back=-up and background data, press

‘ releases, and comments.

Dispose 3 years after presentation or publication
of speech.

942. Overseas Business Reports ~ Comprehensive reports on
the economy of specific Near East countries. Reports cover
such subject areas as trade outlook, market profile, trade
regulations, credit, investment status, and political con-
ditions and policies. One to three of these portsé%gr a
spegific country may be produced in a year. Aerged cet )
EA%kruﬁ zéﬁlay324u7' P y 7e ’
\674' Permanent. Send two copies of each report to BTRS
/294, /\; every 5 years. Transfer to WNRC 2 years later and
C}/' AR offer to the National Archives 20 years thereafter.
4 “

943. Personnel Folders ~ File contains duplicates of some
general personnel records like SF-171s, resumes, leave
requests, and Personnel Actions.
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Dispose 6 mox.s after termination or trgsfer
of employee.

944, Airgrams and Cablegrams - Copies of airgrams and
cablegrams received from Embassies through the State Depart-
ment.

Dispose when no longer needed for country information
function.

945, Country Commercial Programs (CCP) - Presents annual
statements of U.S. goals and planned activities in specific
Near East countries. CCPs are jointly prepared by the U.S.
Departments of Commerce and State. CCPs present objectives,
export promotions, sales campaigns, major projects, and

market researg¢h for a specific Near East country each year.
/<£§¢gz¢g7c4f /700%%1¢1EA{294€%/é;o&végiy, y y
Permanent. Send two copiles of each CCP to BTRS

Vf»¢<ét:~' every 5 years. Transfer to WNRC 2 years later and

Zaad
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+ + offer to the National Archives 20 years thereafter.

Country Desk Officers

946. Technical Subject Reference File - Contains documents
covering the political, social, economic, and geographic
aspects of the country or countries for which a Country Desk
is responsible. File made up of such records as airgrams
and cablegrams, newspaper and magazine articles, photo-
graphs, maps, charts, tables, correspondence, pamphlets,

and reports.

Move active papers forward and dispose of others
when obsolete or when they have served their purpose.

947. Country Commercial Program (CCP) File - Contains docu-
ments pertalnlng to the composition, drafting, and publica-
tion of the annual Country Commercial Program for each
Country Desk. Records primarily consist of drafts and
duplicate copies of the CCPs and notes and correspondence
and reports used in their composition.

Dispose 3 years after publication of CCP or after
it has served its purpose, whichever comes first.
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948. Briefing Notes and Papers - File contains background
material and drafts of papers used to prepare Department
of Commerce and other Government officials for such events

as conferences with foreign officials, visits to foreign
countries, and inspections of U.S. overseas operations.

Dispose 3 years after event or after they have
served their purpose, whichever is sooner.

949, Efficiency Reports on Foreign Service Officers - Pro-
vides information on the performance of foreign officers in
their overseas assignments.

Dispose 1 year after transfer or separation
of employee,.

950. Global and Special Market Research Report - Special
studies ot foreign markets or specific market areas commis-
sioned by the Department of Commerce. These studies are
made by both foreign and U.S. consulting firms for the sole

and expressed use of the Department of Commerce. i ng e
é:“” %}/,Permanent. Retire two copies to BTRS 1 year
after receipt of report and transfer to the

T WNRC 1 year later. Offer to the National

Archives 20 years thereafter.

b. Dispose of other copies after they have served
their purpose.

951. CAGNE Schedule of Events = A schedule of fairs, con-

“'\—’I

ferences, shows and similar promotions in Near East countries.
Schedule made for the year and updated monthly. The schedule

shows theme, location, dates, responsible officer, and

"description of event.

Dispose when 2 years old.

Business Facilitation Staff

952. Near East Contract Promotion Project File - Contains
documents pertaining to the Department of Commerce's
efforts to assist U.S. firms in winning sales, service,
construction, and similar type contracts of 5 million
dollars or more in Near East countries. Records consist
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of airgrams, cablegrams, memos, correspondence, newspaper

clips, contracts, biographies, schedules and programs,
and reports.

Retire to BTRS 1 year after the award of contract.

Transfer to WNRC 2 years later and dispose 15 years
thereafter.

Joint Commission Coordination Staff

953. Program Management File - Contains documents relating
to all facets of trade with Near East countries and the
organization of the staff's work effort. File contains
such headings as Commercial Officers Conference, Country
Teams, Private Sector Participation, Publicity, Transpor-
tation, and Work Plans. Records consist of memos, reports,
pamphlets, charts,and graphs, schedules, and correspondence.

Start a new file every 3 years and retire to BTRS
1 year later. Transfer to WNRC 2 years later and
dispose 4 years thereafter.

954. Joint Commission Briefing Books - Contains background
data, policy and position statements, and staff recommenda-
tions relative to trade between U.S. and Near East coun-
tries. Joint Commissions are bilateral arrangements
between the U.S. and six Near East countries - Egypt, Iran,
Israel, Jordan, Saudi Arabia, and Tunisia. Briefing papers
arranged in books by discussion subject,

Permanent. Retire to BIRS when 3 years old.
Transfer to WNRC 2 years later and offer to the
National Archives 15 years thereafter.

955. Arab Boycott File - Contains data relative to trade
restrictions existing between some U.S. business firms and
Arabian Nations. File contains such subjects headings a
Company Case Files, Arab League Policy, Péi%;y of Non-Arab

League, and Boycott Conferences. Amycf’ 7&%7

Permanent. Move active papers forward and retire
to BTRS when 5 years old. Transfer to WNRC 2 years

‘9 Z;/%J later and offer to the National Archives 20 years

5/?/

thereafter.
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Planning and Procurement Staff

956. Trade Show Files - Contains documents pertaining to
the planning, design, construction, commercial participa-
tion, procurement of materials, conduct, and closing of
trade fairs, catalog shows, technical sales seminars, and
trade missions in Near East countries. Records consist of
prospective participant lists, participant solicitation
letters, planning books, budget, vendor catalogues,
sketches, event schedules, employee resumes, supply and
service requisitions, correspondence, and reports. File
arranged by country.

Retire to BTRS 3 years after completion of event.
Transfer to WNRC 1 year later and dispose 10 years
thereafter.

OFFICE OF INTERNATIONAL MARKETING

The Office, in conjunction with other BIC Offices, imple-
ments Bureau trade promotion policies for achieving
national export expansion goals. More specifically, its
functions include:

o developing and administering direct action
policies, programs, techniques and services aimed
at stimulating and assisting the U.S. business
community to attain a greater share of overseas
markets;

o providing information and facilitative services
to firms and organizations to enable them to
take marketing and other actions to achieve a
continuous expansion of U.S. exports; and

o developing and maintaining coordination and coop-
eration with U.S. industry, other U.S. Government

agencies, and foreign entities engaged in inter-
national trade promotion.
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.Office of the Director ‘

As chief executive of the office, the Director is primarily
concerned with the formulation of policies and the develop-
ment and execution of programs. Through effective delega-
tions of authority he is relieved of direct involvement in
operations conducted by the Office, with the exception of
cases where there is a problem that requires an executive ’
decision. Consequently, not as many papers accumulate in
the Office of the Director as might be expected.

957. Director's Subject File - This contains documentation
of the U.S. and foreign country's policies on international
trade promotion and development. It also contains docu-
mentation of program plans, development and execution in
broad strokes for the guidance of operating units in the
efforts to initiate and operate activities to expand U.S.
foreign trade. Also included are papers on trade centers,
fairs, trade missions, shipping, Bicentennial, speaking
engagements, and trips by the Director to negotiate or make
arrangements for international trade promotions with high
level officials of foreign governments or of international
organizations.

Correspondence prepared by the Director, or for his clear-
ance, for the signature of some other senior official of
the Bureau or the Department is collected in folders desig-
nated Controlled Correspondence. In general it is with a
VIP and usually deals with matters of a rather high level
of importance.

CAZ. Permanent. Start a new file every 10 years, retire

C [ to BTRS one year later and transfer to WNRC 2 years

later. Offer to the National Archives when 20 years
old.

958. Project Files - These are activities assigned to the
staff of the Director and identified as a project. The
papers include the authority for the initiation of the
project, preliminary findings and analyses and an end-
product in the form of a report, study or some similar
documentation submitted to higher authority. dayoﬂ(

Ay 7
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6 t” Permanent. Start a new file every 10 years,
retire to BTRS 1 year later and transfer to WNRC
2 years later. Offer to the National Archives
when 20 years old.

959. Technical Information File - This contains collected
printed or processed documentation pertaining to legisla-
tion related programs of federal, state, and local govern-
ments, international organizations, relationships to other
government agencies particularly to State Department,
China trade and similar matters of particular interest.
These papers are collected and organized for the use of
all professional members of the OITP staff.

Dispose of individual documents or contents of file
folders when they have served their purpose.

960. Administrative Subject File - These are housekeeping
papers pertalning to such matters as budget, conferences
and meeting arrangements, personnel actions, requisitions
for supplies and services, space, travel and the like.

Dispose when 2 years old.

Special Assistant to the Director

961. Subject File - This contains papers generated or col-
lected by the Special Assistant to the Director in the pro-
cess of maintaining executive oversight of the program and
operations of the office. The subject matter of the file

-includes information on fair and trade center audits, GAO

foreign country reports, BIC accomplishments, balance of
payments, commercial exhibits policy, new activities and
ideas, State of the Union message, OMB studies, energy
crisis, foreign service, legislature programs, market
shares, VIP trips, foreign export promotion and investment
to mention a few of the highlight areas documented.

These papers are not duplicated in the Director's Subject
File. Papers containing specific information concerning
the operation of specific activities documented in this
file are documented in the file of the appropriate oper-
ating unit of the office.
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2 o Permanent. Start a new file every 5‘ars retire
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6! to BTRS 1 year later, and transfer to WNRC 2 years
later. Offer to the National Archives when 20 years
old.

962. Commercial Conference Program File - Commercial Con-
ferences held to determine the needs of the U.S. business
community and the Government for overseas marketing infor-
mation and program support. File contains folders on
conferences held in such locations as Rome, Frankfort,
Paris, Tokyo, and Vienna.

Dispose 10 years after completion of Conference.

Assistant Director for Program Development

This office makes detailed studies, evaluations and analyses
of targeted foreign markets in developed and emergent areas
of the world to form the basis of promotional activities.
Specific functions include: .

o identification of U.S. industry segments having
an export advantage;

o rationalization of market data into a broad annual
promotional program to be determined on an indus-
try or market basis;

o acquisition of foreign market data in cooperation
with the Foreign Export Operations program as a
supportive measure for this activity and to
assist the U.S. business community in enhancing
its position in markets abroad; and

o development of techniques to analyze and evaluate
the effectiveness of the various elements of the
Office Promotional program and the attainment of
Bureau objectives.

963. Programming Subject File - This contains incoming
and outgoilng correspondence concerning the construction of
a program to promote international trade including the
selection of target U.S. industries and matching target
foreign markets. A five-year plan is developed around a
target industry for each year which will be given major
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emphasis during._'xat period. The plan is !npleted in a
cycle of five years. The papers in this file pertain to

‘ the construction of the plan and the conduct of studies
evaluation, and analysis of targeted foreign markets in
developed and emergent areas of the world on which the
promotional activities of the office are based. Also
included are papers pertaining to the operation aspects of
evaluating the effectiveness of the program.

The usual intra-and inter-office correspondence including
directives and instructions, minutes of meetings, organiza-
tion charts, reports, target market briefs, and similar
material concerning operations of the activity are also
found in the file,

/1% L{/C- £ Permanent. Start a new file every 5 years, retire
Y to BTRS 1 year later and transfer to WNRC 2 years
Eﬁﬂg ] ¢ later. Offer to the National Archives when
20 years old,

964. Administrative Subject File - This contains office
copies of housekeeping papers such as arrangements for con-
ferences and meetings, budget materials and studies,
employee development plans, requisitions, space, time and
attendance, travel and the like,

The file includes a circulating reading file and case

. files of personnel actions pertaining to individual employees.
b a, Budget studies - Permanent. Retire to BTRS when
/1D~ z ~— no longer needed for current business and trans-
. 6 fer to WNRC 1 year later. Offer to the National
e Archives when 20 years old.

b. Personnel case files - Dispose 1 year after
separation of subject employee.

c. All other papers - Dispose when 2 years old.

Program Coordination Division

965. Overseas Operations (Foreign Export Promotion)
Market Research Studies - These are research studies made
by a contractor or by a Market Research Officer in the
field or by a Market Research Officer at his desk.
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The studies provide information for decision making on

the selection of specific countries where there is a mar-
ket for selected products of U.S. origin, and where such
U.S. products will be received in a most favorable compe-
titive manner. A typical study contains (1) Summary of
Report Data (2) Market Background (3) Analysis of Potential
(4) Key Market Factors (5) Recommendations and Appendicies
or Exhibits. Each study is devoted to a foreign export
promotion theme, e.g., American Machinery and Equipment

for the Graphic Arts Industry. This theme includes com-
posing machines, reproduction equipment, letterpress and
letterpress rotaries, flat printing machines, gravure
presses and rotaries, screen printing machines, accessories,
bookbinding machines and paper. The study undertakes to
develop the facts of the particular marketplace under consid-
eration and to present evaluations needed to make a decision
on whether or not export of the products listed would be a
profitable undertaking.

These may be considered as first drafts of the reports
accepted since they are edited as soon as possible after
receipt to eliminate certain proprietary information, com=-
pany names and similar information. The edited or so-called
'sanitized" version is sent to Export Information and Serv-
ices where it is made available to representatives of private
industry. These are the record copies of the FEP Market
Research Reports and they are earmarked for indefinite reten-
tion. Thus the copies covered by this item need to be
retained only long enough to satisfy the office and
administrative needs.

Retire to BTRS when 5 years old, transfer to WNRC
1 year later and dispose when 10 years old.

966. Target Industry Market Research Reports - These are
market research reports containing essentially the same
types of information on a U.S. Industry as the Foreign
Export Promotion Market Research Studies contained on the
competitiveness of U.S. products in a foreign country.

A typical study deals with a product category like pumps,
valves and compressors in Korea. It covers such subjects
as Market Characteristics,. Outlook for U.S. Sales, Profile
of the Domestic Market, Regulations (duties and local
taxes), Market Development Data, Trade Promotion Events,
Special Points of Inquiry and statements concerning the
methodology of the report.
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These are firs"lrafts of the reports, an‘he "sanitized"
copies maintained in Export Information and Services are
the record copies.

Retire to BTRS when 5 years old, transfer to WNRC
1 year later. Dispose when 10 years old.

967. Research Library Log - This is a hand-written regis-
ter of FEP and TIR Market Research Studies showing for
each: the file number, title, date received, date sent to
TIR, date of Area Director Response, evaluations, release
date and date sent to Export Information and Services.

Xerox page(s) containing entries for all studies retired
and transmit them with the records retired.

Dispose of individual pages covering studies approved
for disposal upon notification by BTIRS.

968. Market Research - Contract Negctiations File - This
contains requests to American Embassies to solicit bids

for contracts to make specified Market Research Studies.
Complete specifications and other instructional materials
are submitted to the Embassy with the request. The Embassy
collects the bids and transmits them to this office with

a recommendation on the bid considered to be the best one
submitted.

Technical Market Research selects a bid and returns it to
an embassy with complete instructions to award a contract
for the Market Research Study in question.

The file also contains papers authorizing studies made by
Market Research Officers in the field and such specifica-
tions and uniform research instructions as they may need
to complete the assignment. The same type of papers are
in the file for studies that are made by Market Research
Officers 1in Washington using such source materials as

may be available to them. With the exception of bid pro-
posals and copies of contracts the remainder of the papers
in this file have no value after the expiration of a short
period of time following the completion of the subject
study.

a, Bid“proposals and copies of contracts - Retire to
BTRS when 5 years old, transfer to WNRC 2 years
later. Dispose when 11 years old.
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b. All otfler copies = Dispose when g!!y have served
their purpose.

969. World Market for U.S. Exports (WMUSE) - These are
copies of the publications 1n a series titled as above

which are distributed, as necessary, all 1nterest mem-
bers of the U.S. business community. 2wy el ltcrrs
. { Set of one copy each - Permanent. Retire to BTRS
/1)~ /v ¢ whenever a sufficient quantity has accumulated
fiw and transfer to WNRC 2 years later. Offer to the
4 National Archives when 20 years old.

2 caaath i A

970. Administrative Subject File - This contains office
copies of housekeeping papers on matters such as budget,
conference and meeting arrangements, worksheet controls

of contracts and other payments, requisitions, travel,

time and attendance, work copies of directives and instruc-
tions and activity reports.

These papers are retained for an appropriate period of time
in other offices such as General Accounting Division, Pro-
curement Division, Office of Organization and Management
Systems and others at the Department level.

Dispose when 2 years old.

Market Research Division

971. Industry Market Research Contract Negotiations and
Administration File - This actilvity is responsible for
providing target industry and global market research to
support and provide the basis for the export promotlon
program of the office.

The Plans Officer develops appropriate specifications for
the research involved.

The file contains copies of these specifications, requests
to foreign service posts to solicit bids for contracts to
perform research on a specified foreign market or on
specified industrial products. The foreign service post
collects bids and returns them with a recommended selec~
tion. The specifications, uniform research instructions,
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and other appropriate authoritative documentation is sent
to foreign service posts to award the contract.

. The file also contains convenience copies of airgrams to
and from the foreign service posts concerning the progress
of the contractor.

The contract is satisfied and completed upon the submis-
sion of a final research report that is accepted.

Record copies of all these papers are maintained in the
Tactical Market Research Unit long enough to meet all
requirements.

Dispose upon acceptance of the contractors final
research report.

972. Global Market Survey--Export Market Digests (World

Market for U.S. Exports) - These are the record copiles of
the summaries of final research reports submitted by con-
tractors engaged to perform foreign market research.

The reports are the result of reviewed, connected or
expanded contracted market research by the project officer.
Thereafter these summaries are rewritten for publication

by a contractor selected for that purpose. Ghruwaped seomerrcs€y.

when no longer needed for current business and when
a convenient volume has accumulated. Transfer to

éﬁJa WNRC 1 year later. Offer to the National Archives
when 20 years old.

‘é‘
.‘/¢>, 7;/6 Set of cne ccpy each - Permanent. Retire to BTRS
‘ rd
g

973. Global Market Survey Backup Material - This material
consists of the 1ndustry commodity references collected by
the Plans Project Officers in support of a particular
Global Market Survey.

Retire to BTRS 6 months after completion of the
publication. Dispose when 4 years old.

974. World Market for U.S. Export (WMUSE) Manuscript File -
This contains copies of edited manuscripts submitted to the
printer for reproduction and publication. Copies of these
papers are maintained in the Office of the Secretary long
enough to meet all fiscal and other purposes.
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Dispose when 2 years old.

Assistant Director for Resources

The Assistant Director for Resources is responsible for
planning, developing, and managing the fiscal and physical
resources supporting the various programs of the Office
of International Marketing. In this endeavor, the
Assistant Director for Resources is supported by the
Special Activities Division and the Support Services Divi-
sion.

The Special Activities Division plans and develops pro-
motional techniques and activities to meet the Export
Marketing needs of U.S. industry. These activities consist
of catalogue fairs, trade missions, in-store consumer pro-
ducts promotions, and seminars.

The Support Services Division provides logistical support
for foreign promotional activities. This service consists
of exhibition design, construction or leasing of exhibi-
tion and trade fair or center facilities, and administra-
tion of contracts and shipping of material. The Division
also develops budgets and fiscal plans and coordinates

the purchase of supplies and equipment.

975. Assistant Director's Administrative Subject File -
Contains documents related to resources management.
Records in file pertain to audits, awards, OIM staffing,
trade centers, Bicentennial budget, program development,
contracts, reports, trade forms, and similar subjects.

Retire to BTRS when 4 years old and dispose
2 years later.

976. Assistant Director's Chronological File - Contains
incoming and outgolng correspondence relating to all phases
of the operation.

Retire to BTRS when 2 years old. Send to WNRC
1 year later, and dispose when 6 years old.
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Q)ec ial Activities Divis ion‘

The goal of the Special Activities Division is to promote
U.S. exports. To attain this goal the Division sponsors
and coordinates Trade Missions, Technical Sales Seminars,
Commercial Presence Fairs, Catalog Shows, and In-store
Promotions.

Because of the ever changing and perishable nature of

marketing data, almost all the Division's records have a
short life span.

Office of the Director

977. Subject Administrative File - Contains documents
relating to the Division's program and operations. File
contains such subjects as Briefings, Budget, Career Develop-
ment, Country Promotion Program, Export Expansion, In-store
Promotions, Paris Air Show, Sample Display Services, Travel,
and U,S. Promotions Abroad Calendar. Records consist of
correspondence, memos, airgrams, cablegrams, reports, and
news clips. File alphabetically maintained by subject.

Move active files forward and dispose of all
others when 3 years old.

978. Chronological File - This contains a copy of each
outgoing item written by the Director and members of the
staff. File arranged chronologically and used for con-
venience of reference.

Dispose when 3 years old.

U.S. Trade Missions

Promotes the sales of U.S. products abroad through the
sponsorship and coordination of Trade Missions. The unit
handles two types of Trade Missions: Specialized and Indus-
trial - Organized Govermment - Approved (IOGA). Specialized
Trade Missions are groups of American businessmen recruited
by Commerce to promote U.S. exports, and IOGA Missions are
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groups of busingsmen assembled by private annizations
and associations to promote, with the approval of Commerce,
U.S. exports.

979. U.S. Specialized Trade Missions File - Contains docu=-
ments relating to Government sponsored missions designed to
promote the sale of U.S. products or services in foreign
markets. Records consist of such items as correspondence,
manufacturer brochures, information sheets, airgrams,
cablegrams, and plans packages. File maintained by theme
(e.g., aviation equipment, chemicals, etc.).

Dispose 3 years after event.

980. Industry - Organized Government - Approved (IOGA)
Trade Missions File - Contains documents relating to Trade
Missions organized and led by private export promotion

organizations and approved and supported in part by Commerce.

Records consist of such items as penciled notes, memos, air-
grams, cablegrams, and brochures. File maintained by theme.

Dispose 3 years after event.

981. Administrative - Subject File -~ Contains documents
relating to the general management and housekeeping activi-
ties of the office. Records consist of such items as direc-
tives, organization charts, news clips, personnel lists, and
travel vouchers. File alphabetically by subject.

Move active files forward and dispose of all
others when 3 years old.

982. Country Background File - Contains documents pertaining

to the geography, sociology, and economy of various foreign
countries. Records consist of magazine articles, maps,
pamphlets, photographs, letters and memos, market reports,
and newspaper clips, File primarily used for reference.

Dispose when they have served their purpose.

983. Budget File - Contains documents relating to the
development and application of the Trade Mission budget.
Contains such records as worksheets, budget authorizations,
correspondence and memos.

Dispose when 3 years old.
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Technical Sales Seminars

Sponsors seminars in selected technical areas that provide
marketing opportunities for U.S. products and services.
Seminars are conducted by representatives of U.S. industries
in regional countries.

984, Technical Sales Seminars File - Contains documents
pertaining to the planning and conduct of technical sales
seminars held in foreign countries to promote the sale of
U.S. products. Records consist of such items as planning
packages, correspondence and memos, background information
on participants, session schedules, briefing papers, and
reports on result of seminars.

Dispose 3 years after event.

985. Commercial Presence Fairs File - Contains documents
pertaining to trade fairs held in Ioreign countries to pro-
mote the sale of U.S. products and services. Contains such
records as cablegrams, list of participants, airgrams, news
clips, planning packages, and reports. File alphabetically
by name of city.

Dispose 3 years after event.

Catalog Exhibitions

Promotes the sale of U.S. products in foreign countries by
sponsoring catalog exhibitions. Exhibitions feature dis-
plays of U.S. product catalogs, sales brochures and other
graphic sales aids at U,S. Foreign Service post and trade
shows. Each exhibit is supported by U.S. Foreign Service
Commercial Officers and industry experts selected by the
Department of Commerce.

986. Catalog Show File =~ Contains documents relating to
the development and conduct of catalog shows. Records
maintained in multi-division folders and consist of such
items as plans packages, control sheets, correspondence
with companies, photos, and show evaluation reports. File
arranged by theme.

Jan 76

330



/-n'—-n'-—':—rw—-—-w-» fa - B I L e

Dispose 3 ye‘ after event. .

987. Industry Representative File -~ Contains data pertaining
to the background and performance of industrial representa-
tives. Folders contain such records as data sheets, photos,

and correspondence. File maintained alphabetically by name
of representative.

Dispose upon termination, retirement, or withdrawal
of representative.

988. Subject Administrative File - Contains documents on
the operation and activities of the ''"Catalog Show Unit."
File contains such records as travel vouchers, newspaper
and magazine articles, directives, organization charts,

pamphlets, correspondence and memos, sales brochures, and
proof sheets,

Move active papers forward and dispose of
all others when 3 years old,.

989. Catalogue Country File - Contains documents relating
to the social, economical, and political features of coun-
tries. Records consist of such items as photos, news clips,
maps, export/import reports, correspondence and memos.

File maintained alphabetically by name of country and used
primarily for reference.

Dispose when it has served its purpose.

990. Catalog Card Index on Completed Shows -~ This consists
of (3x5) cards on completed catalog shows. Cards contains

data on participants, products, theme, and degree of
success,

Dispose when they have served their purpose.

991. Budget Binders - Three-ring binders containing budget
data for unit. Binders contain such records as financial

plans, budget authorizations, and correspondence with foreign
posts.

Dispose when 3 years old.
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In-s to’a /Mail Order Promotions

. Promotes the sale of U.S. consumer products in foreign
retail stores and in foreign mail-order catalogs. Develops
themes and merchandizing campaigns and works out contractual
agreements with foreign firms to devote adequate TV, news-

paper, and radio advertising coverage to insure success of
promotional ventures.

992. In-store Promotional File ~ Contains documents relating
to the sale of U.S. products in foreign retail stores through
the sponsorship and conduct of In-store promotions by Com-
merce. File contains such records as cablegrams, airgrams,
lists of promotion participants, promotion plans, copies of
promotional agreement with stores (Embassies maintain origi-
nals), correspondence with stores and posts. File main-
tained alphabetically by name of store.

Retire to BTRS 3 years after completion of event.
Transfer to WNRC 1 year later, and dispose 4 years
thereafter.

993. Evaluation Reports - Reports on the planning, conduct,
and results of promotion. Reports contain such data as
names of participating merchants, products sold and volume
of sales, prospects for future or return sales, and sum-

. maries and conclusions.

Dispose 3 years after event.

994, Public Relations and Theme Data File ~ Contains data
and items pertaining to the merchandizing of products and
the conduct of store promotions. File contains the ''Center
Pieces" or "Theme Schemes' - the data and items that pro-
vide the central attraction for a promotion. File contains
slides, photographs, newsletters, posters, flags, produc-
tion outlines, pamphlets, and various forms of artwork.
File used primarily for reference.

Dispose when no longer needed.

995. Resources - Participants, Stores and Merchandise
File - Contains computer generated data on the resources
involved in promotions. Records consist of such items as
lists of products and suppliers, names and locations of
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foreign volume sales retail stores, and post performance
summaries for retail stores.

Dispose after receipt of updated records.

Support Services Division

This Division plans, develops, and manages the fiscal and
physical resources supporting and implementing the promo-
tional programs of the Office of International Marketing.
This is accomplished by the Director and the four staffs

listed below:

1. Exhibition Management

2. Shipping Staff (New York Office)
3. Fiscal and Facilities, and

4., Staffing Services

The Director's role is a decision-making one and he main-
tains the following files:

996. Support Services Director's Subject File - Contains
documents relating to the management and coordination of
the Support Services program. File contains documents on
such subjects as Administrative Instructions, Budget, Qver-
seas Housing, Legislctive Authority, Trade Fair Program’
Tables, Cost Recovery, Proposals, and Personnel. Records
consist of correspondence, memos, workpapers, travel
vouchers, news clips, reports and pamphlets.,

Retire to BTRS when 3 years old and transfer to the
WNRC 1 year later. Dispose when 10 years old.

997. Chronological File --Contains copies-of correspondence
and memos sent out of the office by the Director and Deputy
Director. File maintained in date order.

Dispose when 3 years old.
998. Trade Center Director's Conferences File - Contains
documents relating to conferences held by Trade Center
Directors since 1966. Records consist of such items as
announcement of meetings, agendas, lists of attendees,
summary of transcripts, minutes of meetings, memos, and
correspondence. File arranged by year.

Dispose 5 years after conference.
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‘ ’Staffing Services

This activity is primarily responsible for manpower
management for the OIM including employee development,
training, utilization of special skills such as foreign
languages, market research ability, salesmanship and pro-
motion. It also coordinates office liaison with the State
Department on Foreign Service Commercial Officer assign-
ments.

999. Employee Record (SF-7B) - This is a (5x8) card record
of each active employee showing name, address, nature of
action, effective date, position title and number, grade

and salary, group and organization designation, and official
station.

Dispose of individual cards 2 years after
separation of employee.

1000. OIM Personnel File - This is a name case file for
Foreign Service Commercial Officers, Foreign Service Reserve
Officers, and Field Office Foreign Trade Specialists. Each
folder contains copies of papers that are used to evaluate
the subject employee’s qualifications and career goals, and
training desires. The file is used to manage the manpower
resources of OIM.

The information collected in this file is essentially dupli-
cated in the Official Files. Since these papers are used to
serve operating needs only they are of relative short term
value.

Dispose 1 year after evaluation of subject employee.

1001. Program Personnel - This contains name case files

for each employee 1n this category. Typically a case file
will contain a copy of a career development and program
sheet, request for salary and wages, CEP overseas staff

date sheet (a summary of qualifications, efficiency rating,
experience and assignment preferences), career resume, bio-
graphical profile, and copies of time and attendance reports.

The file is used to manage the manpower resources and the
need for these papers is only for a relative short period
since they are duplicated in the Official Personnel Folder,
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Dispose 1 year after separation of subject employee.

1002. Applications for Federal Employment - These are appli-
cations with related papers under consideration for employ~
ment in the OIM.

a, Successful Applicants File - Move forward to the
appropriate case file series described above. S

b. Unsuccessful Applicants File (inactive) - Dispose
when 1 year old.

1003. Career Development and Training Work Files - These
are coples of papers generated or collected by the activity
to keep informed of and participate in all career develop-
ment programs and training opportunities offered by the
Department or by inter-~-agency bodies or by other agencies.

These are workpapers of short term value since the substan-
tive results are documented in the Official Personnel
Folders of employees affected.

Dispose of individual documents or contents of file
folders when they have served their purpose.

1004. Position Descriptions - This is a copy of a job
description for each filled position in the OIM,

Dispose when superseded by a new description.

1005. OIM Reports File - This consists of the following
reports prepared for the OIM Director, the Bureau, and the
Department:

Bi-Monthly Intelligence Report
Bi-Monthly Open Projects Report
Monthly Report to the Secretary
Monthly Communications Plan
Quarterly Improvement Project Report
Weekly Activity Report

These reports are essentially prepared, edited, 6r compiled
by the Deputy Director of the Resources Management Staff;

in total the reports comprise a major portion of the manage-
ment information system of OIM. The reports are used for
decision-making purposes by the Directors of OIM and BIC,
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and higher level officials of the Department. Included
in this series is a summary briefing report also prepared

by this office for the use of the senior officials
involved in top level meetings.

/C.ﬂ' Set of one copy each - Permanent. Retire to BTRS

when no longer needed for current business and

al transfer to WNRC 2 years later. Offer to the

National Archives 20 years thereafter,
1006. Administrative Subject File -~ These are office copies
of housekeeping papers on matters such as arrangements for
meetings, requisitions, request for space, telephone serv-
ice, time and attendance reports and similar matters.

Dispose when 2 years old.

1007. Staffing Service Program File - Contains documents
pertaining to the management and operation of the overseas
staffing program. File contains such subjects as Alien
Wives Project, Briefing Book Material for Foreign Service
Inspectors, Foreign Service Language, Intern Program, Job
Descriptions, Office Procedures, Overseas Schools, Privacy
Act, Reorganization, and United Nations Assignments.
Records consist of memos, correspondence, pamphlets, news
clips, magazine articles, cablegrams, and airgrams.

Dispose when no longer needed for current business.

Exhibition Management Staff

This staff develops and implements promotional techniques
and programs in overseas markets to directly support the
marketing objectives of U.S. firms participating in com-
mercial exhibitions. The staff also provides for leasing
and construction of exhibition and seminar facilities and
the physical operation of such facilities for the domestic
and foreign export marketing programs. The Shipping Staff
located in New York City uses this office as its principal
contact with the Washington organization for coordination
of activities and for other purposes.

1008. Show Promotion File - This contains incoming and out-
going correspondence, airgrams, company brochures, market
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promotion plans, marketing promotion bids, specifications,
‘ and printed material and final evaluations of the show.

The final evaluation reports only have value for planning
and projecting the next show having the same theme. The
reasons for this are the rapid changes in markets and
technology and that the reports are aimed at collecting
only information that is useful for trade promotion pur-
poses.

The copies of the market development contracts for the shows
are also included in this file. These are convenience

copies since the record copy of the contracts is maintained
in the Central Accounting Division, Office of the Secretary.

These papers are arranged by geographical location.

Retire to BTRS when the show is closed and
dispose 3 years later.

1009. Roster of Managers and Market Development Officers
Assignment - These are sheets for each staff member showing
his assignments in the conduct of foreign trade promotion
shows. This is a long term management worktool that must
be maintained in close proximity to the user and it has
no value for other than operational purposes. The essen-
‘ tial information in this roster is maintained in the sub-
ject employees Official Personnel Folder.

Dispose of sheets for an individual employee when
they have served their purpose.

1010. Opefating and Procedurals Manual File - This staff
is responsible for developing and 1ssuing three manuals
entitled as follows: '

Foreign Export Promotion Operations Manual

Foreign Export Promotion Marketing Manual

Foreign Export Promotion Procurement Manual

The file consists of one copy of each version of each of
the manuals with related backup papers.

(D ‘gh:f‘ Permanent. Retire to BTRS when no longer needed for

rt q Lo current business and transfer to WNRC 2 years later.

lgwdﬁ Offer to the National Archives 20 years thereafter.
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1011. Exhibitgn Program File - Contains’ocuments relating
to the design and construction of exhibits and fairs, and
the evaluation of special promotions and World Fair host
proposals. Folders in file contain data on such subjects
as Floor Plans for Shows, Show Registration Procedures,
Overseas Management Workshops, Complaints and Accomplish-
ments, Building Designs, Exhibit Designers, and Storage of
Exhibition Records. Records consist of circulars and
announcements, request for slides, floor plans, economic
planning studies, letters to and from city officials of
cities seeking to host World Fairs, show schedules, and
organization charts for commercial exhibits.

The records in this file are workpapers and duplicates of
those maintained by committees and other units of the
agency having primary project responsibility.

Retire to BTRS when 3 years old and transfer to
WNRC 2 years later. Dispose 5 years thereafter.

1012. U.S. Exhibition Construction and Operation File -
Contains documents relating to the construction and opera-
tion of shows. File pertains to such subjects as site selec-
tion, show construction, food service, staffing, vehicle
rentals, giveaways, and communications. Records consist

of such items as bid schedules, construction contracts,
freight forwarders contracts, budget reports, progress
reports, and financial repecrts. File alphabetically main-
tained by name of show.

Record copies of the contracts are maintained in the Office
of the Secretary, Contract Administration Branch, Office of
Administrative Services and Procurement.

Dispose 3 years after completion of show.

1013. Exhibition Management Cablegrams and Airgrams File -
Cablegrams and airgrams cover constructlon progress, E
staffing, show operation, security, transport of displays
and other day-to-day questions about shows.

Dispose when 2 years old.
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Exhibit Qﬁmsl)ortation Staff (New York City)

This staff is often conversationally referred to as the
New York Office. Although it is located in New York City,
the staff is a part of the headquarters organization and
is not a field activity.

The staff performs as a semi-autonomous unit because of
the nature of its functions and responsibilities.

The staff provides logistical support for domestic and
foreign marketing programs including the coordination and
control of domestic and international shipment of exhibi-
tor products and exhibition support material. More spe~-
cifically, this includes keeping track of products from
the time they leave the possession of exhibitors until
they are returned to them. Necessary instructions are
prepared, shipping documents are issued or maintained,
all shipping arrangements are made and executed, and the
exhibitor is kept informed of each transaction.

1014. Shipping Documents File - This documents the entire
history of the movement or location of exhibitor products
from the time they leave possession of the exhibitor until
they are returned to him or disposed of in some other
manner in accordance with the exhibitor's instructions.
The deocumentation includes copies of participaticn agree-~
ments, shipment instructions, dock receipts, commercial
ocean bills of lading and airways bills, commercial
invoices, pickup order, and related papers.

Most of the transportation charges are paid for by the exhi-
bitor (commercial firm) and no government funds are involved.
The exhibitor is furnished copies of the shipping documents
involved. 1In addition, when a show is closed the manager's
file on the show is forwarded to BIC, in Washington. This
file also contains copies of the principal shipping documents
on the exhibits used for the show and it is maintained long
enough to meet all requirements for audit and other purposes.

Oc¢casionally, a government bill of lading is issued to
cover transportation costs of an exhibitor's product from
the part of discharge to the exhibitor on its return trip.
Copies of these GBLs for fiscal accountability are main-
tained in the Central Accounting Division, Office of the
Secretary.
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Transshipments abroad of exhibitor's products from one
show to another without return to the exhibitor are also
documented in this file.

The papers are arranged alphabetically by the names of
shows,thereunder alphabetically by the names of exhibi-
tors.

Dispose when 5 years old.

1015. Card Control of Shipments - This is a (5x8) card
file of all exhibitors to whom shipment instructions have
been issued. The card shows exhibitor's name and address,
contact, telephone number, name of consignee show, point
of origin of shipment, brief description of products
involved and the 1like.

Start a new file every 5 years and dispose of
old file 1 year later.

1016. Administrative Subject File - This contains office
copies of housekeeping papers on matters such as use of
imprest funds, job descriptions and other personnal ac-
tions, time and attendance reports, budget, requisitions,
travel, and work copies of Departmental, Bureau and other
authoritative directives. The file also contains copies
of papers relating to several other subject areas of
housekeeping.

Dispose when 2 years old.

1017. Reading File - This consists of one copy of each
outgoing item generated by the staff, arranged chronologi-
cally.

File is a useful worktool for tracing lost property for a
period somewhat longer than such files are usually kept.

Dispose when 5 years old.

Fiscal and Facilities Branch

1018. Administrative File - Contains documents relating to
the general management and housekeeping operations of the
Branch. Data pertains to office sarfety, building security,
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equipment and ‘nishings, budget and fina.a, organiza-
tion, and travel. Records consist of such items as budget
notes, organization charts, time and attendance reports,
travel vouchers, correspondence and memos.

Dispose when 2 years old.

1019. Conditions of Participation -~ Contains development
and final printed versions of the conditions that must be
satisfied by participants in trade fairs and shows. A
separate file is maintained for each type of program (trade
fair, trade center, etc.).

Dispose when revised or terminated.

1020. Budget File - Contains data relating to the formula-
tion of a budget for trade fairs, exhibitions, and other
product marketing programs. Records consist of financial
plans, budget authorizations, status reports and tables,
memos and correspondence. File arranged alphabetically by
type of promotion (Technical Sales Seminars, Catalog Shows,
In-store Promotions, etc.).

Dispose when 5 years old.

1021. Leases, Freight Forwarding Contracts, Insurance
Policies and Claims File - Contains land and building

leases for trade centers, trade fairs, and other promotional
events. File also contains contracts for transporting mate-
rials to exhibits, insurance claims, and correspondence and
memos pertaining to these items.

a. Leases -~ Dispose 3 years after termination
or completion.

b. Freight Forwarding Contracts =~ Dispose 3 years
after termination or completion.

c¢. Insurance Policies and Claims - Dispose 1 year
after termination of policy or close of claim,
whichever is later.

1022, Printing Files - Contains copies of Printing Requisi-
tion (CD-10) for promotional literature for trade events.

Dispose when 1 year old.
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1023. Overseas Budget Status Report - Monthly report of
the actual vs. budgeted expenditures made by the Bureau
of International Commerce for overseas promotions.

Dispose when 5 years old.

1024, Monthly Travel Plan File - Contains the worksheets
and drafts of monthly travel plans. Travel plans outline
the proposed travel for the Office of International Mar-
keting for the month. Used for screening travel,

Dispose when 2 years old.

1025. Shared Administrative Support File - Contains data
relating to the shared expenditures made for administrative
support by the Department of State and the Department of
Commerce. File contains summaries of all bills sent from
embassies to the State Department for compilation and
division with Commerce. Records consist of such items as
supporting airgrams, reimbursement agreements, summary
distribution of expenses, and memos and correspondence.

Dispose when 3 years old.

1026. Project Cost Runs -~ Computer-generated cost runs
showing budgeted vs. actual expenditures for each project.
A part of the Program Management Information System.

Dispose when 3 years old.

Assistant Director for Emergent Markets

The Assistant Director for Emergent Markets plans and
implements individual country programs to support the
marketing needs of the U.S. business community on a tar-
geted industry, product, and market basis. Emergent
Markets is made up of Country Market Managers (CMM) for:

Singapore/Malaysia/Thailand/Indonesia/Phillippines
East/South Asia

Mexico/Central America

Andean/Caribbean Countries

Brazil/River Plate

West/Central Africa

East Southern Africa

~NounpPwN e
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1027. AssistaM® Director's (Emergent Marlas) Administra-
tive Procedures/Policy File - Contains data pertaining to
the management of the Country Market Managers (CMM) for
Emergent Markets. The file is alphabetically divided by
subject. Folders contain data on such subjects as Bureau
Announcements, Bicentennial Committee, Budgets, Congres-
sional Communications, Export Promotion, GAO Report, Market
Research, Overseas Management, and Trade Promotion.

Move active papers forward. Transfer all others
to BTRS every 4 years. Dispose when 6 years old.

1028. Chronological File - Contains yellow copies of corre-
spondence originated by members of the staff. The file is
maintained by year then month.

Dispose when 3 years old.

Assistant Director for Developed Markets

The Assistant Director for Developed Markets plans and
implements individual country programs to support the mar-
keting needs of the U.S. business community on a targeted
industry, product, and market basis. Developed Markets

is made up of Country Market Managers (CMM) for:

United Kingdom/Canada

Nordic

Germany/Austria

France/Benelux

Italy/Turkey/Greece
Spain/Portugal/Yugoslavia/Switzerland
Japan

Australia/New Zealand

NN P LW

1029. Assistant Director’s (Developed Markets) Operations
File - Contains data pertalning to the management of the
Country Market Managers (CMM) for Developed Markets. The
file is divided into three primary parts - Regional Groups,
Trade Centers, and Operations.

Regional Groups contains airgrams, cablegrams, reports,
and memos on budgets and problems pertaining to groups
of countries such as Germany, Austria, and France.
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Trade Centers contains reports and memos on programs,
schedules of events, and operations at Centers located in
such cities as London, Frankfort, and Sidney.

Operations contains airgrams, memos, reports and work
papers pertaining to such subjects as consumer goods pro-
motions, Paris air show, speech material, research planning,
program development, and trade promotions.

Move active papers forward. Transfer all others to
BTRS every 4 years and. dispose when 6 years old.

1030. Administrative Subject File - Contains papers used

in the general housekeeping activities of the office. Data
pertains to such subjects as budgets and finance, personnel,
public relations, organization, and travel,

Dispose when 2 years old.

1031. Chronological File - Contains incoming and outgoing
memorandums and correspondence generated and handled in
the day-to-day operation of the office.

Dispose when 5 years old.

Regional Affairs for Developed Markets

Regional Affairs for Developed Markets is part of the
Developed Markets D1v131on of the Office of International
Marketing. The unith primary function is to gather and
provide tariff information to the American business com-
munity. In addition, the unit maintains and provides data
on European Trade Regulations and Taxes.

1032. GATT (General Agreement on Tariff and Trade) Kennedy
Round Files - Contains documents relating to the organiza-
tion, proceedings, and issuances of GATT. Divisions of
file divided into such headings as Membership, U.S. Trade
Negotiating Committee, Commodities (by name), U.S. Position
Press Reports, Subsidies, Kennedy Round Results, and GATT
Position Papers. File arranged by number.

Dispose 15 years after current Round negotiations.

Jan 76

344



1033. EEC (European Economic Community) Files - Contains
data pertaining to the establishment, membership, develop-
ment, operation, and production of EEC. File contains
data pertaining to such subjects as establishment of EEC,
Council of Ministers, EEC Crisis, Country Data, Internal
Tariffs, Trade Agreements, Insurance, Balance of Payments,
Currency Conversion, Transportation and Communication,
Agriculture, and Industry.

Retire to BTRS when 10 years old and transfer to
WNRC 2 years later. Dispose when 20 years old.

1034. ECE (Economic Commission for Europe) Files - Contains
information pertaining to the organization and management

of the Economic Commission for Europe. File covers such
subjects as meetings, administration, energy, commodities
(by name), and manpower and employment,

Retire to BTRS when 10 years old and transfer to
WNRC 1 year later. Dispose 5 years later.

1035. ECSC (European Coal and Steel Community) Files -
Contains data pertaining to the organization and manage-
ment of the European Coal and Steel Community. File covers
such subjects as organization and function, court decisions,
transportation, labor, and social policy.

Retire to BTRS when 10 years old and transfer to
WNRC 1 year later. Dispose 5 years later.

1036. Eurotom File - Contains data pertaining to the
Eurotom organization. File covers such subjects as
administration and program, tariffs and trade, research,
patents, and nuclear materials.

Retire to BTRS when ld_yearé old and transfer to
WNRC 2 years later. Dispose when 20 years old.

1037. OECD (Organization for Economic Cooperation and
Development) Files -~ Contains documents relating to the
OECD organization. Records cover such subjects as rules

and procedures, agenda and schedules, report of activities,
international co-operation, Aid Review, financing, taxation,
and economic development.

Retire to BTRS when 8 years old and transfer to
WNRC 1 year later. Dispose when 15 years old.
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1038. NA'IOA(l\gth Atlantic Treaty Organithion) File -
Contains data pertaining to the NATO organization. Papers
cover such subjects as trade procurement, credits, laws of
the sea, and the North Atlantic Council. File contains
only duplicate copies. Used primarily for reference.

Dispose when 10 years old.

1039. United Nations File - Contains information pertaining
to the organization, functions, and programs of the United
Nations as related to U.S. foreign trade. Records concern
such subjects as UN Development Programs, UN Conference on
Trade and Development, Outer Space, motor vehicles and parts
agreements, resources of the sea, and international tele-
communications.

Section 50.5 - UN Conference on Trade and Development (UNCTAD)

is a special concern to the Regional Affairs unit. Records
in this section contain information on Conferences, develop-
ment and organization of committees (manufacture, finance
and invisibles, expansion of trade), Commodities (sugar,
cocoa, and coffee), and Shipping.

a, Section 50.5 UNCTAD ~ Retire to BTRS when 10 years
old and transfer to WNRC 1 year later. Dispose
when 20 years old. .

b, All Other Papers - Retire to BTRS when 8 years
old and transfer to WNRC 1 year later. Dispose
when 15 years old.

1040. Regional Affairs for Developed Markets Miscellaneous

+Files - Contains papers relating to all subject areas that
“-are of interest to the Regional Affairs Unit. Papers per-
‘tain to such subjects as varied council and committee

activities (by name - e.g., .International. Monetary Fund,
World Bank, Council of Europe), charts and interest rates,
export development programs, taxes, trade and personnel.

a. Personnel - Dispose 6 months after transfer or
termination of employee.

b. All Other Papers - Dispose when 2 years old.
1041. Secretary Stans' Mission to Europe Briefing File -

Contains briefing papers of Secretary of Commerce Stans'
April 11-26, 1969 visit to Europe. File consists of
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one folder for the European Economic Community and one for
‘ each of the Western European countries. Papers contain
data on such subjects as foreign political and industrial

leaders and institutions, economic geography, trade rela-
tionship with U.S., and proposed trade strategy.

4{@*/ //;%/é‘ " Permanent. Retire to BTRS when 10 years old and
%Qi>’ offer to the National Archives 20 years later.

Country Marketing Managers

Country Marketing Managers (CMM) in Emergent and Developed
Markets handle units made up of a country, groups of coun-
tries, or a region, e.g., Japan, United Kingdom, Canada,
and East/South Asia, CMM are responsible for planning and
directing marketing programs and promotions in foreign
countries, and providing overseas marketing information to
the U.S. business community.

1042. Country Marketing Managers' Program Subject Files -
Contains documents relating to all phases of product mar-

keting and promotion work in foreign countries. Headings

on folders cover such subjects as Catalogue Shows, Domes-

tic Shows, Market Research, Special Activities, Travel

‘ Schedules, Success Stories, and American Bicentennial.
Records primarily consist of reports, memos, and corre-
spondence.

Move active papers forward and dispose of others
when 2 years old.

1043. CCM Budget Files =~ Contains data pertaining to the
development and application of the budget for the unit.
Papers consist of such items as budget submittal requests,
budget approval authorizations, record of expenditures,
and reports.

Dispose when 5 years old.

1044. Administrative Subject File - Contains data relating
to the housekeeping activities and general management of
the offices. File contains such records as organization
charts, personnel actions, job applications, purchase
requisitions, directives, time and attendance reports,
travel vouchers, and news clips.
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Move active files forward. Dispose of all
others when 2 years old.

1045. Chronological File - Consists of correspondence and
memos inltiated and sent out by members of the staff.

Dispose when 2 years old.

1046. Cables and Airgrams - Incoming and outgoing cables
and airgrams filed in chronological order.

Dispose when 2 years old.

1047. Fairs and Exhibits - Trade Show Files - Contains
documents pertaining to the planning, solicitation of parti-
cipants, assembly and staffing, promotion, conduct and
management, and summary of trade shows put on by Commerce

in foreign countries. File is alphabetically arranged by
name of show. Show folders contains such records as pro-
posals for show, lists of prospective participants, selec-
tion of and agreements with public relation firms, show
directories, staffing plans, photographs of exhibits and
displays, show summaries and evaluations.

Retire to BTRS 3 years after completion of show and
transfer to WNRC 1 year later. Dispose 7 years
after completion of show.

1048. Market Research Studies Files - Consists of market
studies and surveys made in foreign countries by the Depart-
ment of Commerce or by private firms contracted by DOC or
commercial or industrial companies or associations.

Because of changing technology, social patterns, political
attitudes, and economic conditions market studies and sur-
veys have a short life span for both application and refer-
ence.

Retire to BTRS 3 years after completion of study
and transfer to WNRC 2 years later. Dispose when
10 years old.

1049. Country Information Files - Contains data pertaining
to ALL Phases of a country's geography, industry, commerce,
and its people. Folders in files cover such subjects as
Commodities (by name), Industries (by name), Legislation,
Construction, Land, Finance, and Banking. Folders contain
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such records as airgrams, cables, photogr!!!s, pamphlets
and brochures, maps, news clips, studies and reports.

Move active files forward and dispose of all
others when 2 years old,.

OFFICE OF EXPORT DEVELOPMENT

The Office of Export Development directs the execution of
programs for the development and promotion of U.S. products
and services to foreign countries. The Office of Export
Development is made up of the Office of the Director and
four Divisions - Domestic Export Programs, Export Informa-
tion, Major Projects, and Overseas Opportunities.

Office of the Director

1050. Director's Program File - Contains documents relating
to the management and operation of the Office. File includes
such subjects as Value Analysis, Commerce/State Relations,
Ex~Im Bank Activity, Progress Evaluation, Statistic, World
Bank, Policy and Programs.

Move active papers forward and dispose of all
others when 3 years cld.

1051. Budget File ~ Contains documents pertaining to the
development and analysis of the budget of the Office. Con-.
tents of the file consist of such items as budget working
papers, requests for budget submittals, memos relative to .
budget requests, budget preparation directives, budget
approvals and authorizations, and budget evaluations.

Dispose when 5 years old.

1052, Administrative File -~ Contains data relating to the
general housekeeping operations of the Office. Records per-
tain to such subjects as budgets, organization and staffing
(personnel), furniture and equipment, time and attendance
reports, and travel,

Dispose when 2 years old.
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1053. Chronological File - Consist of both white and
yellow copies of correspondence initiated and sent out

by the Director and the Divisions. White and yellow
copies separately maintained in date order.

Dispose when 3 years old.

Domestic Investment Services Staff

This Staff, in cooperation with the 50 states and local
authorities, the State Department, embassies and consulates,
and others, facilitates foreign direct industrial invest-
ment in the United States in the interest of economic
growth, productivity, employment, and the securing of new,
advanced, and high technology.

Files maintained by the Staff are attributed to the Invest
in the USA Program.

1054. State Industrial Economic Data File - This contains
booklets, brochures, and other secondary source material
containing economic and industrial data, e.g., population,
labor, industrial sites, financing schemes, training pro-
grams, etc., for each state. Information is drawn from
this material to respond to foreign and domestic firms that
are considering the establishment of manufacturing facili-
ties in the U.S.

Dispose of individual documents or file folders
when they have served their purpose.

1055. State Investment Missions File - This contains copies
of incoming and outgoing correspondence with related material
relative to investment missions that each state has sent to
Europe, Japan, or Canada to promote foreign direct invest-
ment in the United States. These papers lose their value
after the expiration of a short period of time after the
mission has completed its work.

Dispose 2 years after termination of the mission.

1056. Foreign Firms in the United States - This file con-
tains incoming and outgolng correspondence and related
papers which contain information relative to foreign firms
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having manufacturing facilities located in the various
states. The papers are arranged alphabetically under the
names of states.

This file is an essential worktool, but the papers have
no value for any other purpose.

Dispose of individual documents or contents of
file folders when 18 months old.

1057. Foreign Company Investment Files - This contains
copies of incoming and outgoing correspondence with foreign
companies that are planning to set up manufacturing plants
in the U.S. The papers are arranged alphabetically by the
names of companies.

The file is an essential worktool, but the papers have
no value for any other purpose.

Dispose upon notification of withdrawal of invest-
ment interest.

1058. Industrial Development Attaches File ~ This is docu-
mentation relative to the administratlve management and
activities of U.S. Industrial Development Attaches who

were assigned to Europe.

These papers are characteristically different from the
usual housekeeping administrative papers and they should
be maintained for the full prescription period.

Move active files forward, retire all others to
BTRS at the end of every 2 years and transfer to
WNRC. Dispose when 10 years old.

1059. Licensing File - This is documentation of joint ven-
ture opportunities received from foreign companies which
want their products made in the U.S. by U.S. companies.

Dispose when 18 months old.

1060. U.S. Company Investment Files - This is documenta-
tion pertaining to U.S. companles looking for unique
foreign products which they can manufacture in the U.S.
under licensing or joint venture agreement.

Dispose when 2 years old.
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1061. Foreign gauntry File - Documentatiogmof foreign
direct investmé®s in the U.S. by foreign panies.
These opportunities are listed and published periodically
for wide public distribution. The papers are arranged
alphabetically under the names of foreign countries.

Dispose when 1 year old.

1062, Conference Files - Documentation of formal and small
sca "Investé%g USA“;Egpferences held in Europe and Japan.
ts

wugel
Permanen Retire to BTRS when no longer needed
faaﬂgurrent business and transfer to WNRC./Q%94~449,L£ZQ?
ikt 20 Yppy o4 4. . .
1063. General Subject Files - These contain documentation
providing an overview of economic and industrial factors
that have a direct bearing on foreign direct investment in
the U.S. Notable subject headings in the file include:

Buy American Act, Anti~trust, Legal Provisions Effecting
Investment in the U.S., and the Iike.

These papers are an essential worktool, but they have no
value for any other purpose.

Dispose of individual documents or contents of
file folders when obsolete.

1064. Recent Foreign Investment Activity in the U.S. - This
was a monthly synoptical report submitted to the Secretary
of Commerce which capsulated foreign investment activities
under headings such as New Foreign Investments, Acquisitions:
Negotiated or Unopposed, and Acquisitions: Contested and
Other Developments.

This was a record set (1 copy each) of the reports which
appeared to contain information of considerable value to
future reseagghers for purposes of establishing their per-
spective. ﬂézg/ el et

V.l
,,/GV(‘7 Permanent. Retire to BTRS when no longer needed for
VZ)" g yg{ugmf

gt bt

le . current business and transfer to WNRC. AAZ+
Wi 2 fnry £LL .

1065. Foreign Pirect Investors in the United States: List

of Foreign Firms with Some Interest/Control in American

Manufacturing and Petroleum Companies in the United States =
This 1s a publication issued as needed to update previous

Jan 76

352



issues which 1Qts manufacturing and petro+eum companies
in the U.S. which are subsidiaries or affiliates of foreign
countries.

}GA;/’ Record set (1 copy each) -~ Permanent. Retire to BTRS

when no longer peed or current business and trans-
fer to WNRC. /924%42? ans Aﬂé;*—j:?§¢4144'f{2,

1066. Administrative Subject File - is contains office

copies of the usual housekeeping papers on such matters as
arrangements for conferences and meetings, budget, direc-

tives, parking spaces, personnel actions, requisitions for
services and things, space, time and attendance, training,
travel, and the like.

Dispose when 2 years old.

Major Export Projects Divisioa

The Major Export Projects Division provides assistance to
U.S. firms on major international business transactions
The Division identifies and brings to the attention of U.S.
industry large scale projects, in excess of 5 million
dollars, which show a significant potential for the export
of U.S. goods and services. In addition, the Division
assists U.S, firms in competing for these projects, and
coordinates the activities of other government agencies

in helping U.S. firms win foreign contract awards.

1067. Project Files - Contains data relating to the finding
of foreign projects and the assistance provided by the Divi-
sion to U.S. firms in winning contract awards. Records con-
sist of such items as airgrams, correspondence, news clips,
reports, internal memos, meeting arrangements and minutes.
Filed alphabetically by country and then by type of con-
tract.

Dispose 6 months after award of contract.

1068. General Country File - File contains documents per=-
taining to political, economic, and social happenings in
foreign countries having a project potential. Data includes
such items as reviews of economic conditions, country
development plans, reports by United Nation units like

UN DO, and international bank loan data.
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Move actigm folders forward and disp‘ of all
others wh® 5 years old.

1069. Administrative Subject File - Contains data relating
to the general management and housekeeping activities of

the Division. Data in file pertains to such items as direc-
tives, budgets, staffing, purchasing, organization, and
travel.

Dispose when 2 years old.

1070. Chronological File - Contains one copy of all out-
going items created by the Division. File maintained in
date order and used primarily for reference.

Dispose when 5 years old.

Domestic Export Programs Division

The Domestic Export Programs Division provides information
and assistance to firms interested in international trade.
The Division organizes and conducts trade shows, foreign
buyer programs, conferences and seminars. In addition,
the Division administers the President's "E'" and "E Star"
Awards and other national incentive programs, provides
staff support to White House conference on foreign trade,
and administers the National Multiplier Program.

Office of the Director

1071. Division Director's Program File - Contains documents
relating to the management and operation of the Division.
Records in file pertain to such subjects as Sales Consult-
ants, Educational Programs, National Association of Manu-
facturers, Overseas Consultants, Legislation, Projects,
Policy,and Programs, and Final Reports on Foreign Buyer and
Trade Show Programs.

Move active papers forward and dispose of all
others when 5 years old.

1072. Administrative Subject File - Contains data relating
to the general housekeeping operations of the Division.
Records in file cover such subjects as budget and finance,

Jan 76

354



organization and staffing, time and attendance, furniture
and equipment, and travel. 1In addition, the file contains
Division personnel folders.

a. Personnel Folders - Dispose upon termination
or transfer of subject employee.

b. All Other Papers - Dispose when 2 years old.

1073. Chronological File - Contains both the white and
yellow copies of correspondence and memos initiated and
sent out of the Division by the Director and his staff.
White and yellow copies separately maintained in date
order. Also incoming correspondence kept with yellow in
Director's file.

Retire to BTRS when 1 year old and dispose
4 years thereafter.

1074. Joint Export Association File - Contains documents
relating to the Joint Export Association Program which pro-
vides financial and other assistance to groups of U.S. com-
panies joined to sell their products in foreign markets.
Program started in 1970 as a matching fund operation
between Commerce and participating firms. Program discon-
tinued in 1974.

Retire to BTRS 2 years after termination of
program and dispose 2 years thereafter.

Foreign Buyer Staff

1075. Foreign Buyer File - Contains data related to iden-
tifying foreign buyers, determining their interests, and
arranging for their introduction to U.S. firms. File con-
tains such records as embassy identification of foreign
buyer, contacts and schedule arrangements with U.S. firms,
foreign buyer itineraries, comments and notes on visit,
and final reports on buyer's visits.

Transfer final report on buyer visits to Division
Director's Program File and dispose of all other
papers when 1 year old.
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1076. Domestic Trade Show File - Contains documents
relating to the 12 to I5 domestic trade shows developed
to promote U.S. products to foreign buyers. Shows
developed in association with industrial and commercial
trade groups. Records consist of such items as develop-
ment of themes, show invitations and announcements,
exhibit designs, schedule of events, foreign buyer
responses, and final reports on shows.

Transfer final report on buyer's visits to Division
Director's Program File and dispose of all other
papers when 1 year old.

Promotional Support Section

1077. ME" and "E Star'' Awards Case Files - Consist of docu-
ments by persons, firms, and organizations for the Presi-
dent's "E" Award for Exports, a program created by Executive
Order 10978 on December 5, 1961. File contains applications
for the President's "E Star'" Award authorized by the Secre-
tary of Commerce on August 4, 1969. Among the documents in
the files are Forms FO-100, Notification of Scheduling of
an "E" Award Ceremony, FO-10T, Application for President's
"E' Award for Export Expansion, company brochures, corre-
spondence and memoranda. File arranged alphabetically by
name of company.

Retire to BTRS 1 year after award, transfer to WNRC
2 years later, and dispose 7 years thereafter.

1078. "E" and "E Star'" Awards Card File - Cards (5x8)
showing status of award applications. Cards contain such
data as name of applicant, file numbers, date of applica-
tions, and award actions. Cards arranged alphabetically
by name of applicant.

Dispose when they have served their purpose.

1079. Multipliers File - Multipliers are commercial and
industrial firms such as banks, transportation companies
(especially airlines), and export management companies.
These firms provide information to the private sector
regarding export expansion possibilities. They support
the Commerce Department's district offices in providing
export guidance.
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File contains such records as company applications to
serve as multipliers, proposals indicating role of pro-
spective multipliers and related correspondence. File
arranged alphabetically by company.

Retain records of all active companies and dispose
of folders of inactive companies when they have
left the Program. Dispose upon termination of com-
pany participation in Program.

1080. White House Conference Files =~ Contains documents
relating to Government-Private Sector Conferences, called
in the name of the President, to promote the sale of U.S.
products and services abroad. The Promotional Support
Section provides staff support to the White House confer-
ences. The Section prepares agendas, arranges for meeting
facilities, prepares invitations and lists of participants,
and publishes and disseminates reports. File made up. of
such subjects as List of Participants, Publicity and News
Coverage, Biographies and Photographs of Speakers,

Speeches, Audio Tapes of Speeches Klt Co s an Pro-
grams, and Conference Reports %%i

ﬁp/ gbé~21 Permanent. Retire to BTRS 1 year after conference.
= C./. Transfer to WNRC 2 years later, and offer to the
gﬂvdﬂ':ibd National Archives 20 years thereafter.
L

Overseas Business Opportunities Division

This Division assists U.S. firms interested in investing
abroad and/or licensing abroad by seeking and transmitting
opportunities in specific industries and in particular
foreign countries,

It promotes and assists foreign industrial investment by
U.S. firms in the interest of economic growth, improve-
ment of the balance of payments, employment, and the
exchange of new and advanced technology.

Files maintained by the Division are attributed to the
Foreign Investment Services Program.
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Overseas Products and Investment Opportunities Staff

1081. Investment and Licensing Opportunity Project Files -
These consist of project folders for each opportunities
discovered for U.S. investors to invest in foreign firms,
The folder contains copies of all correspondence and
related papers pertaining to the opportunity covered by

the project.

The folders are filed alphabetically by country and, in
the case of active countries, alphabetically by name of
foreign proponents.

Retire inactive files to BTRS at the end of every
year. Dispose when 3 years old.

1082. Opportunity SIC Index - This index identifies invest-
ment and licensing opportunities in foreign countries by SIC
number and each SIC grouping is broken down by geographical
region or area. Material filed under the index normally
consists of a copy of the project announcement or a copy

.0of an Investment Opportunity Action Record sheet covering
unpublished projects.

Dispose of documerits when 1 year old.

1083. Company Files - These contain correspondence with
American firms looking for foreign investment opportunities.
Correspondence and related papers pertaining to prospective
candidates for the American Investor's Register (AIR) are
arranged alphabetically by company (or individual) name.

Purge the file at least once a year, moving active
papers forward and disposing of all others when
superseded or obsolete.

1084. American Investor's Register (AIR) Files - These
contain names, addresses and other pertinent Information
regarding communications with active foreign investment
and licensing candidates. Basic material found in the
file includes dated Foreign Investment Service Record
sheets or American International Investment Regilster
sheets with supplementary material such as dated pink
records of outgoing communications identified by SIC
numbers, and identifications of cooperative trade associa-
tions in each industrial grouping.
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Dispose of individual sheets when the American
investor's interest is withdrawn or satisfied.

1085. Country Files ~ These consist basically of communi-
cations with the foreign service. In most cases, the
papers in each country file are subdivided into general
information, investment information, U.S. firms interested
and foreign interests in U.S. investment or licenses.

Some country files include special folders on subjects

of particular interest,

Dispose of individual documents or the contents of
file folders when they have served their purpose.

1086. Administrative Subject File -~ These contain office
copies of the usual housekeeping papers and a quantity of
operating and reference material pertaining to divisional®
activity and to other Departmental activity. The following
are examples of secondary and ter tiary subject headings
appearing in the file: Budget, Library, Organizational
Data, Personnel, Reports (Activity), Time and Attendance,
Travel and Meetings, Secretarial Officers, Domestic and
International Business, Bureau of Domestic Commerce,
Bureau of International Commerce, and General Reference
Files,

Dispose when 2 years cld.

1087. Chronological Files ~ These contain a copy of each
outgoing item generated by the activity.

Dispose when 1 year old.

Export Information Division

The Export Information Division provides assistance to U.S.
firms by identifying and helping them locate agent/distri-
butor for their products, evaluating the financial and
management condition of foreign firms, counseling exporters
and prospective exporters, disseminating reports on

foreign production and commercial conditions, and investi-
gating and resolving trade complaints and problems. The
Division is made up of the Office of the Director and

four Sections - World Trade Data Reports, Export Contact
List, Business Counseling and Business Communications/AITR.
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Office of the Director

1088. Director's Program Subject File - Contains data
relating to the operation and control of the Division's

- programs. Folders in file identified by such headings as
Estimated ADP Requirements, Country Commercial Programs,
State/Commerce Exchange, End-User Profiles, Project
Descriptions, Business Counseling, and Trade Centers.

File contains such records as reports, correspondence,
memos, and news clips.

Move active papers forward and dispose of all
others when 5 years old.

1089. Director's Administrative File - Contains data
relating to the general housekeeping operations of the
Division. File contains documents pertaining to pur-
chasing material, acquiring space, organization and
personnel, budget and finance, public relations, and
travel.

Move active papers forward and dispose of all
others when 2 years old.

1090. Director's Chronological File - Contains copies of
correspondence, yellow and white copies, sent out of the
office. File maintained in date order.

Dispose when 3 years old.

1091. Division Weekly Operating Reports =~ Weekly reports
submitted by the four sections of the Division. Reports
cover Special Projects, On-going Projects, Statistics,
Visitors, Personnel, and Travel.

Dispose when 2 years old.

World Trade Data Reports Section

1092. WTDR Administrative File - Contains data relating
to the general housekeeping operations of the Section.
Records in file pertain to such subjects as budget and
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finance, orgar.ation and personnel, Fore.on Affairs
Manual, controlling communications, space and furniture,
and travel.

Dispose when 2 years old.

1093. WTDR Program File - Contains data pertaining to the
management of the Section's program. File contains such
headings as Circular Memos, Briefing Papers, Ex-im Bank,
Foreign Credit Insurance, Foreign Post Operation, Con-
tracting Out Requests, and Policy.

Move active papers forward and dispose of all
others when 5 years old.

1094. End-User Correspondence File =~ Incoming letters by
name of correspondent. Consists of requests for reports,
inquiries regarding status of reports, and request and
orders for forms.

Dispose when 2 years old.

1095. OMI-Target Industry Research File -~ File maintained
by industry (Biochemical, Electronics, etc.) and then by
country. Folders contain lists of firms in industrial
groups.

Dispose when 10 years old.

1096. Nigerian Petty Traders File - Folders contain infor-
mation on fraudulent and mobile firms in Nigeria.

Dispose when 10 years old.

1097. Chronological File - Contains letters initiated and
sent out by the staff. File maintained in date order.

Dispose when 3 years old.

1098. Deposit Order Blanks - Contains the General Printing
Office form Deposit Order Blank (GPO-3641-R4-74). Used by
firms who maintain an account with the GPO and make payment
for their report requests from this account.

Dispose when 3 years old.
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1099. Billing‘le - Paid EID File - Cont.'ns Request for
World Trade Data Report (DIB-431) and form letter bill for
service. File maintained by month.

Dispose when 3 years old.

1100. Check Receipt File - Note of payment receipt from
Imprest Fund Cashier. Receipt noted on payees' envelope.
Envelopes maintained in Section by month.

Dispose when 3 years old.

1101.- WTIDR Post Production Reports - Statistical-type
reports regarding the number of requests sent to and the
number of reports produced by foreign posts. Reports made
weekly, monthly, and annually for each post.

a. Annual Reports - Dispose when 5 years old.

b. Weekly and Monthly Reports - Dispose when 1 year
old.

1102. Post Activity File - Contains data relative to con-
tracts and operations pertaining to WIDR. Includes such
items as difficulties encountered in getting data, request
for better firm identification, security restriction on
data, and contracts by Post with local agencies for
obtaining data. File maintained for each of five geo-
graphic areas. Within each area, folders maintain by
country.

Move active papers forward and dispose of all
others when 5 years old.

1103. World Trade Reports File - Cable copy of WTDR sent
to Analyst Desk by Post. Report microfilmed and dupli-
cated. Microfilm set in aperture card, duplicates dissemi-
nated as required, and original cable maintained at Analyst
Desk by date.

a. Original Cables - Dispose when 1 year old.

b. Microfilm Aperture Card - Retire to BTRS after
2 years, transfer to WNRC 2 years later, and
dispose 6 years thereafter,
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c. Duplicateg- Dispose after they have.rved
their purWse,

Export Contact List Section

1104. World Trade Data Report File - WTDR used as source

document for computer input. Use item 1 to 17 of WIDR for
computer file. ’

Dispose when 1 month old.

1105. Prospect Information Report File - Used by Foreign
Service to provide data on a newly identified firm or up-
date data on an existing firm., Used as source document
for computer input.

Dispose when 1 month old,.

1106. Operations Memorandum File - Partial update of data
on foreign firms., Serves primarily to add, revise, or
delete information on firm in computer file.

Dispose when 1 year old.

1107. Mass Data Update - A printout of firms on which no
action has been taken in three years. List sent to State
Department for review. Used to delete inactive data from
computer file.

Dispose when 6 months old,

1108. Computer File Printouts =~ Printouts of what is in
the computer file. Data by Schedule C Codes, then alpha-
betically by country and firm. Used to check data, make

immediate changes, and make immediate and visual reference.

Dispose upon receipt of updated edition.

1109. Export Contact Computer Tape - Master Mag Tape con-
taining Export Contact data. Tape used to produce Trade
Lists, Export Mailing Lists, and related outputs.

Dispose after third update cycle. Delete data on
firms inactive for 5 or more years.
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1110. Trade Lists - Publications providing financial,
management, produttion, and marketing type information
on foreign firms. Publications made up by country.
Data in publications arranged by commodity (Standard
Industrial Code), then firms and associated data.

Dispose after 3 years or when revised, whichever
is sooner.

1111. Service and Publication Request File - Request from
public and other government agencies for Trade Lists,
Foreign Traders Index searches, mailing list, and related
types of foreign trade data. Requests received in letter
form and on Form DIB-4052P, Export Mailing List Request.

Dispose when 1 year old.

1112. Request Log - Book listing person or firm making
request, request number, amount charged, and date paid.

Dispose when 3 years old.

1113. Billing File ~ Copies of invoices, letters, and
Deposit Order BIlanks (GPO 3641~R4-74) used for billing
and receiving payment for services.

Dispose when 3 years old.

1114. Request for Information on Foreign Employment -
Request received for individuals seeking employment con-
tacts with foreign firms or with U.S. firms in foreign
countries.

Dispose when 3 months old.

1115. Administrative File - Contains data relating to the
general housekeeping activities of the Section. Data per-
tains to such subjects as budget, organization,and staffing,
publicity, purchasing, space acquisition, and travel.

Dispose when 2 years old.

1116. Program Subject File - Contains data pertaining to
the management and operation of the Section. File contains
data pertaining to such subjects as factor evaluation,
automation, foreign name codes, statistics, District Office
problems,; export control lists, and policy and procedures.
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Move activ’paperé forward and dispos’of all
others when 5 years old.

1117. Chronological File - Letters and memos sent out of
the office by the staff. File maintained in date order.

Dispose when 3 years old.

1118. Foreign Service Post Correspondence - Correspondence,
memos, and reports sent to and received from Foreign Service
Posts.

Dispose when 3 years old.

Agent/Distributor Service

1119. ADS Application File - Requests made by U.S. firms
or individuals for assistance in locating foreign agents/
distributors for their products or services., File contains
application for search, correspondence with embassies and
district offices, Evaluation of Results (DIB-~424), internal
notes and comments.

Dispose 3 years after receipt of reply.

1120. Administrative File - Contains data relating to the
general housekeeping activities of the Sections. Data per-
tains to such subjects as budget and finance, printing,
organization and staffing, purchasing, time and attendance,
and travel.

Retire to BTRS when 2 years old and dispose 2 years
later.

Business Communications Section

1121. Program Subject File ~ Contains data relating to the
general management and operations of the Section. Data per-
tains to such subjects as State/Commerce Manual Instructions,
AITR, Embassies and Consulates, projects, investigations,
policies, directives, and statistics. :
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Move acti’ papers forward and dispoQof all
others when 5 years old.

1122, Administrative File - Contains data relating to the
general housekeeping functions of the Section. Data per-
tains to such subjects as budget, organization and
staffing, purchasing, office space, time and attendance,
and travel.

Dispose when 2 years old.

1123, Trade Complaint File - Contains documents pertaining
to complaints by U.S. or foreign firms and individuals
about the goods/services of American or foreign firms.
File contains data relative to the initiation, investiga-
tion, mediation, and resolution of complaints. Records
consist of such items as cable exchanges, bank references,
newspaper articles, trade association reports, and corre-
spondence. File divided into three separately maintained
sections - District Office Referral Section, Foreign Serv-
ice Post Referral Section, and Subject Reference (under
name of U,S. firm) Section.

Dispose 3 years after withdrawal or resolution
of complaint, or termination of complaint activity.

1124. Domestic Intelligence Reports File - Contains bona
fide information relating to inquiries from foreign govern-
ments, U.S. missions and other U.S. government agencies
regarding U.S. firms, File contains such items as trade
complaint references, identification checks, bank references,
newspaper clips, D & B Reports, negotiation correspondence,
and summary of results. Copies of reports filed here are
also filed in Foreign Post Files.

Dispose 3 years after response to inquiry unless
company cases are still under investigation.

1125. Chronological File - Contains copies of correspondence
initiated and sent out by members of the Section. File main-
tained in date order.

Dispose when 3 years old.
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.siness Counseling Section‘

1126. Program File - Contains reference data pertaining
to this Section's counseling activities. Files cover
subjects such as Ex~Im Bank, U.S. Customs Service, Small
Business Administration, Foreign Buyers Programs, FTI,
ADS, etc.

Dispose when 5 years old.

1127. Product File -~ Contains information by product for
use in counseling and responding to letters. Files cover
such subjects as Construction, Consumer Goods, Printing,

. Automotive Parts, etc.

Dispose when 3 years old.

1128. Country Marketing File - Contains market informa-
tion filed by country. Reviewed annually.

Dispose when 3 years old.

1129. Chronological File - Contains copies of all corre-
spondence and memoranda sent from Section. Also contains
weekly activity and monthly resume files of Business
Counseling activities, visitors' schedules, and thank you
letters,

Dispose when 3 years old.

1130. Administrative File - Contains data relating to the
general housekeeping operations of the Section. Documents
pertaining to such subjects as personnel, organization,
budget, travel, incoming memoranda, etc.

Dispose when 2 years old.

Export Information Reference Room

1131. World Bank Document File - Contains Monthly Opera-
tional Summaries, Economic Studies, Loan Appraisal Reports,
Brochures on Uses of Consultants, Guidelines for Procure-
ment, Questionnaires for Consulting Firms, Quarterly
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Statements of Loans - IBRD, Quarterly Statements of
Credits - IDA, Semi-Annual Technical Assistance Reports,
Sector Papers, Press Releases (and order forms), Annual
Reports, and World Bank Telephone Directories.

Dispose when superseded or revised.

1132, Asian Development Bank Document File - Contains
Monthly Operational Summaries, Economic Studies, Loan
Appraisal Reports, Brochures on Uses of Consultants,
Guidelines for Procurement, Questionnaires for Consulting
Firms, Monthly Reports on Loan and Technical Assistance
Approvals, Quarterly Reports on Loan Administration,
Sector Papers, Press Releases, Quarterly Newsletters, and
Annual Reports.

Dispose when superseded or revised.

1133. Inter-American Development Bank Document File -
Contains Monthly Operational Summaries, Appraisal Reports,
Monthly Statement of Approved Loans from Ordinary Capital,
Fund for Special Operations, Social Progress Trust Fund,
Brochures on Uses of Consultants, Questionnaires on Con-
sulting Firms, Press Releases, Annual Reports, and Inter-
American Development Bank Telephone Directories.

Dispose when superseded or revised,

1134, UNDP Document File - Contains Country and Intercoun-
try Programming Reports, Pre-Investment News, Order Forms
for Pre-Investment News, UNDP Guide to Firms and Organiza-
tions, and Compendium of Approved Projects.

Dispose when 5 years old.

1135. Miscellaneous Document File - Contains Ex-Im Bank
Information Booklet, A.I.D. Economic Data Books, Foreign
Economic Trends, and BIC-Commerce Department Brochures.

Dispose when superseded or revised.

1136. Foreign Market Reports File - Airgrams and Market
Survey Reports. Reports are filed by DIB number and
located by referring to the FMR Index.

Retire to BTRS when 2 years old and dispose
3 years later.
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QFFICE OF MARKET PLANNING

The Office of Market Planning is responsible for providing
principal directioh to market planning and strategy
development for the Bureau of International Commerce,

and directing the analysis of ongoing Bureau programs,

Office of the Director

1137. Director's Subject File - Contains documents relating
to the program management of the Office. Data pertains to
such subjects as studies of export trends, comments on legis-
lation, and policy. Folder headings cover such subjects as
BIC/OFO Agreements, Council of Economic Policy, Exchange
Rates, Presidential Export Council, and Transition Reports
BIC/DIBA. File maintained alphabetically by subject.

Start a new file every 3 years and retire to BTRS
1 year later. Transfer to WNRC after 2 years and
dispose 5 years thereafter.

1138, Director's Chronological File - Contains outgoing
correspondence 1nitiated by the Director and staff. File
maintained in date order.

Dispose when 3 years oild.

1139, Director's Administrative Subject File - Contains
documents relating to the general housekeeping operations
of the Office. Records pertain to such subjects as space
acquisition, equipment purchasing, organization,and
staffing, publication, and travel.

Dispose when 2 years old.

Strategic Planning Division

The Strategic Planning Division is responsible for developing
and reviewing BIC's role, objectives, and operational plans.
The Division is also responsible for analyzing the impact

of economic and political developments on programs, approving
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specifications and objectives for country commercial

programs, and coordinating the strategy and financial
analysis for all programs.

1140. Airgrams and Telegrams File - Contains airgrams and
telegrams received from the Department of State. File
maintained in date order.

Dispose when 2 years old.

1141, Country/Study-Subject Files - Contains documents
relating to events and conditions in competitor nations.
Data pertains to such subjects as political and economic
situations, publicity, marketing techniques, and incentives,
Records consist of such items as interview notes, magazine
articles, CIA Reports, newspaper clips, handwritten notes,
and pamphlets. File maintained by country, (Canada, France,
Germany, Japan, and European Economic Community) and then
by subject.

Move active papers forward and dispose of all others
3 years later.

1142, Special Strategic Planning Staff Reports - Reports
prepared by staff for planning purposes within the Depart-
ment. Covers subjects like, '"Outlook for Foreign Import
Demand and Implications for U.S. Exports. Aéi%kya/ £

Maintain 2 copies of each issue as

< &~ Permanent.
‘D ?L1f" record set and send to BTRS when enough accumu-
l -,

5/94/'

lates to fill a records carton. Keep in BTRS

,¢¢/~ 1 year, then send to WNRC and offer to the

National Archives 20 years thereafter.

b. Dispose of all other copies after they have
served their purpose.

1143, ‘Staff Chronological File - Copies of letters initi-
ated by staff members. Filed maintained in date order.

Dispose when 3 years old,

1144. Staff Administrative File - Contains documents
relating to general otffice housekeeping operations. Records
consist of purchase requisitions, organization charts, direc-
tives, time and attendance reports, and travel vouchers.
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Dispose w}'. 2 years old. .

. Targeting Division

The Targeting Division of the Office of Market Planning
provides guidelines for the allocation of BIC resources
among U.S. industries and overseas markets having the
greatest export potential for Commerce-sponsored export
promotion programs. In addition, the Division prepares
planning reports which review developments in selected
U.S. industries and foreign markets as these affect U.S.
export potential.

1145, Division Director's Program Subject (Think) File -
Contains data pertaining to the management, direction, and
design of the Targeting Program. File contains such
headings as Best Prospects, Competitive Assessments, and
Individual Products Information. Records consist of such
items as memos, reports, newspaper and magazine articles,
notes, and correspondence.

Move active files forward and dispose of all
others when they have served their purpose.

1146, Administrative Subject File - Contains documents
pertaining to the general management and housekeeping
activities in the Division. Records concern such activi-
. ties as space and equipment acquisition, budget, organi-
zation and personnel, time and attendance, and staff travel.

Dispose when 2 years old.

1147. Annual Targeting Report - "Export Promotion for
Fiscal Year " = Presents annual resource allocation
guldelines for BIC operating programs with matrix of rela-
tive export sal potentigl for selected target industries
and markets. anyed //4w4hz4f

/ﬁf Permanent. Retire record set of two copies to
BTRS when enough have accumulated to fill one

/ /i)nb' records carton. Send to WNRC 1 year later and
/fb‘/ - offer to the National Archives 20 years there-
CﬂJ’ /0 after.

A a4
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b. Dispose of other copies after they have
served their purpose.

1148. Target Industry Planning Report - Reports which
view developments 1n principal target industries and mar-
kets (i e. , electronlcs avionics, telecommunications, etc.)

affect . e t ote tial. et < Fepnar '
zaffiiﬁii. 2525/ o e Aéy /4/29 ;ﬁ T

a, Permanent. Retlre record set of 2 copies to

¥’ 7 BTRS when enough have accumuiated to fill one
o records carton. Send to WNRC 1 year later,

and offer to the National Archives 20 years
thereafter.

b. Dispose of other copies after they have
served their purpose.

1149, Correlation - Schedule B and SIC - A correlation of
the 7-digit product and manufacturing categories with the
15 target industries. Products are defined on 7-digit
Schedule B basis (Statistical Classification of U.S.
Exports) and the manufacturing universe producing these
same product categories is defined on a 7-digit SIC basis
(Standard Industrial (Trade) Classification - a numerical
listing of manufactured goods).

Dispose when revised or superseded.

1150. Technical Reference and Worksheets File - A job or
task oriented file. Contains papers, primarily worksheets
and notes, used in developing reports, statistical analyses,
and evaluations on the nature and condition of foreign mar-
kets and U.S. industry and production.

Move active folders forward and dispose of all
others when 3 years old.

1151. Target Industry Program Monitoring Reports -~ Periodic
reports reviewing development of BIC operating programs with
respect to targeting guidelines.

Dispose when 3 years old.
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.ogram Evaluation Divis ion.

The Program Evaluation Division develops and maintains
systems to measure and evaluate the effectiveness of pro-
grams, develops techniques for forecasting, develops
reporting systems, and coordinates studies.

1152, Trade Centers File - This contains Exhibitor's
Report, final airgrams, Exhibition Summary Report, parti-
cipant list and related papers for trade centers,

These papers contain source data used for the preparation
of an evaluation of the success of the show.

Retire to BTRS when 3 years old, transfer to
WNRC 1 year later, and dispose when 10 years old.

1153. Trade Fair File - This contains Exhibitor's
Report, Exhibition Summary Report, final airgrams, parti-
cipants list, and related papers for each trade fair.

These papers contain source data used by the staff to pre-
pare an evaluation of the success of the show. Like the
file for Trade Centers, the papers are sometimes used to
" prepare special studies within a limited period of time.

Retire to BTRS when 3 years old, transfer to WNRC
1l year later, and dispose when 10 years old.

1154, Trade Missions File - This conteins the Exhibitor's
Report, Exhibitions Summary Report, airgrams, participant
Iists and related papers for each trade mission.

These papers contain information used to prepare an evalua-
tion report and to prepare special studies for a limited
period of time after the mission has been closed out.

Retire to BTRS when 3 years old, tranfer to WNRC
1l year later, and dispose when 10 years old.

1155. Final Evaluation Reports =~ These are copies of final
evaluation reports prepared by the staff which measure the
impact of a trade center, trade fair, or trade mission on
the competitive status of U.S. origin products in a speci-
fied market or geographical area.
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These reports J!! processed and given 1imi®®d distribu-
tion to BIC and Departmental officials. These are the
record copies of the reports./égvzgnx¢£¢M2,€5,ZE&u.AJ/aQJQV-

& Set of 1 copy each - Permanent. Retire to
BTRS when 1 records center box full has accu-
mulated, ang transfer to WNRC 3 years later, ~F*fe</
S A pAs 2O fltara L
b. Operating set - ($econd copy is held in office) -
Dispose when no longer needed for current business.

1156. Final Evaluation Report Worksheets - These are tabu=-
lations, desk memoranda, incoming and outgoing correspond-~
ence, airgrams, collected printed and processed material,
and similar papers containing raw data used by the staff

to prepare drafts and a final version of the evaluation
reports. These papers must be held for a limited period

of time to enable staff members to justify and validate
their official findings.

These workpapers and supporting documentation have no
value after the final evaluation report has been through
the complete decision-making process.,

Dispose when 3 years old or when they have
served their purpose, whichever is sooner.

1157. Subject File - This ccntains incoming and outgoing
correspondence, processed minutes of staff meetings, memo-
randums instructions, statistical reports and related
papers pertaining to the operation of the office. The
usual housekeeping papers also are interfiled among the
other papers.

The papers in this file are duplicated by those maintained
at higher level. The subject content is restricted to the
local level and the papers have a very short term value
for any purpose.

Dispose when 2 years old or when they have
served their purpose, whichever is sooner.
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Comn‘: ial Representation Divis.1

The Commercial Representation Division is responsible for
maintaining working relationships between the Departments
of State and Commerce relative to the recruitment, exami-
nation, training, assignment, and evaluation of Foreign
Service Economic/Commercial Officers. In addition, the
Division is responsible for manpower planning and bud-
geting, inspection of foreign posts, and revision of the
Foreign Affairs Manual.

1158. Commercial Representation Director's Program File -
Contains documents relating to the management and coordina-
tion of the program and work in Commercial Representation.
Folders contain such headings as Ambassadors, Board of
Examiners, Export Promotion, Senate Subcommittee Hearings,
Legislation, Overseas Market Research, Trade Centers, and
Trade Opportunities. Records consist primarily of memos,
correspondence, and reports. Folders alphabetically
arranged by subject.

Move active files forward and dispose of all
others when 3 years old.

1159, Administration File - Contains data pertaining to
the housekeeping and general management of the Division,
Records in fiie cover such subjects as Directives, Budget
and Finance, Personnel, Procurement, Organization, and
Travel. Folders alphabetically arranged by subject.

Dispose when 3 years old.

1160. Chronological File -~ Contains outgoing correspond-
ence initiated by staff members. Arranged by year and
month.

Dispose when 5 years old.

1161, Training File - Contains data relating to workshops,
seminars, and lectures for training foreign service over-
seas (FSO) personnel and foreign service locals (FSL)
personnel for foreign assignments. Folders contains corre-

spondence, course outlines, schedules, scripts, and comments.

File arranged by title of course.
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Retire to BTRS when 5 years old, transfer to WNRC
1 year later, and dispose 4 years thereafter.

Training and Evaluation Branch

1162, Evaluation File ~ Contains documents pertaining to

the evaluation of performance by foreign service personnel.
Folders contain end-user reports, field observation reports,
correspondence, and notes., Folders alphabetically maintained
by name of foreign officer.

Dispose 1 year after transfer or separation
of employee.

1163. Career Development File - Contains documents per=-
taining to the training and development of foreign service
career~-type personnel, File contains such records as
training course announcements and descriptions, reports on
career development, correspondence, and memos.

Move active papers forward and dispose of all
others when 3 years old.

1164, Incentive Awards File - Contains documents relating
to inducements and awards for improved or better than aver-
age performance by foreign service personnel. File contains
such records as descriptions of incentive systems and
awards, reports on awards systems, notifications of awards,
nominations for awards, and correspondence.

Move active papers forward and dispose of
all others when 3 years old.

1165. Branch Program File ~ Contains documents pertaining
to the general subject of training, testing and evaluating
foreign service personnel. File contains such items as
selection and testing of FSO candidates, Board of Examiners
(BEX) participation, candidate reviews, and reports on
training.

Move active papers forward and dispose of all
others when 3 years old.
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Re&nrces and Inspection Branch

1166. Foreign Service Inspection File - Contains data
relating to the inspection of Foreign Service posts.

File contains such items as briefing material for Foreign
Service Inspectors, administration of Department of Com-
merce participation in 1nspect10ns and Foreign Service
Inspection reports.

Dispose when superseded or obsolete.

1167. Resources = Overseas Commercial Staffing File -
Contains documents pertaining to manpower planning and
budgeting for international commercial activities. File
contains such items as reviews of overseas manpower allo-
cations, consultation with State Department on overseas
commercial position classifications, and briefing papers
and records on Commerce/State consultations.

Retire to BTRS when 3 years old and transfer to
WNRC 3 years later. Dispose when 10 years old.

1168. Foreign Service Economic/Commercial Reporting File ~
Contains data pertailning to the scheduling and appraisal of
commercial reporting from Foreign Service posts and the
guidance of commercial officials in the area of commercial
representation. File contains such items as reporting
schedules and requirements under the Combined Economic
Reporting Program (CERP), negotiations with State Depart-
ment on revisions of Volume 10 of Foreign Affairs Manual
(FAM), and application of compliance and appraisal require-
ments. File contains material of an administrative nature
which serves no purpose after it's updated,

Dispose when revised or superseded.

1169. Chronological File - Contains copies of all out~
going correspondence. File maintained in date order.

Dispose when 5 years old.
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'fficer Assignment Branch .

1170. Foreign Service Officer File - Contains data
relating to the recruitment, examination, and assignment
of Foreign Service Officers and Foreign Service Reserve
Officers. Folder maintained for each officer in the
Economic/Commercial cone of the Foreign Service and Com-
merce employees becoming Foreign Service Reservists,
Folders contain records pertaining to such subjects as
job assignment, qualification resume, position recruit-
ment, and job description. Folders filed alphabetically
by name of Officer.

Dispose upon the separation of employee from
Federal Service. :

1171. Chronological File ~ Contains copies of all out-
going correspondence. File maintained in date order.

Dispose when 5 years old.

1172. Branch Program File - Contains documents pertaining
to the general subjects of interest to the branch. File
contains such subjects as State/Commerce Exchange Program,
“Special FSR-5 Program, etc. Folders file alphabetically
by subject.

Move active papers forward and dispose of all
others at the end of each year.
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BUREAU OF EAST-WEST TRADE

The Bureau of East-West Trade exercises and performs all
the functions provided by the Export Administration Act
of 1969, the Equal Export Opportunity Act, and the Export
Administration Amendments of 1974. The Bureau issues
rules and regulations to carry out the above acts, signs
and issues subpoenas requiring persons or organizations
to appear and produce records relative to investigations
on exports, and takes any action necessary to achieve the
enforcement of export laws. The policies and programs of
the Bureau relate to the U.S.S.R., People's Republic of
China, Poland, Romania, Czechoslovakia, Hungary, Bulgaria,
Albania, German Democratic Republic, and countries with
similar economic/political structures. The Bureau is
made up of the Office of the Deputy Assistant Secretary,
the Office of East-West Trade Development, the Office of
East-West Country Affairs, the Office of East-West Policy
and Planning, and the Office of Export Administration.

Office of the Deputy Assistant Secretary

The Office of the Deputy Assistant Secretary is responsible
for determining the objective of the Bureau, formulating
Bureau policies and programs, and directing the execution
of programs. The Office of the Deputy Assistant Secretary
maintains very few records. Once acted upon, records are
returned to the action or operating groups.

1173. Bureau Program Subject File - Contains documents
relating to the management and operation of the Bureau's
program. Records in file pertain to such subjects as
Advisory Committee on East-West Trade, American Bar Associ-
ation, Bureau Budget, Commerce/State FSO Arrangements,
Monthly Activities, Murphy Commissions, and Legislation.
File maintained alphabetically by name of subject.

Move active papers forward, transfer all others to
BTRS, and dispose of all others 3 years thereafter.
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1174, Chronological File - Contains letters and memos
written by members of the staff. File maintained in date
order.

Dispose when 1 year old.

1175. Controlled Correspondence File - Contains CD-183
controlled correspondence. Responses to letters written
by Congressmen, high government officials, corporate
executives and the like, File maintained in date order.

Dispose when 2 years old.

1176. General Correspondence File -~ Contains letters to
the Bureau and responses by the staff. File maintained
in date order.

Dispose when 2 years old.

1177. 01d Workpaper File - Contains papers related to the
activities of prior Bureau members--Lazarus, Bowden, and
Coler. Papers are of a routine nature concerning a com=-
bination of Bureau program and administrative activities,
Papers pertain to such subjects as General Accounting
OfficeyAdvanced Business, Briefing Papers, Speeches, and
Trade Analysis. File is about 3/4 of a cubic foot in

size and is arranged alphabetically by subject.

Retire to BTRS and dispose 2 years thereafter.

OFFICE OF EXPORT ADMINISTRATION

The Office implements the Export Administration Act of
1969 which requires control of exports to the extent
necessary: (1) to protect the national security;

(2) to protect the domestic economy from excessive drain
of scarce commodities; and (3) to further the foreign
policy of the United States. The program is administered
by selective licensing of U.S. exports of strategic or
short supply commodities and exports to certain countries
in accordance with U.S. foreign policy interests.

About 75,000 license applications are received and pro-
cessed each year. A majority of these license applica-
tions apply to commodities unilaterally controlled by
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the U.S. A description of these items is published in
the Commodity Control List (CCL). Exports of other com-
modities under bilateral control are described on the
international (COCOM) list. 1In addition to processing
license applications, the Office handles a heavy volume
of analytical work devoted to the review of U.S. unilat-
eral controls, the biennial review of international
(COCOM) controls, and to considerations of requests

for exceptions to the COCOM embargo.

With the cooperation of the Bureau of Customs, the Office
enforces the law through compliance work in the area of
export clearance.

Effective January 2, 1972 a single official file station
was established for all organizational elements of the
Office of Export Administration. The Program Services

and Processing Branch, Operations Division was made respon-
sible for the maintenance of the files at this station, and
all units of OEA, except Policy Planning Division, were
instructed to forward record copies (yellow tissue)
attached. to the incoming item to the station (hereafter
referred to as the OEA File).

At present the Office of Export Administration consists
of the following divisions in addition to the Office of
the Director: :

o Policy Planning Division,

o Compliance Division,

o Scientific and Electronic Equipment Division,

o Technical Data Division,

o Operations Division, and

o Capital Goods and Production Materials
Division

Most divisions are subdivided into branches. However,
the branches are not shown in this schedule for some
divisions, especially those engaged in reviewing license
applications, because the only difference between the
records of one from the other branch is that they cover
different commodities. To repeat the items just to pin-
point the commodities covered would result in needless
repetition.
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Office of the Director

1178. Major Company Files - These contain incoming and
outgoing correspondencce pertaining to requests for review
and adjustment of decisions on export control matters
imposed on the company by the Bureau. Much of the corre-
spondence confirms the approval of the companies’ requests
to export specified controlled materials in a specified
manner and time period. Also included are complaints
from companies asking that a decision which they consider
unjust be set-aside. Many of the papers contain requests
from the companies for an interpretation of decision and/or
procedures. A good part of the correspondence from the
companies merely requests that their respective cases be
expedited. Documentation of matters having any long term
significance is found in the Compliance Division.

Start a new file every 3 years, retire to BTRS
1 year later and transfer to WNRC 1 year later.
Dispose when 10 years old.

1179. Small Companies File - This contains incoming and
outgoing correspondence from small companies on essen-
tially the same subject matter as found in the Major Com-
any File, described above, except that the correspond-
ence is with small firms. The reason for keeping small
company correspondence scparate from that of major
companies is that the larger firms generally have well
established export staffs and in some cases fully utilize
available procedures in the conduct of a continuous export
trade. The small firms most generally engage in only
sporadic export transactions. The record copies of all
long term documentation found in this file are maintained
in the Compliance Division,

Start a new file every 3 years, retire to BTRS
1 year later. Dispose when 10 years old.

1180. Commodities File - This contains primarily memo-
randums and other internal communications pertaining to
the export trade status of sensitive commodities under
consideration for inclusion on the Commodity Control List,
commodities in short supply, and strategic materials.

Start a new file every 3 years, retire to BTRS
1 year later. Dispose when 10 years old.
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1181. Congressional Correspondence File - This contains
mostly hot copies of replies to letters from Congressmen
and other VIPs. However, hot copies of some incoming
items are included. Coples of all Congressional corre-
spondence are maintained in the Office of Congressional
Relations, Office of the Secretary, long enough to meet
all admlnlstratlve legal and historical needs.

Dispose when 5 years old.

1182. Other Government Agencies and Divisions Correspond-
ence File - This contains communications with other govern-
ment agencies and with the various subdivisions of the
Office of Export Administration developed by the Director
on emerging export control matters, application of existing
legislation and regulations (extension of the Export Admin-
istration Act of 1969), and similar matters under consider-
ation by top level authority.

The Director's memorandums to the Divisions provide guid-
ance on changes of procedures, interpretations of law or
regulations and on special situations surrounding the
export of certain commodities. Includes copies of some
Operating Committee, ACEP, papers which are maintained
long enough to meet all requirements in the ACEP files.

Start a new file every 3 years, retire to BTRS
1 year later, transfer to WNRC 1 year later.
Dispose when 25 years old.

1183. General Correspondence Subject File - This contains
incoming and outgoilng correspondence with other government
officials, and internal organizational units, having
general applicability to export control operations and
explanations of proposed and existing export control
activities. Notable subject headings appearing in the
file include compliance cases delayed, extension of Act,
foreign service airgrams, East-West Trade Hearings,
publicity, quarterly reports and technological gaps.

Start a new file every 3 years, transfer to BTRS
1 year later, transfer to WNRC 1 year later.
Dispose when 10 years old.

1184, Country File - Documentation of the export control
policy by country with associated papers concerning com=-
modities under consideration for inclusion on Commodit
Control List and the improvement of existing controls.
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Start a new file every 3 years, retire to BTRS
1 year later, transfer to WNRC 1 year later.
Dispose when 10 years old.

Executive Secretary, Advisory Committee on Export
Policy (ACEP)/Chairman, Operating Committee (0OC)

Pursuant to the provisions of the Export Administration
Act of 1969, the President by Executive Order No. 11533,
dated June 4, 1970, delegated authority to administer
export controls to the Secretary of Commerce. The Act
requires Commerce, in administering the law, to ''seek
information and advice from the several executive depart-
ments and independent agencies concerned with aspects of
our domestic and foreign policies and operations having
an important bearing on exports."

The same Executive Order established the Export Administra-
tion Review Board (EARB) (formerly Export Administration
Control Board (EACB) to assist the Secretary of Commerce

in obtaining the highest level consideration of export
control policies and determinations, when disagreement
exists among the departments chiefly concerned with
advising the .Department of Commerce in its administra-

tion of the Export Administration Act.

EARB is composed of the Secretary of Commerce, Chairman,
and the Secretaries of State and Defense. Heads of other
departments and agencies are invited to participate in
matters of concern to them. Generally, EARB meets only
to consider and resolve export control matters on which
the ACEP has failed to agree.

This Executive Order also established ACEP, an orderly and
proper means of effectuating requirements of the Act, when
members of the OC are in disagreement. The ACEP is com~-
posed of Commerce's Assistant Secretary for Domestic and
International Business, Chairman, and officials of Assist-
ant Secretary-level from State, Defense, Treasury, Agri-
culture, Interior, Transportation Departments, and from
AEC, NASA, OEP and CIA.

The Operating Committee (0OC) is a subcommittee of ACEP.
Its members are senior career-level officials of the same
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departments and agencies represented in ACEP. The
Chairman is a Commerce employce, It meets weekly or

‘ more often to resolve some 250-300 export policy ques-
tions or problem cases per year, which are documented
by an OC document, numbered and dated and described
fully.

The files described below are those of the Executive
Secretary, ACEP or Chairman of the OC,

1185. Case Files =~ Contains recommendations for granting
or denying export licenses on strategic or short supply
grounds. Each request for a license contains the 0OC docu-
ment, correspondence, minutes of interagency meetings, and
information about the end use and user. The cases are
filed by category of commodity or technology and numeri-

cally within the category. AV?“&Z;%u%uowc4£é7,
e.
"f‘u&' Permanent. Retire to BTRS when 5 years old and
Vﬁ>? Y4 transfer to WNRC 1 year later. 4. shpns

1186. Country Files =~ Contains miscellaneous information,
such as policy guidelines, airgrams, newspaper clippings,

correspondence, on a given country in export matters (Not

pertinent to a specific case).

The papers are arranged alphabetically by names of
’ foreign countries.

. .
N, 20 Permanent. Retire to BTRS when 5 years old
ULD’ 6 and transfer to WNRC 1 year 1ater.éﬁ44%/¥%ﬂﬁhkf
5//‘/4 20 Jlars s AL
1187. ACEP ard EARB - Documentation on each case where
the OC or the ACEP fails to reach a unanimous decision.
Recently, disputed cases have been sent directly to the
White House when department Secretaries do not agree and
an EARB meeting would not resolve the case. These deci-
sions are placed in the appropriate case file./aéx%ﬂy
vimenietly,
) Permanent. Retire to BTRS when 5 years old
_ /Vé‘é' and transfer to WNRC 1 year later.iﬁfééawé Gl
Jj()// ér‘b‘ W?%tww LA pyrzy
4WJ¢ 1188. COCOM « Airgrams, correspondence, relating to posi-
G tions by the Coordinating Committee on export controls by
and among COCOM members. (COCOM files are limited as this
is not a function of the Office. These are information
copies kept for convenience.)
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Dispose when they have served their purpose.
1189. Registers =~ These are comprised of:

(a) Loose-leaf binder containing one processed
copy of each ACEP Policy Determination,

(b) Summaries of OC meetings,

¢,A (c) List of all OC documents, date, subject,
(¢ related License or Policy Determination,
b and the file designation, and

(d) List of all License Determinations issued
and related OC documents, and the file
designation.

Permanent. Retire to BTRS when 2 yeays pld a
transfer to WNRC 1 year later.,94&%/¢5A420fﬁ;%1“'
20 Cgphra oL

+ 1190. Adiinistrative Subiject File - This contains con~

venience office copies of housekeeping papers on such
matters as budget, management surveys, personnel,
safety, security, training, travel and the like.

Dispose when 2 years old.

1191. Chronological Files - This is a copy of all out-
going items prepared in the Office arranged chronologically.

Dispose when 1 year old.

Deputy Director

1192, Export Control Subject File - Documentation gener=-
ated or received by the Deputy Director pertaining to the
activities and decisions of oiher government agencies and
the Department having an impa. - on the policies, proce-
dures and operations of the O: :ce of Export Administration.
The file contains copies of ini¢rnal memorandums and

supporting papers on such subjccts as administrative
review of export license applications and appeals, Ampex
Corporation, Commodity Control List Revisions, Cuban

Assets Control, Extension of Export Control Act,

AN
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facilitation ram, Foreign Service Offglers Commercial
Training Cours® Freedom of Information AT, Nickel,
Petroleum and Petro-Chemical Study, Rumanian Policy and
the like. Also included are copies of memorandums from
the various divisions of the Office. Memorandums and
supporting papers concerning President Nixon's Economic
Policy are also in the file.

Start a new file every 5 years, retire to BTRS
1 year later, and transfer to WNRC 2 years
later. Dispose when 15 years old.

1193, Administrative Subject File - This contains office
copies ot housekeeping papers on such matters as budget,
job applications, job classifications and other personnel
actions, requisitions for supplies and services, security,
travel and the like.

a. Personnel Papers - Dispose upon separation
of subject employee,

b. All Other Papers =~ Dispose when 2 years old.

1194. Training File - This is a control file on employees
approved for training and of the training available to the
staff. The first part of the file is composed of cases by
employee's name which contain a copy of the Applicant's
Career Plan and/or a brief record of the training for
which he was approved.

The second part contains an Annual Training Needs Survey
for Fiscal Year 197_ Applications for Job Related Training
with supporting brochures and other material on the
training involved. Also included are copies of orders,
procedures and promotional material on in-service and
outside training courses available to the staff. Record
copies of these papers are maintained in the Official
Personnel Folder or in the Personnel Division of DIBA,

a. Control Records of Employee - Dispose upon
separation of subject employee.

b. All Other Papers - Dispose when superseded or
when they have served their purpose.
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Policy Planning Division

The Division develops recommendations for export control
policies to be followed for specific countries and spe-
cific commodities, and analyzes and recommends disposi=-
tion of license applications which present particular
policy or security problems. Specific functions include:

o initiation, coordination, and evaluation of
technical task group reports by commodity
divisions in order to establish the appropriate
level of control over specific commodities, not
only as it relates to U.S. controls but also the
international list;

o recommending export control policies for specific
countries;

o reviews and recommends licensing actions on appli-
cations to export U.S. goods to Eastern Europe, and

o representing the Office of Export Control on the
interagency committees that advise the Secretary
of Commerce on export control policies.

The. Divicion fcrwards to the OEA File record copies of

all communications going outside the bureau. In addition,
the Division receives a significant volume of papers gener-
ated by other agencies that do not reach the OEA File, even
though they contribute to export control policies, regu-
lations, etc. Likewise, record copies of many internal
communications are not sent to the OEA File.

1195. Policy Planning Subject File -~ This contains docu-
mentation gererated by the Director in the course of
directing the activities of the Division and coordinating
them with those of other elements of the Department and
of other government agencies having a primary interest

in export control. More specifically, the subject file
contains ACEP Policy Determinations, Appeals, O0C memo-
randa and information on the foreign policy and economic
conditions of various foreign countries that has a
bearing on the export control policies and plans of the
U.S. Copies of papers generated by various interagency
committees and other bodies pertaining to policy and
procedural matters are also included in:the file.

Jan 76

388 -



- et

A copy of most of the outgoing papers generated at the
branch level 1is maintained in this file as well as
the Director's chronological file.

A copy of all outgoing items with the incoming item, if
any, are forwarded to the OEA official file station main-
tained in the Operations Division. However, this file
contains a considerable volume of papers con erning
export control policy and planning that are not dupli-

' cated in the OFA File,

Permanent. Start a new file every 10 years,
retire to BTRS 2 years la&or, anquf;ansfer to
WNRC 1 year later,

1196. Post Airgram and Telegram File - These are copies
of incoming and outgoilng messages to and from the U.S.
Missions, OECD Abroad, pertaining to export control
policies and problems and to clearance under or excep-
tions to COCOM regulations for the export of specific
commodities to foreign consignees and similar matters.

Most of these airgrams and telegrams pertain to transac-
tions that are handled under procedures that have been
established and undergone at least a short test period.
However, the pattern is often broken by the introduction
of new factors surfaced by changes in foreign policy or
economic conditions in the ccuniry involved. These
precedential messages are easily segregated from the
more routine ones by export control authorities.

a._Precedential or Historical Messages - Permanent,
Segregate and file separately. Retire to BTRS

when no longer needed for current busingss
and, transfer to WNRC 1 year later. /%#ffl’féﬂjhez
L 20 Ytars 04, '
b. All Otherg - Dispose when 3 years old.

(Operating Committee Records)

The Committee is the authority of first resort for resolu-
tion of export control problems. Cases that are not
finally decided by the Committee are referred to the

ACEP for further consideration at a higher level.

Jan 76

389



1197. OperatiIQCommittee Subject File -’aese are the

papers of the representative of the Department of Com-

merce on the interdepartmental Operating Committee (OC)

. on export control. Licensing Officers refer all cases
involving unresolved problems on the export of specific

controlled or embargoed commodities to the Policy Planning

Division which in turn may decide the matter, or refer

it to the Director, OFA, or to the Operating Committee

for decision. If they are referred to the Operating

Committee, they become a part of the subject file.

The file contains messages from U.S. Missions, with the
OC document stating the recommendations of the Commerce
or other concerned committee members to the Committee
Chairman. Also included are copies of the summary for
the meeting and of the recommendations of the Committee
which may include a final decision on the matter or
referral to ACEP, If OC resolves the matter, the bureau
determination is processed and distributed to all govern-
ment agencies concerned and to the Licensing Division for
implementation. If the case goes to ACLEP a copy of the
Policy Determination made by the body is included.

The file is arranged alphabetically by categories of
commodities, thereunder alphabetically by country.

) c. b
¢7>4,2%/VE” Permanent. Start a new file every 10 years, retire
e 4 ¢ to BIRS 2 years later, and transfer to WNRC 1 year
. € later. xAfeeo WW‘L&/M L4 .

1198. Approved Recommendations -~ This is a set of
approved recommendations on policy or license determina-
tions prepared by the Operating Committee, The papers
are arranged chronologically and there is a copy of each
of them in the appropriate subject file which is ear-
marked for indefinite retention.

Dispose when 3 years old.

1199. Operating Committee Agenda and Minutes of Meetings -
This contalins record copies of the agenda and minutes of
meetings of the Operating Committee which summayize the

deliberations and findings of the Committee. cznged
Cornm e,
Permanent. Retire to BTRS in consignments, covering

/, Z a S-year iod h 1
A ) period, when no longer needed for curren
/197‘29/@L6 business, transfer to WNRC 2 years 1ater./44éQ~r¢§
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1200. Policy Determinations File -~ This contains a copy
of each ACEP Policy Determination with supporting papers.
With a few exceptions, these papers are duplicated in the
Operating Committee Subject File and in the files main-
tainedbby the ACEP.

Dispose when 5 years old.

1201. Subject File Commodity Index - This is a (4x6) card
file arranged alphabetically by the names of commodities
referenced to the commodity classification and country

in the subject file.

Y= /% Permanent, Start a new file every 1
y 10 years,
L i retire to BTRS 2 years later, and transfer to
(59‘/’ WNRC 1 year later. <ifec J«MMZQ tuiy +Ed
1202, Subject File Country Index - This is a (4x6) card
index to the subject file showing the name of the commo-
dity exported and the commodity classification under which
it 1s filed in the subject file.
V7j<7 él:b. Permanent. Start a new file every 10 years,
T retire to BTRS 2 years 1ater and transfer _eo..
e~ to WNRC 1 year later,. ¢¢gu~ vu{%eﬂ*v'

[/-{9'/ gé. 4

(et

em/>

1203. Operating Committee Document Master File ~ This
contains a processed copy of the OC document 1ssued with
a draft of it and any pertinent supporting documents
such as commodity technical reports.

Each document is assigned a serial number and they are
filed numerically.

Permanent. Retire to BTRS when 5 years ?,ﬁ
and transfer to WNRC 2 years later‘¢4/
sl D0 ppare LA .
1204. Policy Determination Master Files - This is a
record copy of each policy determination issued with a
copy of the final draft and supporting papers, if any,
filed numerically.

Permanent. Transfer to BTRS when 5 years old

‘/@J/z &..l, and transfer to WNRC 2 years later. ‘//W ,JM

///ﬂ'}//é‘u\'

“ZZZ;Z&£¢44L€d4
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1205. License Determinations Master File - This is a
record set of License Determinations as issued with a
draft and support papers, if any,attached. They are
filed numerically.

Permanent. Transfer to WNRC when 5 years OEEWV
and transfer to WNRC 2 years later.
pRine 20 G pane LA,
1206. Operatidg Committee Document Log ~ This is a reg-
ister showing/the number issued each OC Document, the
subject and date of it, the date on which the document
was considered by the Committee, and the number of the
policy or license determination issued based on the OC
Document.

Permanent. Retire to BTRS when no longer needed

o
é@9>¢§l@€§2‘ for current business and transfer to WNRC when a

/D

large enough voAyme of the registers has accumu-
lated. l// Al 20U HCL

1207. Policy Determinations Log¢- This is a register of
Policy Determinations issued showing the number of the
document, subject, and the related OC Document number.

vy “Permanent. Retire to BTRS when no longer needed

for current business and transfer to WNRC when a
large enough volume of EEe registers hags accumu-
1at§d. rqd/iv@ yars 2g& M/wr%&.

1208. License Determinations Log - This is a register
of each License Determination issued showing its number,
subject, and the number of the related OC Document.

Permanent. Retire to BTRS when no longer needed

L ;ﬂﬁ/ for current bu51ness and transfer to WNRC when a
Vs

5 / %:igg enou0h Ayé of %E ;ﬁi;fters has accumu-

East-West Trade Branch

1209. Operating Committee Documents File -~ These are col-
lected copies of Operating Committee Documents used for
reference purposes in reviewing export problems from a
policy point of view and involving export of specific
commodities to Eastern Europe.
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Dispose ot individual documents or contents of
file folders when no longer needed for current
business.

1210. 1Index to Operating Committee Documents File -
This is a (3x5) card index by Operating Committee Docu-
ment number referenced to the subject-numeric file where
the document is located.

Dispose of individual cards when no longer
needed for current business.

1211. Eastern Europe Policy Review Case Files - These are
cases that have been referred to the Branch for review and
resolution of export problems by the Licensing Divisions.
The cases contain a referral to Policy Planning Division
prepared by the Licensing Officer, a chronological record
of the application for an export license, and a copy of

the application correspondence and other supporting papers,
such as airgrams and telegrams from American Embassies.

In some cases the Branch recommends the issuance of a
license and from there forward the papers are

processed in the usual manner. In others, the Branch
prepares a draft OC Document which is considered by the
Operating Committee and may later result in the issuance
of either a Policy Determination or a License Determina-
tion or referred tec higher authority until the matter is
resolved. When a final determination has been made the
cases are returned to the Licensing Division concerned
and the papers generated during the review are made a part
of the application file,.

Forward cases upon completion of review to the
appropriate licensing division for further action
and processing.

1212. Case Review Control - This is a (3x5) card control
of all applications or cases received for review., They
show case number, name of applicant, value, licensing
officer, and action taken. This control is maintained
for a limited period of time as a precedent index.

Dispose of individual cards when 3 years old.
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1213. Reports‘ile -~ These are copies of*tivity and
production reports prepared by East-West Trade Branch.
They show the number of cases reviewed, number of appli-
cations in process for four weeks or longer in OEA, and
other work assigned to the Branch. These reports are
submitted to the Director of OEA and they have only a
transitory value for making intra~office management and
work assignment decisions.

Dispose when 2 years old.

1214, Program Officers Technical Information File =
These are copies of COCOM, OC, ACEP, and other documents
generated or collected by the Program Officers in the
process of reviewing problem applications. Also included
are copies of laws, regulations, OEA determinations and
other papers containing export control information to
which the Program Officer must refer to in his daily work.

Record copies of these papers are retained elsewhere long
enough to meet all needs.

Dispose of individual documents or contents of

file folders when superseded or no longer needed
for current business.

Strategic Rating Branch

1215. International List Commodity File ~ This contains
papers relating to a commodity on the International Lists
including Technical Task Group Reports, Intelligence
Analyses, COCOM Documents, Working Group I Documents and
Commerce internal clearances.

The U.S. position on the embargo status of a given commo-
dity is set forth in the COCOM Document. Supporting papers
contain the technical information and the position of the
Department of Commerce. The documents are transferred
when the commodity is removed from the International List
to a separate file,

The non~IL files are filed according to commodity cate-
gories established by the Bureau of the Census. O0C Docu-
ments are prepared on commodities removed from the IL
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recommending appropriate changes in the U.S5. level
of control of the subject commodity.

Dispose of closed commodity files 5 years after
the commodity has been dropped from the Inter-
national List.

1216, Strategic Commodity Policy and Procedures File -~
This contains COCOM, Economic Defense Advisory Committee
(EDAC), and other papers pertaining to special area and
overall problems, such as administrative notes, temporary
exports, special Polish policy and technical data con-
trols and other policy and procedural matters.

This is a long term worktool used to keep the professional
staff currently informed with the latest information pez-

talnl £u499€gﬁw gulaLlons and procedures. ,gGtaged

el
ViD? 53 - ermanent. Retire to BTRS when no longer needed

o'z

el for current business and transfer to WNRC 2 years

1ater.W MWZO J oAt sl

1217. COCOM List Review File =~ Copies of the papers con-
taining policy discussions and U.S. objectives behind
each review of the International List by COCOM. Also
included are the reasons for tihe position taken by the

Vf)/izbdi Permanent. Retire to BTRS when no longer needed
I rd

gﬂ,/u

élD’ ! later, %—»/—f(u/

for current business and transfer to WNRC 2 years
/\f ZD-C’—MI‘C—JK

1218, U.S. Exception Cases to COCOM - These are U.S.
applications to export 1tems on the International List
which are reviewed and submitted to COCOM tor clcarance.

Retire to BTRS when 5 years old, transfer to WNRC
1 year later. Dispose when 10 years old.

1219. Foreign Exception Cases to COCOM -~ These are non-
U.S. applications to export items on the International
List which are reviewed to determine Commerce and U.S.
positions.

Retire to BTRS when 5 years old and transfer to
WNRC 1 year later. Dispose when 10 years old.
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1220. Commodity Control List Review - These are the back-
ground papers generated 1n the process of continuous
review of the Department of Commerce level of control

over exports. The level of control for all commodities
which are not on the International List is established in
an OC Document as a result of the review.

Dispose when 5 years old.

1221. COCOM Statistical Documents File - These are copies
of statistical reports showing the number and type of
licenses issued by COCOM Countries. They are arranged
alphabetically by country. Record copies are among

COCOM Documents in the Department of State.

Dispose when 5 years old.

1222, Administrative Subject File - This contains office
copies of housekeeping papers on matters such as budget,
personnel actions, travel, activity reports, copies of
Comprehensive Export Schedule Bulletins, Commodity Con-
trol List and working copies cf other authoritative
issuances.

Dispose of individual documents or contents of

file folders when 5 years old.
1223, Chronoliogical Files - This is a copy of each out-
going item prepared in the Branch. Copies of these
papers, of any importance, are filed in the appropriate
case file,

Dispose when 1 year old.

Special Area Program Branch

1224, Country Control Case Files - These contain copies
of papers generated and collected in the Branch in an
effort to establish what controls foreign countries
belonging to COCOM have on their strategic materials and
to develop and reach agreements with other free-world
countries for the purpose of preventing transshipment

by these countries of commodities of U.S. origin to
Soviet Bloc and other restricted countries.ﬁééwﬁ%?‘“{

Carc . Avntde .
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Special programs based on foreign policy reasons for cer-
tain identified countries are also documented in the case
files, e.g., Southern Rhodesia, Middle East, South Africa,
. Portugal, and East Africa territories. Similarly, the
case files contain basic nuclear nonproliferation policies
and programs relating to the export of materials suitable
for use in connection with nuclear weapons development.

,\,7j§76‘4' Permanent. Retire to BTRS when no longer needed

é"u«' for current bu igsss and transfer to WNRC 2 years

1225. Administrative Subject File - These are office
copies of housekeeping papers on such things as arrange-
ments for meetings, time and attendance reports, trans-
portation and travel activity reports and chronological
files,

Dispose when 2 years old.

1226. Nuclear Related Program Commodity File - Documen-
tation of the examination of applications to export
nuclear related commodities and/or commodities destined
to nuclear establishments. Analyses of applications for
commodities that are important for use in development of
nuclear weapons to assure that export is in accordance
with U.S. policy objectives. Papers pertaining to the
jmplementation of U.S. pregrams in the ficlds of nuclear

' weapons development, communications, aircraft and mari-
time nuclear propulsion are also included.

1/'(), //J/é’é PermanenL Retire to BTRS when no longer needed for
25~1~ current %m}ness nd transfer to WNRC 2 years later,
E 1227.

LAy AL
Afrlcan Profile Projeft Case File - This contains
information of any kind that might be helpful in estab-
lishing the trade characteristics of each African country
to be used as a profile in establishing export control
programs for those countries.

Permanent. Retire to BTRS when no longer needed
L/f) /éjﬁ for current buizglvf and transfer to WNRC 2 years
Mﬂ-

later. /;fauufazi
W’
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1228. China Sjggcial Trade File ~ This is’ocumentation
of all aspects of the development of an emerging trade
program with the People's Republic of China including

the implementation of controls insofar as they have been
established. The file also contains diplomatic, intelli-
gence, and other related information needed to establish
the trade patterns of China and identify areas offering
best opportunities for trade. The file also contains, for

historical purposes, case summaries of all U.S, transac- :

tio;;axigh the People's Republic of China./¢éérzkﬁquL/¢%%

Permanent. Retire to BTRS when no longer needed
for current bus'?jss and transfer to WNRC 2 years

later. ALK s e za/m <l A

1229, Technjcal Information Files - These contain copies
of papers gencrated or collected by the Program Officers
including COCOM Documents, copies of export regulations of
foreign countries or of the U.S., pertinent State Depart~
ment issuances, reports of Foreign Service Officers, and
technical reports on specific commodities. Record copies
of these papers are maintained in files elsewhere for a
long enough period to serve all purposes.

Dispose of individual documents of the contents
of file folders when they have served their purpose.

1230. COCOM Subcommittce cn Export Control File - The
Subcommittee meets annually and the representatives of
participating countries share their pro and con export
control experience. This is an historical file docu-
menting arrangements for the meeting, agenda, instruc-
tions to U.S. Representatives, minutes of meetings, sub-
committee discussions and any COCOM authoritative issuances
flowing from the meeting.

Following the Subcommittee meeting, the Economic Defense
Officers meet to share experience, and to be briefed on
developments and detemninations, made at the COCOM Sub-
committee meeting.,@éﬁi¢u@;ac %é} JLaA

4 Permanent. Retire to BTRS when 10 years old 29d
/7941 o Eﬁ;ﬁifif to WNRC when 12 years old. fr4 i ~#%*
ﬁJ* 69 20 Ylurrs KJ&(: ) .
A 1231. Foreign Country Profile Case Files ~ These contain

general background information and specific transaction
data pertaining to Free-World countries, e.g., Latin=~
America, Western Europe, and the Middle East.

Jan 76

398



The file constitutes a worktool for preparation of
special areas export control programs and the informa-
tion in it is essentially duplicated by the official
documentation created by the Branch.

Dispose of individual documents of the contents
of file folders when no longer needed for current
business.,

1232. Import Certificate/Delivery Verification File -
This contains correspondence, telegrams, airgrams, and
other papers pertaining to import certificates issued by
foreign countries and verification of delivery of commo-
dities of U.S. origin. Documentation is also included
pertaining to the IC/DV and control procedures of foreign
countries. The file is used to monitor the practices of
foreign countries for use in keeping the U.S. currently
informed of foreign practices in this area.

The same type of papers are maintained on import certifi-
cates issued by the U.S. as a part of the file.

Dispose of individual documents or contents
of file folders when 10 years old.

Compliance Division

The Division directs the enforcement of export controls.
Its functions include:

o development of intelligence information regarding
areas of possible export control violations;

o investigation of actual - and suspected violations;
and

o preparation of cases on proven violations for
referral to the Hearing Commissioner wvia the
Office of General Counsel.

Teams of export control inspectors assisted by customs
personnel make unscheduled ''saturation'" examinations of

shipments at selected points of exit for enforcement pur-
poses.
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The Division develops and administers a program to insure
maximum compliance with the export control regulations
and at the same time having a minimum impact on normal
trade practices; coordinates and directs facilitation
activities to reduce paperwork and expedite the movement
of cargo; encourages exporters to take advantage of sim-
plified export clearance procedures; reviews export
declarations and conducts other activities to assure that
simplified procedures operate efficiently and effectively;
works with the Bureau of Customs and the U.S. Postal Serv-
ice in developing, evaluating and adjusting the export
control responsibilities of those agencies; works with

the Bureau of the Census, Department of Transportation

and other governmment and private organizations in connec-
tion with facilitation matters; and studies and evaluates
changing industry techniques, such as containerization,

to assure that compliance methods are kept up to date.

The Division is comprised of the Office of the Director,
Investigations Branch, Intelligence Branch, Facilitation
Branch, and the New York Field Office.

An official file station in the Office of the Director
serves all elements of the Division located at head-
quarters. The records cannot be divided by branches
since they are filed by a numeric-subject arrangement.
For the most part, rccords at the New York Office are
filed according to the numeric-subject scheme used in
the Washington Office, and their content parallels the
content of those found in Washington.

1233, Consolidated Compliance Subject File - This is a
consolidated file which contains both the usual variety
of administrative (housekeeping) papers and program
operations papers arranged by a numeric-subject system.
The two categories of papers found in the file may be
more specifically identified by the listing of a few of
the file designations below:

A. Administrative Files

File No. Subjeét Heading
2-1 General Administrative Files
2~1-A Service, Supplies & Equipment
2-1A-2 Space
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A. Administrative Files (Continued)

. File No. Subject Heading
2-1-159 Performance Rating Program
2-22 : Catalogs (correspondence)
2-23 Budget

The file folders containing housekeeping papers are con-
sistently identified as such by members of the staff with
only inconsequential deviations from the norm.

B. Program Operations Files

File No. Subject Heading

2-0-76 Retirement of Files

2-1-190 Indoctrination of Agents in
Compliance Division

2-1-98 Interagency Meetings

2-1-98-E-1 Interagency Meetings (Depart-
ment of Transportation)

2-1-98-E-2 ICACO Facilitation Sessions

2-14 Specific Request for Informa-
tion

The Administrative Files can be easily identified and
‘ segregated from Program Operations Files.

a. Administrative Files - Dispose when 2 years old.

Mtpg’/‘éﬁlgz' b, Program Operations Files - Permanent. Retire

-~ to BTRS when no longer needed for current bus ,kM!
G@J”’ ] ¢ F Egﬁﬁ and transfer to WNRC 1 year later. /4%»44

1234, Administrdtive and Investlgatlve Indexes - This 1is
a (3x5) card index on which the names of all parties of
interest that appear in incoming items are typed with a
reference (numerical) to the file where the paper is
located.

The cards are filed alphabetically.

/C-A Permanent. Retire to BTRS when no longer needed

vib- ' for current business and transfer to WNRC 5 years
p Z/w‘ later \&I‘f /\f’g\w 20 WI"&L
U v/ /
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1235, Foreign Service Index - This is a (3x5) card
index showilng the name of the person or firm under
investigation, the name of the specialist to whom the
document was referred for action, and the file number.
This index is really a work control device to locate
documents while in process. It is also used to locate
files when the requestor has little or no information
concerning the case in which he is interested, except

a geographical location and/or the name of the Investi-
gator that handled the matter.

and, transfer to WNRC 5 years later,

U*/(AN*-‘?/@ Zarna L,
1236. Applicatjbn for Export Licenses Index - This is a
(3x5) card inde¢x of applications for export licenses
received by the Compliance Division for review. The
cards are arranged numerically by application numbers
and show the date the application was received, review
actions taken, and date of referral to sender, or to
some other office. The cards for completed cases are
withdrawn from the active file and maintained separately.

&ﬂ/: Permanent. Retire to BTRS every 2 years Ly S5
[

Dispose of inactive cards when 3 years old.

1237. Index of Export Information Service Reports - This
is a (3x5) card index showing the CIA and DIA report num-
bers, date, security classification, subject, and the
Investigator to whom the report was referred.

Dispose when 3 years old.

1238. 1Index of FBI Reports - This is a (5x8) card index
showing date of report, subject (usually an individual
or a firm's name), office of origin, date and file num-
ber. Withdraw cards from active file and file sepa-
rately when the subject report is destroyed.

Dispose of inactive cards 2 years after
destruction of the documents.

1239, Closed Investigative Case Files - These are case
files containing papers compiled by the Compliance Divi-
sion in the process of collecting evidence on suspected
or alleged violations of export controls. Each case
concerned a violation or violations of Export Control
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Regulations an®™ has been completed and cl@ed. Included
is material relating to Denial Orders, letters of charges,
warning letters, referrals to the Department of Justice,
indictments, convictions, fines, returned without action
notices, and tranccripts of the Hearing Commissioner's

or court proccedings, More specifically, investigative
cases include the following types.

Unlicensed Shipment Cases

Untimely Filing of Shipper's Export Declarations
Violations of Suspension Orders
Transshipments

Transshipments through Canada
Trafficking in Licenses
Misrepresentations

Technical Data Investigations
Fragrant Disregard of Export Controls
Alteration of Documents

Unethical Practices

Prelicensing and Postshipment Checks

.

H R T D A0 T D

The cases are closed when all actions have been taken and
the appropriate sanctions, if indicated, have been imposed.

)

Permanent. Retire closed cases to BTRS at the

- ’oC“ ' end of every 3rd year and, transfer to WNRC

5 years later. LAAwn A$4ﬂ4 khim*/czé;ﬁﬁubwﬂdH&Ll

1240, Compliance Division Statistical Reports =~ An
action sheet is prepared for each action taken on a
case handled during the period at the end of each month.
These sheets show the case number, type of violation,
the action taken, dollar value, country, and the com-
modities involved. Also shown is the penalty, if any,
imposed. From these sheets, statistics are drawn to
produce a monthly statistical report which shows the
case load handled and other statistical information
used to plan and direct the Division's activities.

An annual statistical report is compiled from the monthly
reports. The data appearing in the annual compilation
are broken down on the basis of both the calendar and
fiscal year.

Data from the monthly and annual reports are used to
prepare a budget submission showing the Compliance Divi-
sion's investigative workload and other special reports.
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a., Action Sheets - Retire to BTRS when 2 years
' old and transfer to WNRC 1 year later. Dis-
/ pose when 10 years old.

Monthly, Quarterly, Annual, Budget and Other
/////Spec1al Reports =~ Permanent. Retire to BTRS
when no longer needed for current business,
/ﬁ/ transfer to WNRC 5 years later. <Ak« X2
2 Ly lara g AA
1241, Facilitatioﬂz File - This contains copies of
Shipper's Export Declarations selected from those in
the custody of the Bureau of the Census.

The declarations are selected by developing a profile of
export control violators from intelligence and directing
the computer to scan all stored export data and report
out declarations fitting the profile to an appropriate
degree.

The criteria for selection of these declarations vary
from time to time. All declarations and related papers
which contain concrete evidence of an export violation
are withdrawn and become a part of an investigative case
file,

a. Copies from Census - Dispose when 2 years old.

’ b. All Others ~ Dispose when 1 year old.

New York Office

The New York Office is an extension of the Washington
Office and with some exceptions it creates and maintains
files in the same manner covering the same subject areas
as the Washington Office.

1242, Consolidated Compliance Subject File - This con-
tains the same type of papers arranged according to the
same type of subject-numeric system as found in Washington.
The papers are categorically separable and identifiable

by the listing of a few of the file designations as

shown below:
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A. Administrative Files

. File No. Subject Heading
2-1 General Administration Files
2-1-A Service, Supplies & Equipment
2-1A-2 Space
2-1-159 Per formance Rating Program
2-14 Specific Request for Information
2=22 Catalogs (correspondence)
2-23 Budget

For purposes of disposition, this category of papers is
easily identified and segregated on a folder by folder
basis from the remainder for the papers in the file.

B. Program Operations Files

File No. Subject Heading

2-0-76 Retirement of Files

2-1-A-1 Wire Tapping

2-1-190 Indoctrination of Agents in
Compliance Division

2-1-98 Interagency Meetings

2-1-98-E~-1 Interagency Meetings (Depart-
ment of Transportation)

. 2-1-98-E=-2 ICACO Facilitation Sessions

This category of papers has long term significance since
they document export control compliance policies and
procedures.

/ C'/ a, Administrative Files - Dispose when 2 years old.

‘//&// -Z v .
- b. Program Operations Files - Permanent., Transfer
4WV2 4 nad ~— to the Federal Records Center when no longer
- needed for current business./v;(./wgé oty ke 7&/1:-«&2«('

1243, Toreign Service Index ~ This is a (3x5) card index
to the Consolidated Compliance Subject File used primarily
to locate files while 1n process or to answer requests
when the requestor has very little information about the
case in which he is interested.

Permanent. Transfer to the Federal Records Center

1/79// ///Véz when 10 years old. 4h~<o s \ans 307«&4&/"'“1’

b
éﬂ#¢ Jan 76
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1244, 1Index of Export Information - This 1s a (3x5) card
index to the Consolidataed Compliance Subject Files showing
the report number, date, security classification, subject,
and the name of the specialist to whom the report was
referred.

Dispose when 2 years old.

1245, 1Index of FBI Reports - This is a (5x8) card index
showing date of report, subject (usually an individual
or a firm's name), office of origin, destination, date,
and file number. Withdraw cards from active file and
file separately, when the subject report is destroyed.

Dispose of inactive cards 2 years after
destruction of the subject documents.

1246, Facilitations File -This contains copies of
Shipper's Export Declarations collected by inspectors
conducting '"'saturation" examinations of shipments at
selected points. These declarations are collected

because the exporter has committed an error of ommission

or commission in filling out the declaration, or because
there is some evidence of an export control violation.

In most cases, copies of correspondence asking the exporter
to correct the error or pointing out the proper procedure
to be followed are filed with the declaration.

Declarations and related papers supporting an alleged
export control violation are forwarded to Washington and
become a part of the investigative case file,

Shipper's Export Declarations and Related Corre-

spondence upon which action has been completed -
Dispose when 1 year old.

Electronic Equipment Division

This Division administers export controls over computers,
electronic components, communication and navigation
equipment, laboratory instruments, and other related
scientific and electronic equipment, in accordance with
the policies set forth in export control legislation.
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This program is designed to protect the national security,
promote U.S, foreign policy, and protect the domestic
economy from undue drain of scarce maiterials. Included
in the specific functions are:

o taking action on export license applications;

o making technical analyses of commodities in
its area of responsibility in order to estab-
lish a basis for recommendations on export con-
trol policies, criteria, and regulations;

o participating in interagency and government-
industry committee activities regarding export
problems; and

o rendering assistance to industry and other
government agencies on problems on mutual
interest.

The Division sends record copies of its correspondence

that go outside of the Department to the OEA File, but it
does not forward internal papers to the OEA File,

Office of the Director

1247. General Correspondence Subject File - Documentation
created or collected by the Director Including incoming
and outgoing correspondence pertaining to delayed cases,
control procedures, and technology. Also included 1is
correspondence with companies pertaining to the status

of applications for export control licenses and other
export control problems.

Papers relating to an application for export license are
duplicated in the case file in Operations Division.

Dispose of individual documents or contents of
file folders when 5 years old.

1248. Administrative Subject File - This contains copies
of the usual types of housekeeping papers including time

and attendance reports, requisitions, personnel actions,

travel requests and orders, and security. These are
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copies maintained for convenience of reference since
record copies are képt™elsewheremms

Dispose when 2 years old.

1249, Review of International Lists and CCL Commodities -
Periodically the commodities on the International List and
CCL are reviewed for control or decontrol. This 1s the
Tile of the Director's principal assistant which contains
copies of COCOM discussions, the International List (last
two versions), technical reports incomlng and outgoing
telegrams relating to the list review negotiations, and
the evaluations and comments of the Division. The review
of the CCL and the control requirements involved are uni-
lateral and although the papers follow the same pattern

as those pertaining to the International List there is

the diffference that no foreign power is involved. e _

e ot
Permanent. " Retire to BTRS when 10 years old
and transfer to WNRC 2 years later. L/, A0 s
20 Y LLAS
1250." COCOM Eyception Cases =~ Frequently COCOM member
governments wish to export a commodity that is controlled
and on the International List. When this occurs the
exporting govermment must get the approval of all other
member governments. In the case where a foreign govern-
ment wishes to export a COCOM item the United States
receives a COCOM document requesting the clearance or
position of the U.S. 1If the U.S. is the initating coun-
try, an application for export license opens the case.

These are the cases handled in the Director's Office, and
they contain copies of initating documents, telegrams to
and from U.S. missions, transcripts of consultations,
technical reports, summaries of conversations, evaluations,
and the recommended U.S. position and final determinations.

Exception cases generally fall in one of two categories,
namely,

a, Cases involving no interagency or intergovern-
mental conflict of opinion or position ~ Dis-
pose when 1 year old.

b. Cases where there is interagency or intergovern-
mental conflict of position ~ Dispose when 5 years
old.
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125). Commodity Technical Reports File - This contains
copies of technical data submitted by foreign governments
or by U.S. exporters and evaluations provided by the
Division frequently accompanied by a draft Operating
Committee document. :

Dispose when 1 year old.

1252, Technical Information Files -~ These consist of
copies of brochures, catalogs, and technical bulletins,
OC Documents, PD Documents, LD Documents and other issu-
ances received from U.S. and foreign companies and from
other sources at all levels of government.

Dispose of individual documents of the contents
of file folders when they have served their pur-
pose.

Electronics Branch

1253. General Correspondence File - This contains
incoming and outgolng correspondence pertaining to
export control policies, procedures, license require=-
ments for specific commodities, characteristics of com-
modities, and other information.

Dispose of individual documents or contents
of file folders when 3 years old.

1254, Dispatches ~ These are copies of incoming and
outgoing airgrams and telegrams received or transmitted
by the State Department relating to export control of
electronic equipment in which a foreign government 1is
involved.

Dispose when 18 months old.

1255. Applications for Export License Actions (FC-149
and IA-145) - These are copiles of the applications for
export licenses showing the application number, name of
company, description of commodity, Licensing Officer's
determinations, and the final action taken by higher
authority. These papers are duplicated in the case
files kept in the Operations Division.
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. a. Soviet Bloc Applications - Dispose when
’ 10 years old.

b. All Others =~ Dispose when 2 months old.

1256. Parts and Components Applications - These are
copies of requests from foreign companies to use parts

or components of U.S. origin, available in the foreign
country, in the manufacture of electronic equipment.

These are accompanied by a worksheet which identifies

the applicant, end product, export control applicable to
the component and the Licensing Officer's recommendations.
Attached are any related papers.

Dispose when 6 years old.

1257. Special Cases Workpapers - These are workpapers
generated or coliected by the specialist on cases dealing
with electronic equipment that are unique or exceptionally
complex. Each case poses unanswered questions or situa-
tions that have not been fully satisfied and the spe-
cialist addresses himself as time permits to resolving

the case. Eventually, these papers are essentially
duplicated by recommendations and other submissions of

the specialist,

. Dispose of individual documents or contents
of file folders when no longer needed for
current business.

1258. Review of International Lists and CCL Commodities -
These are papers generated by the Branch 1n the process of
reviewing electronic equipment for coptrol or decontrol on
the CCL and/or International List. Hrpedt Rlba Ay Lowrn g s

]
Y., 7DAV<;£' Permanent. Retire to BTRS when 10 yeaiﬁ old and A
Vi szul‘ tranfer to WNRC 2 years later. £/ ﬁ%/ﬁféiv‘? rr
6%J// 1259. Technical Information Files - These contain copies

of company brochures, catalogs and similar material con-

taining technical information on electronic equipment.

Also included are copies of ACEP, OC, and COCOM documents.

Dispose of individual documents or contents of
file folders when no longer needed for current
business.
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. Computer Division .

. 1260. General Subject File - This contains incoming and
outgoing correspondence relating to export control deter-
- minations, requirements, and technical characteristics of

computer equipment. Also included are copies of technical
advice, and correspondence with exporters containing
information not related to a specific case. Requests for
Authority to take licensing actions (IA-221), parts and
components, and letters of authorization are also included
in the file.

Dispose of individual documents of contents
of file folders when 5 years old.

1261. Technical Reference Papers -~ These are copies of
policy determinations, summaries of Operating Committee
meetings, Technical Inquiry (Form IA-~100), license deter-
minations, OC Documents, COCOM Documents, and referrals
to Policy Planning Division (IA-798).

These papers are used by the specialists as precedents in
making determinations on pending applications for export
control licenses and policy and procedural matters. These
papers are retained in official files elsewhere.

Dispose of individual documents or contents of
. file folders when no longer needed for current
business.

1262. International Lists and CCL Review File - This
contains copies of COCOM discussions, determinations,
and evaluations and recommendations prepared by spe-
cialists in the Branch, and related papers.

Essentially the same type of papers one produced in the
process of reviewing the CCL papers, which include ACEP
and OC discussions and ACEP and OC documents, as the
papers produced by the specialists in the process of
making their recommendations.

V{D¢-/&7[-ﬁ Permanent. Retire to BTRS when 10 yeaz; old and
.O

G S transfer to WNRC 2 years later. g/Z& e~ s
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1263. Half-Sheet Export Licenses Actions (FC-419 and
IA-1145) - These are the half-sheet coples of export
Iicenses upon which the Licensing Officer has acted.
They cover the export and reexport of computer equip-
ment, or components or parts of such equipment. These
are arranged by commodity.

a. Soviet Bloc ‘Applications - Dispose when
10 years old.

b. All Others - Dispose when 2 months old.

1264. Applications for Reexport Licenses (IA-1145) -
These are copies of applications for reexport licenses
covering computer equipment to free world and Soviet
Bloc countries., These are arranged by companies.

a., Soviet Bloc Applications -~ Dispoce when
10 years old.

b. All Others - Dispose when 2 months old.

1265. Technical Information File -~ This consists of
copies of brochures, catalogs, and other releases from
private industry, government and other sources containing
technical data on computer equipment and its installation
and use.

Dispose of individual documents or contents of
file folders when they have served their purpose.

1266. Multiple and Single Transactions Statements
(FC-242, FC-243, and IA~893) =~ These show the names of
the exporter and purchaser, description of commodity and
its end use.

Dispose when 2 years old.

1267. Dispatches - These are copies of incoming and out-
going airgrams and telegrams received or transmitted by
the State Department relating to export control of com-
puter equipment in which a foreign government is involved.
They contain information pertaining to the status of an
export license or to export control problems in connection
with a specific case or company.
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1268. Administrative Subject File - This file contains
office coples of housekeeping papers on such matters as
budget, applications for leave, personnel actions, pro-
duction reports, requisitions, security, space, travel

orders and requests, and the like.

Dispose when 1 year old.

Dispose when 2 years old.

Technical Data Division

Functions of the Division include the administration of
export controls over technical data to protect the
national security and promote U.S. foreign policy, as
required by export control legislation. It also fur-
nishes assistance to the Department of State in its
East/West Exchange program. Specific functions include:

o taking action on export license applications;

o conducting studies of technology in important
fields of endeavor in order to establish a
basis for recommendations on export control
policies, criteria, and regulations;

o participating in interagency and government-
industry committee activities regarding export
problems; and

o rendering assistant to industry and other
government agencies of mutual interest.

The export control of technical data is executed through
utilization of a very complex set of procedures and pro-
fessional techniques which result in the establishment
of mutual understanding between the Division and indus-
try personnel.
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Office of the Director

1269. Director's Subject Correspondence File - This con-
tains papers generated by the Director pertailning to tech-
nical data export control probiems, procedures, policy and
regulations. Notable subject headings found in the file
include export control of U.S., technical data to Canada;
chemical industry-Soviet; China licensing policy; COCOM
list reviews; effects of Czechoslovakia invasion; CIA
information reports re Poland; White House study, and

the like.

The papers do not pertain to individual license applications.
Prior to January 1972, record copies of these papers were
maintained in Central Files, DIBA. On January 2, 1972, an
official files station for all record copies of papers gener-
ated by the Office of Export Administration was established in
its Operations Division. Consequently, the papers maintained
were for convenience of reference and are essentially dupli-
cated at the old DIBA Central Files or in the recently estab-
lished OEA Files kept in the Operations Division. Notwith-
standing the fact that a large percentage of these papers are
duplicated in the OEA Files, they are of significant value
because they are arranged separately and in a manner that
shows the Division's contribution to the position on some
very important matters. This would be difficult to deter-
mine in the OEA Files because Technical Data Divisior papers
are interfiled with those of other organizational units on
the same subject. i

Start a new file every 5 years, retire to BTRS
1 year later, and transfer to WNRC 1 year later.
Dispose when 10 years old.

1270. Exchange Program with the Soviet Bloc File -~ This
contains copies of agreements for the exchange of offi-
cials and other authorities in scientific, technical,
educational, cultural, and other fields. These agree-
ments have been renewed every two years and the Division
has a primary interest in the delegations from the U.S.
and Soviet Bloc countries and the delegation from such
countries that will be studying areas that involve tech-
nical data within the jurisdiction of the Division.

Jan 76

414



The papers also contain copies of the arrangements for

the delegations visit, lists of delegation members' names,
itineraries and related documentation. The papers are
arranged by the names of the industry, commodity, or

other areas of special interest to the delegation, e.g.,
aluminum, clothing, electric power production of food-
stuffs, metallurgy and industrialization of building
process, -

The State Department administers the delegations' visits
to various localities in this country to examine indus-
tries and other activities. The Division advises the
State Department on export control of technical data that
might be divulged by such visits.

The papers are not duplicated in the OEA Files or else-
where.

Permanent., Retire to BTRS papers pertaining to
each agreement 4 years after its renewal, and
transfer to WNRC 1 year later.

1271, Administrative Subject File - This contains con-
venience coples of housekeeping papers such as time and
attendance reports (case filed by name of employee),
travel (name case filed), work flow through OEA, announce-
ments (copies of directives, notices, etc.), job descrip~
tions, clearance of aliens to visit other bureaus, reg-
ister of classified material destroyed, receipts for
classified material and similar papers.

a. Announcements, Directives, Notices, etc. =
Dispose when superseded or revoked.

b. Job Descriptions - Dispose 1 year after posi-
tion is abolished.

¢. Clearance of Aliens to Visit Other Bureaus -
Dispose when 5 years old.

d. Register of Classified Material - Dispose when
5 years old.

e. Receipts for Classified Material - Dispose
when 2 years old.

f. All Other Papers - Dispose when 2 years old.
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1272, Chronolcgcal or Reading File -~ Thi’contains one
copy of each outgoing item signed or cleared by the Direc-
tor.

Dispose when 2 years old.

1273, Mail and Messenger Log - This is a log of each
piece of mail as received showing the date of incoming
item, date of receipt, description of contents, and the
name of the addressor. The destruction of security
classified documents is now noted on these sheets instead
of posting a register.

a. Sheets showing destruction of classified
material - Dispose when 5 years old.

b. All Other Papers -~ Dispose when 2 years old.

(Licensing Officers and Related Records)

1274, Licensing Officers Country File ~ This contains
copies of Applications for Export License (FC-419) or a
letter from the applicant company requesting an export
license for the export of technical data and a state-
ment of justification with such attachments as the com=~
pany chooses tc submit. The file also contains copies
of advices on applications returned without action
(FC-204B), Referral to Policy Planning Division (IA-798)
with related correspondence and copies of the internal
memorandums and other communications developed in the
process of evaluating and preparing a recommendation on
the issuance of an export license. Documentation of the
preparation cf cases referred to the Operating Committee
(ACEP) 1is also filed. These papers are arranged by cate=
gories of countries (East LCuropean communist countries,
Free World, and other communist countries) thereunder by
the name of individual countries, and thereunder alpha-
betically by the name of applicant companies.

Adequate documentation of cases requiring policy, major
procedural, legal or technical decisions by higher
authority is maintained at the appropriate level
starting with the Policy Planning Division (OEA) and
occasionally culminating at the White House level.

Jan 76

416



Retire to g{S when 10 years old. Di’)se when
15 years old.

1275. Technical Data Information File ~ This contains
hot copies, clippings, reprints, brochures, and other
printed and processed materials collected by Licensing
Officers which contain descriptions of commodities and
processes that actually provides a library of data.

In most cases the data found in the file is such that it
supports export license applications and consequently,
technical infermation can be derived from it.

The data is used by the Licensing Officers for background
purposes and to sharpen their prespective and judgement
of very complex technological processes and commodities.

Dispose of individual documents or contents
of file folders when superseded or when they
have served their purpose, whichever is sooner.

Capital Goods and Production
Materials Division

The Division administers export controls over a wide
variety of production, consumer, and capital goods pro-
ducts (e.g., fuels, chemicals, fertilizer and other
agricultural related products, metals, metalworking
equipment, transportation equipment, and general indus-
trial equipment in accordance with export control legis=-
lation). -- '

Specific functions include:
o taking action on export license applications;
o making technical analyses of commodities in its
area of responsibility in order to establish a
basis for recommendations on export control
policies, criteria, and regulations;
o participating in interagency and government~

industry committee activities regarding export
problems; and
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o renc.1ng assistance to 1ndustr.3nd govern-
ment agencies on problems of mutual interest.

Record copies of correspondence going outside of the
Department are sent to the OEA Filesy record copies of
most internal communications are not. Consequently, some
files must be retained for a ‘longer period than expected
to provide adequate documentation,

Office of the Director

1276. Director's Commodity File - This is the Director's
commodity file which contains papers pertaining to export
control of individual commodities because they are in

short supply, a strategic material or because of a foreign
policy consideration. Individual files contain information
on the domestic reserve, production, supp.y, market and

end uses of commodities; and the need for export control.
The files also contain background information on the
development of and present U.S. position on control of

the subject commodity.

The file is arranged alphabetically by names of commod-
1;193, thereunder by year.

Uzﬁ c.
< H# Permanent. Retire to BTRS when 5 years old
Py 2

EaﬁJalc'A

and transfer to WNRC 2 years later, AFllo v

28 Yiarre sALA.
1277. Director/s Subject File -~ Documentation created
or collected by the Director pertaining to the develop-
ment of export controls on commodities 1in general and
for the establishment of procedures and a mechanism for
carying out such controls as are imposed. The file
also contains precedential and other papers which are -
useful to the Director in keeping abreast of the current
developments on export control of commodities. Replies
to requests for relief from specific export control prob-
lems are also included.

There are in the file a number of folders which contain
the usual type housekeeping papers that are sometimes
separately filed in an administrative subject file. File
designations in these folders include the following: East-
West Trade Advisory Committee, AEC mail pickup, budget,
executive reserve, financial statements, requisitions,
production reports, training seminars, and the like.
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e 3 a, ~Progra perations Folders - Permg@nt. Retire

to BTRS when 10 years old and tranStfer to WNRC
2 years later. A4 04~w—237¢¢-b€¢f

b. Administrative Files ~ Dispose of individual
documents or contents of file folders when
5 years old.

1278. Capital Goods Subject Correspondence File - This
contains incoming and outgoing correspondence that has
general applicability to the control of commodities for
which the Division has responsibility, and to its opera-
tions. Notable among the subject headings found in the
file are aircraft, appeals, Arms Control and Disarmament
Agency, Congressional correspondence, industry participa-
tion, joint venture areas, Kama River Project, and Mondale
Committee. The information in these papers is essentially
duplicated in higher echelon offices and elsewhere.

Dispose of individual documents or the con-
tents of file folders when 5 years old.

1279. 1International Commodity Review File - Documentation
generated by the Chief in the process of reviewing commod-
ities for inclusion or removal from the International
Lists of the Coordinating Committee. Also iIncluded 1is

material on the substantive review of such matters as the

expansion or diminution of the number of commodities con-
trolled and on the International Lists. The file contains
a considerable quantity of printed or processed material
(clippings, brochures, catalogs, etc.) which support or
directly relate to the matter under review.

Start a new file every 10 years, retire to BTRS
2 years later, and transfer to WNRC 1 year later.
Dispose when 25 years old.

1280. Chronological File - This consists of a carbon copy
of each outgoing item prepared in the Office arranged
chronologically.

Dispose when 1 year old.
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1281. Excepti Cases (International Lisga) File - These
are papers rei'iing to commodities on whiW@ the United
States for domestic and foreign pochy reasons allows
exceptions to the COCOM embargo list- in accordance with
allowances provided by the Battle Act.

The papers are case filed chronologically in accordance
with the international commodity classification listings.

Dispose when 5 years old.

1282. Technical Information File - These are papers con-
taining technical information on U.S. export controls as
distinguished from COCOM controls. They are used primarily
in connection with a periodic and continuing review of the
Commodity Control List. A set of Operating Committee,
ACEP, documents 1s included in the file.

These papers are filed alphabetically by the names of
commodities.

Dispose of individual documents or contents of file
folders when no longer needed for current business.

1283. Capital Goods Substantive Review File - Documenta-
tion generated by the Chief in the process of reviewing
capital goods (commodities) for export control or decon-
trol by the U.S.

Start a new file every 10 years, retire to BTRS
2 years later, and transfer to WNRC 1 year later.
Dispose when 25 years old.

1284, Capital Goods Company Correspondence File =~ This
contains 1ncomlng and outgolng correspondence requesting
authority to export or reexport commodities, review of
export control decisions, exceptions to decisions or
export control regulations; and clarifications of law,
regulations and decisions. The papers are arranged
alphabetically by company name.

Start a new file every 2 years, move active case
files forward to the new file. Dispose of residual
(inactive) cases when 3 years old.
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.Licensing Officers Files ‘

Various licensing officers within the Division, each
assigned a specific group of commodities, review licenses
for the export of their assigned commodities in accordance
with law and regulations. The following are the grouping
of commodities assigned licensing officer:

o chemicals, materials, cameras and photographic
materials, lasers, specialty laboratory equip-
ment, cryogenics

o metals and alloys, materials, wire and cable, bio-
materials

o chemicals, materials, pharmaceuticals, petroleum
products, medical equipment, biomaterials

o equipment, general capital equipment

o transportation equipment, machine tools, general
capital equipment

o semiconductor manufacturing equipment, computer
component test equipment, machine tools, specialty
test equipment, cryogenics

o aircraft, turbine engines, avionics, navigation
equipment, sonar, flight systems

1285. Approved Applications for Export License (FC-419

and FC-/98) for such commodities as Agricultural, Photo=-
graphic, Laser, Metals and Minerals, Chemicals, and Drugs =
The file contains copies of approved applications used as
precedents on making a determination on new applications.
These papers are duplicated in case files maintained in

the Operations Division.

Dispose when 5 years old.

1286. General Subjects Files for such commodities as Agri-

cultural, Photographic, Lasers, Metals and Minerals, Chemi-

cals and Drugs - This file contains incoming and outgoing
correspondence pertaining to export control on policy
determinations and actions not relating to a specific
licensing action.
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Retire to.rRS when 5 years' old, tra‘er to WNRC
1 year later and dispose when 10 years old.

1287. Technical Information File for such commodities as
Agricultural, Photographic, Lasers, Metals and Minerals,
Chemicals and Drugs - The file contailns reference materials
to provide technical descriptions of commodities basically
from private companies.

Dispose of individual documents when they have
served their purpose.

1288. Technical Case Files on Fertilizers, Cameras, Lasers
and Cryogenics, and Agricultural Related Materials - These
contain technical information on the characteristics and

uses of commodities with analyses of the impact on the U.S.
that export of a given commodity might have. Also documented,
to a limited extent, are foreign policy considerations growing
out of the export of selected commodities.

Retire to BIRS when 5 years old, transfer to WNRC
1 year later and dispose when 10 years old.

1289. Camera Memorandums - These are copies of technical
reports, clearances and memorandums, reports of informa-
tion authorizing sale and export of specified commodities
to specified end-ucers cf cameras, film and related equip-
ment.

Dispose when 5 years old.

1290. Metals and Minerals Company File -~ This is incoming
and outgoing correspondence with companies pertaining to
the status of applications for export licenses covering
short supply and ccntrolled commodities. The file also
contains correspondence relating to a variety of export
control problems on the export of metals and minerals
(copper and others).

Dispose when 5 years old.

1291. Decontrol KReview of Metals and Minerals - Documen-
tation of meetings, findings and recommendations, deter-
minations, and related papers created in reviewing for

short supply commodities such as copper, walnut
logs, hides and skins.
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4 ”Z' Permanent. Retire to BTRS when 10 years old
/7

The file also ‘tains the same type of d‘mentation
of the continuous review of items on the Commodity Con-
trol List. Similar papers documentating review for
decontrol of commodities on the International List are

included in the file. /62;4z07%( 43//4a49u447

and transfer to WNRC 2 years later. Adleild MPrE

2 é‘”v' e 2@ L) parce +AL .

1292, Metals apd Minerals Licensing Actions - This file
contains Referrals to Policy Planning Division (IA-798)
which show the Application for Export License Number,
Commodity Control List Number, and the name of the com-
pany making the application with a short description of

the commodities involved. The form also shows the action
taken by the Licensing Officer, Division Director and the
final action taken by the Policy Planning Division. A

copy of the approved application export license is attached
to the form along with any related papers.

Although these documents are duplicated in the record
copy of application cases, they are an essential work-
tool that must be kept by the specialist until the con-
trol is discontinued.

The papers are arranged by the names of metals and minerals,

Dispose when the commodity (metal or mineral)
is decontrolled.

1293, Metals and Minerals Multiple Transactions State-
ment by Consignee and Purchaser - These are statements

furnished by the consignee and exporter covering multiple
shipments. These statements are used by the exporter to
justify two or more applications for export license so
long as the same commodities are involved.

Dispose when 2 years old.

1294. Review of Chemicals and Drugs on International
List - This branch is responsible for a periodic review
for addition or deletion of chemicals, drugs, and related
materials on the COCOM International Lists.
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j&“" when no }onger needed for current business. /A%

The file contag the definitions, proposage, and records
of discussion other actions of the COMS¥ meetings.
Accompanying these are. technical analyses and reports
generated by the Branch and by outside sources, and the
recommendations of the Branch on control or decontrol of
chemicals, drugs, and related materials.

Final determinations on the recommendations submitted are
reflected in the next issue of the International Lists

which are also a part of the file. /4é«zu§fa€iéz7zu{y¢«rz

Permanent. Retire to BTRS when 10 years;—/aol/é_ﬁz

and transfer to WNRC 2 years latercgfec
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1295. Chemicals and Drugs Precedents Notebooks - These
are looseleaf notebooks which contain compilations of
information from action documents that have or that will
set policy on export control or embargo of chemicals,
drugs and related materials.

The notebooks are an essential long term worktool that
must be kept in close proximity to the user/professional
staff.

Permanent. Retire to BTRS and transfer to WNRE«#5

2O lrt 1€,
1296. Technical Inquiries on Capital Goods - These are
requests from the Coordinator, Technical Task Force Group,
COCOM, for technical information on capital goods such as
general capital equipment, machine tools, computer com-
ponents and other electronic equipment, aircraft flight
systems, engines and navigation equipment that some firm
proposes to export or reexport. The replies are attached
to the request. Record copies of these documents are
maintained in the Policy Planning Division.

Dispose of completed inquiries when no
longer needed for current business.

1297. Capital Goods Multiple Transactions Statements -
License applications for export commodlities to Eastern
European and Free World countries are submitted for review
and a recommendation of approval, rejection, or some other
appropriate action. The application is accompanied by
supporting papers including an International Import Certi-
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ficate issued the importing country, a. a statement

by the importing company of what the equipment is going

to be used for, and the country of ultimate destination

of the end product. Applications for Export License are
submitted with a Single Transaction Statement by Consignee
and Purchaser (one shipment) or a Multiple Transactiors
Statement by Consignee and Purchaser involving multiple
shipments to occur under authority granted for either

one or two years,

These are copies of the Multiple Transactions Statements
held by the Licensing Officer reviewing the application
for use in answering any questions that may arise during -
the authorized period. The papers are arranged alpha-
betically by name of companies. Record copies of these
statements are maintained in the Policy Planning Division
long enough to meet all requirements.

Dispose upon expiration of the license authority.

1298. Capital Goods Export Application Review Workpapers -
These are copies of papers pertaining to the review of
export applications received from companies that contain
information useful to the analyst as precedents or for
other purposes. Also included are guideline papers such

as a summary of export control decisions made, list of
commodities in ACEP, Operating Committee documents, and
copies of referrais io the Policy Planning Division.

Dispose of individual documents or contents
of file folders when no longer neceded for
current business.

1299. Capital Goods Export Licenses =~ These are carbon
coples of the portions of Applications for Export License
that are validated licenses and returned to the exporting
firm. These are convenience copies maintained solely for
the purpose of answering inquiries during the period of
the transaction.

Dispose when 90 days old.

1300. Capital Goods International List Review (1A 402) -
This contains workpapers of the analyst preparing recommen=-
dations for including or removing general industrial equip-
ment from the International List for the approval of the
Director of the Division. These papers are generated in
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the process of paring substantive rev1e‘ocument:31tion
of the Internat®nal List. Record copies a® maintained
in the Director's International Commodity Review File.

. Dispose when no longer needed for current business.

1301. Capital Goods Company Correspondence File - This
contains incoming and outgoing correspondence with exporter
companies pertaining to the proper classification of com-
modities under the Commodity Control List, the reexport

of commodities, the Tikelihood of the issuance of an export
license for a controlled commodity, and to interpretations
of export control decisions and a variety of similar mat-
ters.

The file also contains a quantity of printed and processed
literature received from the companies which describes
their products., Copies of the outgoing items in the file
are maintained in the Director's Company Correspondence
File long enough to meet all requirements.

Dispose of file folders when the subject company
is dissolved or dispose of individual documents
and contents of file folders when 5 years old,
whichever is appropriate.

1302. Capital Goods International Commodity Control File =~
This contains Technical Task Force Group evaluations of
exception cases and evaluations of proposals made to change

. the entries covering those commodities of stratetic impor-
tance that are subject to international control.

These files contain significant historical and legal data
on the controlled system and on the particular gommodities

involved. These data have long term values. A~7¢¢¢%Zau9uff
e o - Permanent. Transfer to WNRC when no longe
U= é ~ needed for current bu31ness./94¢V¢$A&m;ﬁféi&
- D - 20 Year 14,

1303. Capital Goods Export Analyst's International Com-
modity Control Workpapers = This contains drafts, memo-
randums, other correspondence, commodity fact sheets,
brochures, copies of pertinent laws and regulations, and
similar material accumulated by an Export Analyst in the
process of formulating recommended language for inclusion
in the Commodity Control List. Record copies of the lan-
guage prepared are 1nc1uded in the International Commodity
Control File.

Jan 76

426



Dispose v ~-they have served their .cpose.

1304. Capital Goods Licensing Officers Control File for
Special Licensing Procedures = Special licensing proce-
dures have been established to primarily facilitate
exports to Free World countries. These special proce-
dures include project licenses, distribution licenses,
foreign-based warehouse procedures, periodic require-
ments licenses, time limit licenses, service supply pro-
cedures and aircraft, and vessel repair station procedures,

The file contains a copy of the Licensing Officers' recom-
mendations, a copy of the validated portion of the license,
copies of supporting papers submitted with the application,
copies of related correspondence and of the findings of the
Multiple Licensing Committee, Office of Export Adminis., if
any 1is involved. These papers are maintained by the
Licensing Officer as a control of a status of the license
from receipt of the application until authority expires

or has been revoked, revised, or changed in some other
manner. The papers are also used as precedent by the
Licensing Officer. Record copies of the papers are main-
tained in the Operations Division.

Dispose when the license has expired or been revoked.

1305. Capital Goods Import Certificate Quantitative
Control Sheet (IA Y1Y) - This is a control shecet showing
the import certificate number, consignee foreign country,
date of certificate, expiration date of certificate, the
commodity code number, export control commodity number,
value of shipments made and the authorized remainder of
value outstanding for additional shipments under the
license.

Dispose of individual sheets when the value
import certificate has been used up.

Operations Division

The Division processes license applications, develops and
issues regulations and operating procedures and conducts
public contact activities. Specific functions include:
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o numbers, screens, and routes incgming
appl@=tions; ‘

o prepares and issues licenses;

o coordinates processing of '"bulk' licenses and
monitors exporters' operation under the licenses;

o reviews for conformance with regulations and
instructions a substantial proportion of the
licensing cofficers actions on applications;

o issues U.S. import certificates;

o prepares analytical and statistical surveys and
reports on export control activities;

o coordinates the development of automated tech-~
niques in export control operations;

o maintains a public contact office, handling
requests for information and emergency pro-
cessing of applications, and answering corre-
spondence;

o develops and publishes export control regula-
tions and procedures as well as instructions
for Commerce field offices;

o handles emergency planning functions for the
Bureau of East-West Trade; and

o clears public reporting requirements with
the Office of Management and Budget,

The Division is divided into three branches, one of which
has been designated the official files station for all-

units of the Office of Export Administration except the
Compliance Division.
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.Office of the Director .

1306. Operations Subject File - This contains papers gen~-
erated or collected by the Director in the process of pro-
Vldlng executive direction of the Division. The Division

is responsible for giving operating support to the Office

of Export Administration including an advisory and techni-
cal service for representatives of U.S. exporters' receiving
and maintaining documentation of the ‘Office of Export Admin-
istration at an official files station; and the initiation
and publication of export control regulations (including

the Manual of Export Administration Regulations distributed
to the industry), internal procedures, and other operating
manuals,

Subject headings noted in the file include AEC problems,
banks (liaison with), boycott, component parts, exporters
studies, forwarded problems, management improvement,

" quarterly reports, and trade fairs.

o,
o
-

Record copies of most of the papers generated by the Office
are forwarded to the OEA Official File Station located in
the Program Services and Processing Branch. However, a
copy of each outgoing item is maintained in this file with .
quantities of documentation such as minutes of meetings,
special studies, technical reports, and the like that are
cnllecLed or forvarded from other sources.

’

Permanent. Retire to BTRS inactive subject files
Z every 2 years and transfer to WNRC 1 year later. Afb—
pL@ﬂé 1eary €4 -
1307. Administrative Subject File ~ This contains office
copies of housekeeping papers on such things as personnel
actions, requisitions, security, tran$Sportation orders,
and other things.

a. Personnel Name Files - Dispose upon separation
of subject employee.

b. All Other Papers =~ Dispose when 2 years old.

1308. Classified Document Register - This is a register
of all classified material generated (except cables and
telegrams) or received showing the document number, ori-
gin, distribution, date of .document, date received, and
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pind e
disposition of.ze document with the appr,iate authori-
zation, No top secret material is involved.

Dispose when 3 years old.

1309. Classified Cables and Telegrams Register - This

is a register of classified cables and telegrams con-

taining thepsames information as the Regi®Eer of other
P Sham A .

classified material described above.

— - oth

Dispose when 3 years old.
s m 2wl
1310. Register for Foreign Service Material - This is
an action control log of foreign service material showing
the type, post, document number, date of document, number
of copies, distribution, filed, and date of destination.

Dispose of individual sheets when they are

no longer needed for current business.
AR P

Exporters Service Branch

tw s wd TP

1311. Special Processing Control Record (JA-743) - This
is a three-part interleaved carbon form used to record
telephone conversatiocns with exporters needing counseling
o1 some other service. This file is made up ilnicially of
the third copy of the form, which is held by the office
for follow-up purposes. Upon completion of action, this
copy 1is disposed of and the original of the form is
inserted in the file, The record (second) copy is filed
in the appropriate application case.

Dispose when 3 months old.

1312. Exporters Service Subject Correspondence File -~
This contains documentation generatea or collected by

the Chief of the Branch pertaining to the professional
techniques and the underlying laws and procedures gov=-
erning counseling and responding to emergency and special
treatment requests from exporters.

These are convenience copies of papers created by the
Branch that are duplicated by record copies kept in the
OEA files. Also included is a quantity of printed or
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processed mat!als collected from variou ources,
The file accum®lates slowly and it is an essential
worktool that must be maintained in close proximity
to the user.

Dispose of individual documents or contents
of file folders when superseded or no longer
needed for current business.

1313. Chronological File ~ This consists of a copy of
each outgoing item generated by the Operations Division.
The incoming item and the second copy of outgoing items
are maintained in the OEA File.

Dispose when 1 year old.

Program Services and Processing Branch

1314, Operating Procedures and Reguirements Subject
File - Documentation of internal action on personnel,
security, space, organization, job descriptions, promo-
tion program and procedures, and customs liaison. Also
included are selected papers concerning export control
procedures, commodities, and operations with related
production, analytical reports and workload studies.

This file constitutes a long term worktool that must be
maintained in the Branch and it also includes preceden-
tial administrative information that is duplicated else~
where,

Dispose of individual documents or contents of file
folders when no longer needed for current business.

1315. List of Application Numbers Issued - This is a
list of the serial number assigned to each export license
application received. The primary purpose of this list
is to ensure that no number is used twice, and to make

a monthly report.

Dispose after submission of monthly report.
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1316. Foreig?.imgprt'Certificate Record This is a
(3x5) card IndW® of import Certilicates s®mitted with
Applications for Export Licenses. The cards show the
name of the issuing foreign country, import certificate
number, application number, and date received. The cards
are arranged alphabetically by name of issuing foreign
country,

Retire to BTRS when 2 years old, transfer to
WNRC, and dispose when 5 years old,

1317. Incoming Batch Control Record - This is a control
by batch of applications and related papers received.

A copy is filed and the yellow copy is forwarded with
the papers to the appropriate licensing division.

Dispose when 3 months old.

1318. Confirmation Copies of Import Certificates - These
are coples of Import Certificates issued by foreign coun-
tries authorizing import of commodities for which a U.S.
export license has been requested. These copies are
submitted to OEA by the issuing government. The copies
are duplicates of the certificate submitted by the 1.S,
exporter with his application for an export license.

These copies are used for verification purposes.
Dispose when 2 years old.

1319. Import Certificate and Delivery Verification
Certification Correspondence - This contains letters
transmitting Import Certificates and Delivery Verifica-
tion Certificates and requests for information concerning
them from foreign countries. The file also contains
"Stop Licensing' and "Start Licensing' notices and
related follow-through correspondence.

Retire to BTRS when 2 years old, transfer to
WNRC, and dispose when 5 years old.

1320. Delivery Verification Certificates - These are
certificates verifying delivery of commodities authorized
for export by a U.S. export license.

Retire to BTRS when 2 years old, transfer to
WNRC, and dispose when 5 years old,.
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1321. Application Screen Notices - Theseare notices
with related porary screen notices iss by the
Export InformatCion Services Division listing names of
exporters and foreign consignees who have violated or
allegedly violated Export Control Regulations. Also
included are names of firms which have purged them-
selves of wrongdoing and restored themselves as
exporters in good faith.

e Permanent. Retire to BTRS when no longer needed
é kf” for current business, Transfer to WNRC 5 years
f later, l‘f-ﬂu\, PIAS wY.,aMs—LL

1322. Application Screen File -~ This is a rotary visible
file containing the names of the U.S. exporters and for-
elgn consignees who have been denied the privilege of
exporting or. receiving commodities of U.S. origin or
have engaged in activities that call for special surveil-
lance of applications.

No time interval list is made of this file which contains
the names of the individuals and firms in alphabetical
order. The record copy supporting this file is the
screen notices,

Dispose of strips when firm is removed from screen.

1323. Multiple Licenses Files ~ These contain license
applications with supporting papers for a license having
characteristics above and beyond those of a license for
a single transaction., These are considered special
licenses that are categorized as follows:

1. Distribution License,
2. Service Supply License, and
3. Project License

Each of the above special licenses either involves exports

for a long period of time (e.g., project license), numerous

consignees, or liberal export provisions.

These license applications with supporting papers are
case filed by license application number.
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Proje‘ Files -~ Retire to BTRS w‘1 3 years
old, transfer to WNRC, and dispose when
6 years old.

Service Supply and Distribution Licenses -
Retire to BTRS when 3 years old, transfer
to WNRC, and dispose when 6 years old.

All Other Papers -~ Retire to BTRS when 2 years
old, transfer to WNRC, and dispose when 6 years
old.

1324, Applications for Warehousing Licenses - This is

an application for authorization to export commodities

as stock
is a 51%
is acted
returned
bility.

items in a warehouse overseas. If the applicant
owned subsidiary of an American firm the request
upon in this office. If not, the request is

to the applicant with a notation of ineligi-~
After authorization to warehouse overseas the

applicant must apply for an export license to maintain
his inventory and must submit a customer signed form
which can be approved or disapproved.

a.

Form FC-143, Request for Authorization to Dis-
tribute U.S. Origin Commodities Stocked Abroad
to Approved Customers - Retire to BTRS when no
longer needed for current purposes. Transfer
tc WNRC 5 years later., Dispose after 5 addi-
tional years.

Form FC~243, Multiple Transactions Statement

by Customer of Distribution of U.S, Commodities
Stocked Abroad -~ Retire to BTRS when 3 years
old, transfer to WNRC and dispose when 6 years
old.

Form FC-43, Statement by Foreign Importer of
Aircraft or Vessel Repalr Parts - Retire to
BTRS when 2 years old, transfer to WNRC and
dispose when 6 years old.

1325. Multiple Transactions Statement by Consignee and

Purchaser (FC-343) ~ This is a statement which the

exporter gets from a feoreign customer showing that the
exporter expects to do business with the customer
involving intermittent shipments. This form permits
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the exporter t.ile for an individual li(’se for ship-
ments to this particular customer without the usual
supporting data on each transaction.

Retire to BTRS when 3 years old, transfer to
WNRC and dispose when 6 years old.

1326. U.S. Import Certificates - These are copies of U.S.

Import Certificates issued to U.S. exporters for submission

to a foreign country to support the issuance of an export
license by the foreign government. This certificate
represents an undertaking by the importer not to divert
the specified "A" controlled commodities listed therein
without U.S. government approval.

Retire to BTRS when 3 years old, transfer
to WNRC and dispose when 6 years old.

1327. Export Licenses - Copies of the validated export
license giving U.S. exporters authority to export con-
trolled or embargoed commodities to specified countries
are maintained to ensure compliance with law and regula-
tions and to account for each such license issued.

Retire to BTRS when 2 years old, transfer
to WNRC, and dispose when 5 years old.

1328, Applicacion for Export Licenses = These are appli-
cations submitted by exporters for a license to export
one or more shipments of specified commodities under the
Export Control Regulations.

The Branch receives all applications for export licenses
and routes them to the appropriate licensing division.
The routing process includes screening applications
against the "Application Screening File.'

The application and its attachments are routed to the
appropriate licensing division where a licensing officer
reviews it and approves issuance of the license or takes
some other appropriate action. The record copies of the
application and attachments are returned to the Program
Services and Processing Branch where they are reviewed
for compliance with law and regulations and issuance of
the license or other action, as appropriate. The appli-
cations are then bundled into stacks of fifty and sent to
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the Data Procegling Division, Office of tiglSecretary,
Where data is punched for input into tI'™ management
infermation system,

Upon return of the applications, they are filed numeri-
cally. Included in this file are applications for all
types of licenses for the export of controlled or embar-
goed commodities except an Application for a Project
License or one of the other special types. Most export
licenses are valid for one year. However, some are
extended and some are valid for two years to take care of
special circumstances. Licenses having a validity beyond
two years are not included in this file and are maintained
separately.

Experience has shown that retention of these record copies
for five years is adequate to protect the interest of the
Government and the legal rights of individuals and firms
in the private sector.

Retire to BTRS when 2 years old, transfer to
WNRC and dispose when 5 years old.

1329. Consignee's Copies of Export License - These are
carbon copies of the export licenses issued to the
exporters without the addition of any information that
does not appear on the exporter's copy. Filed alpha-
betically by country. thereunder numerically,

Retire to BTRS when 2 years old, transfer
to WNRC and dispose when 5 years old.

1330. Returned Export Licenses ~ Export licenses must be
returned by the exporter to OEA/BIC when they have been fully
used, when they have expired, or when it has been determined
that they will not be used or will no longer be used. These
licenses will be used in the verification of census export
statistics and in spot shecking to confirm proper use of

‘the license.

Retire to BTRS when 2 years old, transfer
to WNRC and dispose when 5 years old.

1331. Microfilm File of Export Applications and Licenses -
The consignee's coples of export licenses issued are micro=-
filmed each day. Applications for export licenses that
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have been retul.d to the applicant and re’bmitted,

applications that are amended, and all of those that

are withdrawn from the file for loan to staff members
‘ are microfilmed daily. The microfilm file serves as a

security copy and as a ccntrol of documents withdrawn

from the file that are expected to require further pro-

cessiil A by ool veents s - 15TE,

4L Retire to BTRS when 2 years old, transfer

to WNRC and dispose when 5 years old.

1332. 1Index to Applications for Export Licenses (FC-420) -
This is a (3x5) card index arranged alphabetically by the
name of the exporter. It is used to locate an application
when its number is not known. The index is also a control
that substantiates the existence of a given case in the
event of a misfile or some other unexpected occurrence.

A new file is started each year.

Retire to BTRS when 2 years old, transfer
to WNRC and dispose when 5 years old.

1333, OEA Subject:File -~ These are the papers maintained
at the official files station for all units of the Office
of Export Administration except the Compliance Division
whiclhh maintains its own files. Thase papers pertain tc
all facets of the responsibiiities and activities of the

‘ office. The official record copies of OFEA papers are
forwarded for inclusion in this file,

The papers are arranged according to a subject-numeric
system based on the subject classification used in the
Export Administration Regulations.

m_,/ ?//;/é‘zl Permanent. Start a new file every 2 years, retire

to BTRS 2 years Jlager, and transfer to WNRC 1 year
eﬂ./,/ /Cz later. L£LLw 94 Afﬂﬂé' Zd/ao«,y 4,

1334, Mailing Lists - These are mailing lists for export
control regulations, bulletins, administrative notices,
export control manual transmittals. Field Circulars,
$100,000 memoranda daily licenses list, and similar mate-
rial.

Dispose when superseded or no longer needed for
current business, whichever is sooner,
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. Short Supply Division ‘

The Division administers export control programs for com-
modities that are in short supply and monitors the export
of commodities that are in potential short supply or are
likely to have an inflationary impact. The Division 1is
also responsible for advanced planning and programming,
and coordinating the semi-annual report of short supply
activities to the Congress.

1335. Agricultural Products File - Contains documents
relating to the export control of such commodities as
wheat, corn, barley, oats, and soy beans. File divided
into three major parts: Control Program, Companies, and
Quota Cards. Records in the file consist of such items
as: (In Control Program) - laws and regulations, news
clips, correspondence with other agencies, Steering Com=-
mittee reports; (In Companies) =~ correspondence with
exporting companies, Form DIB-634P, Anticipated Exports
as of "month and year,'" Form DIB-635P, Report of Exports,
Form DIB~636P, Contract Detail Supporting Anticipated
Exports as Reported to the Department of Commerce, vendor
contracts to sell commodities; (In Quota Cards) - Quota
Balance Posting Cards with copy of license half-sheets
attached.

Retire to BTRS when 5 years old, transfer to WNRC
2 years later, aind dispose 10 years thereafter.

1336. Ferrous Scrap and Stainless Steel Scrap File =~
Contains documents relating to the export control of metal
scrap. File divided into four major parts: Control Program,
Companies, Quota Cards, and Hardship Cases. Records con-
sist of such items as: (In Program Control) - laws and
regulations, correspondence with other agencies, Steering
Committee Reports, news clips; (In Companies) =~ correspond-
ence with exporting companies, Form IA-204A, Notification
of Rejection of Export License, Form DIB-632P, Anticipated
Shipment Status of Unfilled Accepted Orders, Form IA-1094,
Report of Exports; (In Quota Cards) - Quota Balance Posting
Cards with license half-sheets attached, notes; (In Hard-
ship Cases) - appeal notices, agenda, minutes of hearings,
correspondence, appeal decisions.
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Retire to @RS when 5 yeérs old, trangler to WNRC
2 years la®®r, and dispose 10 years tN@Freafter

- 1337. Petroleum and Petroleum Products File - Contains
data relating to the export control of petroleum and
petroleum products. File divided into four major parts:
Control Program, Companies, Quota Cards, and Hardship
Cases. Records consist of such items as: (In Control
Program) - laws and regulations, correspondence with other
agencies, Congressional correspondence, reports, schedules,
news clips; (In Companies) =~ correspondence with exporting
companies, Report of Exports, Anticipated Exports as of
"month and year'; (In Quota Cards) -~ Quota Balance Posting
Cards with Iicense half-sheets attached; (In Hardship
Cases) - Hardship Committee agenda, minutes, correspond-
ence, notification of Rejection of Export License, and
appeal decisions.

Retire to BTRS when 5 years old, transfer to WNRC
2 years later, and dispose 10 years thereafter.

1338. Coal Monitoring Program File - Contains documents
pertaining to the export of coal. At the time of coal
miners' strike, the Department of Commerce initiated an
export monitoring program. File is currently inactive.
Records consist of such items as correspondence with coal
exporting companies, exporter lists, export statistics,
correspondence with other agencies,; export shipments and
contracts (Form DIB-6006P).

Retire to BTRS when 5 years old, transfer to WNRC
2 years later, and dispose 3 years thereafter.

1339. Hides and Skins File - Contains documents relating
to the export control of animal hides and skins. Records
consist of such items as correspondence with exporting
companies and other agencies, program reports and notes,
export report and statistics.

Retire to BTRS when 5 years old, transfer to WNRC
2 years later, and dispose 3 years thereafter.

1340. Walnut Logs File - Contains documents relating to
the export control of walnut logs. Records consist of
correspondence relative to the need for control, testi=-
mony before Congressional committees, copies of requests
for export licenses, magazines, and newspaper clips.

Jan 76

439



Retire to BTRS whén 5 years old, transfer to WNRC
2 years l.ar, and dispose 3 years tl‘eafter.

1341, Short Supply Division Program Files = Contains
documents pertaining to the management and operation of
the Short Supply Division and its program. Records con-
sist of such items as laws and regulations governing the
export of commodities and materials that are in short
supply in the U.S., statement of program definition and
objectives, policies and procedures, historical and back-
ground data on rare and unpredictable yield items, con=
gressional testimony on program, program status reports,
proposed legislation and regulations, and internal memos.

Move papers to be retained forward and retire all
others to BTRS when 5 years old. Transfer to WNRC
2 years later and dispose 10 years thereafter.

1342, Administrative File - Contains documents pertaining
to the general management and housekeeping activities of
the Division. Records pertain to such subjects as budget
and finance, staffing and organization, personnel actions,
time and attendance, travel, furniture and equipment pur-
chases, and public relations.

Dispose when 2 years old.

1343. Chronological File -~ Contains copies of letters
and memos initiated by staff members., File maintained
in date order.

Move active papers forward and dispose of all
others when 2 years old.

OFFICE OF EAST-WEST TRADE DEVEILOPMENT

The Office of East-West Trade Development works with
American businessmen in introducing U.S. firms to Soviet
and East European markets, and helping them to market-
their products in these Centrally Planned Economies
(CPE).
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The Office is made up of the Gfficé of thegDirector and
two Divisions %Trade Development Assistai and Trade
Promotion.

Office of the Director

1344, Director's Subject File - Contains documents gener-
ated and acquired by the Director and Deputy Director.
Documents relate to the development and ma.agement of the
East-West Trade Development Program. File contains data
on such subjects as Foreign Buyer Groups, Advisory Commit-
tee on East-~West Trade, Nickel, Public Affairs, Legisla=-

tion, Economic Export Meeting in Moscow, and Market Research.

Move active papers forward and retire all others
to BTRS every 3 years. Transfer to WNRC 2 years
later and dispose 5 years thereafter.

1345. Administrative Subject File - Contains documents
relating to the general housekeeping activities of the
Office. Records pertain to such subjects as budget and
finance, public relations, time and attendance, organiza-
tion and staffing, travel, and equipment and furniture.

Dispose when 2 years old.

1346. Chronological File -~ Contains letters and memos
written by the Director and his staff. File maintained
in date order.

Dispose when 2 years old.

Trade Development Assistance Division

The Trade Development Assistance Division advises U.S.
companies of the market potential for their products and
how to go about doing business in the CPE,

The Division also disseminates information on significant
trade opportunities, helps CPE delegations to set-up

meetings with U.S. companies, and assists U.S. firms in
selling their products.
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1347. ComEany'iiles - Contains data relaijgang to the con-
duct of potentWl and existing products a service sales
by U.S. companies to CPE countries. Records consist of
correspondence, news clips, meeting notes, sales brochures,
and magazine articles. File maintained alphabetically by

name of company.

Transfer to BTRS when 5 years old, send to WNRC
3 years later, and dispose 3 years thereafter.

1348. Country Files -« Contains documents relating to busi-
ness practices and general political and economic events
and conditions in CPE countries. Records consist of such
items as correspondence and cablegrams, news clips, and
magazine articles, reports, minutes of meetings, and memos.
File alphabetically maintained by name of country.

Dispose when 4 years old.

1349. Administrative File -~ Contains documents pertaining
to the general housekeeping activities of the Division.
Records pertain to such subjects as budgets, furniture

and equipment, travel, time and attendance, organization
and staffing.

Dispose when 2 years old.

1350. Chronological File - Contains letters and memos
written by members of the Division staff. File maintained
in date order.

Dispose when 2 years old.

Trade Promotion Division

The Trade Promotion Division sponsors promotional events
in CPE countries and operates a Commercial Office in
Moscow, a Trade Development Center in Warsaw, and an
East-West Trade Development Support Office in Vienna.
The Division uses such promoticnal methods as trade show
exhibits, technical sales seminars, and trade missions.
The Division is also responsible for staffing shows,
missions, and other promotional events.
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1351. Program bject File - Contains do,\ents relating
to the develop t and management of the W¥%ision's Pro-
gram. Records pertain to such subjects as Controlled
Companies, Trade Missions, Trade Fairs, Market Data, Trade
Issues, International Affairs, and Machine Tools. File
alphabetically maintained by subject.

Dispose when 3 years old.
1352. Chronological File - Contains letters and memos

written by members of the Division staff, File maintained
in date order.

Dispose when 2 years old.

1353. Country File =~ Contains documents relating to the
business practices and general political and economic
events and conditions in CPE countries. Records consist
of such items as cablegrams, airgrams, correspondence,
reports, minutes of meetings, and newspaper and magazine
articles. File alphabetically maintained by name of
country.

Dispose when 3 years old.

1354, Personnel File - Contains documents relating to the
recruitment, training, and development of foreign and
domestic personnel. Reccrds consist cf such iteme as job
applications, resumes, recommendations, job descriptions,
interview notes, performance evaluations, and qualification
notices. File is a partial duplicate of that maintained by
DIBA Personnel. Folders alphabetically maintained by
employee name.

Dispose 1 year after transfer or termination of
employee.

1355, Trade Promotion Project File - Contains documents
relating to the design, development, staffing, conduct,
and analysis of trade shows, exhibits, trade fairs, and
trade missions and seminars. File covers such subjects
as solicitation of exhibitors, description and trans-
port of exhibits, construction and assembly of show,
staffing and assignment of duties, budgeting and finance,
promotional literature and advertising, and evaluation of
show. File alphabetically maintained by name of project.
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Dispose 3‘ars after completion of p.ject.

OFI'ICE OF EAST-WEST COUNTRY AFFAIRS

The Office of East-West Country Affairs provides executive
secretariat services to U.S. joint commissions with the
U.S5.S.R., Poland, Romania, and other participating members
of the Centrally Planned Economies (CPE). In addition,
the Office maintains full familiarity with the social,
economic, and political policies.and practices of the
U.S.S.R., People's Republic of China, and Eastern European
countries. The 0ffice is made up of the Office of the
Director and three Divisions -~ U.S.S.R, Affairs, Eastern
European Affairs, and People's Republic of China.

Office of the Director

1356. Director's Program Management File - Contains docu-
ments relating to the management of the East-West Country
Affairs Program. Papers in the file pertain to such sub-
jects as Advisory Committees, Conferences on Security and
Cooperation in Europe, Joint American-Polish Trade Commis-~
sion, Briefing Papers, Import Studies, Congressional Liai-
sen, Manpower Obiectives, Trade Acte, and Western Slavic
Association, File alphabetically maintained by subject.

Move active papers forward and retire all others
to BTRS every 3 years. Transfer to WNRC 2 years
later and dispose 5 years later.

1357. Director's Administrative Subject File - Contains
documents relating to the general housekeeplng activities
of the Office. Records pertain to such subjects as office
equipment, budget, organization and staffing, time and
attendance, and travel,

Dispose when 2 years old.

1358. Director's Chronological File - Contains copies of
letters and memos written by the Director and his staff,
File maintained in date order,

Dispose when 3 years old.
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1359. Joint ie Commission File - Cont s documents
pertaining to tne development, arrangement, conduct, con-
clusions, and results of Joint Trade Commission meetings
between the U.S. and members of the CPE, like the U.S.S.R.,
Poland, and Bulgaria. File divided by country and then
meeting and session. Data in file pertains to meeting
announcements, agenda, list and biographies of partici~
pants, subject background papers, joint statements,
minutes, and agreements. File also contains final

meeting reports prepared by the OffiCG.AééL%qﬁbd’A?@éku

a. - Final Meeting Report
:Zé%baé%///‘l' Record copy - Permanent. Retire one copy of

Final Meeting Report to BTRS 1 year after

ek 6/[, completion of Joint Commission Meeting.
/

o

.Transfer to WNRC 2 years later and offer
to the National Archives 20 years thereafter.

2, All other copies of Report =~ Dispose after
they have served their purpose.

b. All Other Papers in File - Retire to BTRS 2 years
after completion of meeting. Transfer to WNRC
3 years later and dispose 10 years thereafter.

1360. Joint Trade Commission Program File ~ Contains
documents relating to the general management and conduct
of Joint Trade Commissicn meetings. Records in file
cover such subjects as copyrights and licensing, taxation,
marketing studies, export control issues, trade centers,
western foreign trade, and tourism. File also contains
workpapers pertaining to the Program.

a. Workpapers - Dispose after they have served
their purpose.

b. All Other Records in File - Move active papers
forward and dispose of all others every 5 years.

Eastern European Affairs Division

1361. Division Director's Program File - Contains docu-
ments relating to the management and operation of the
Eastern European Affairs Program. Records consist of
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such items as ‘oming and outgoing corre‘ndence with
the private sector, controlled correspondence, briefing
and program papers, Joint Commission meeting arrangements
and agenda, foreign trip arrangements, and policy and
program statements and procedures.

Retire to BTRS when 2 years old, transfer to WNRC
1 year later, and dispose 3 years thereafter.

1362, Division Administrative Subject File - Contains
documents relating to the general housekeeping operations
of the Division. Papers pertain to such subjects as bud-
gets and finance, organization and staffing, time and
attendance, office space and equipment, travel, monthly
reports, and staff meetings.

Dispose.when 2 years old.

1363. Division Chronological File -~ Contains memos and
correspondence 1nitiated by members of the staff. File
maintained in date order.

Dispose when 3 years old.

1364, Foreign Desk Subject Files - Contains documents
relating to the social, political, and economic activi-
ties and events in the Eastern European Region and
specific countries like Bulgaria, Hungary, and Czecho-
slovakia. Papers pertain to such subjects as physical
geography, names and biographies of national leaders,
immigration, tourism, industries and commodities, pass-
ports, government policies, legislation, and foreign
and political relations. Records consist of airgrams
and cablegrams, maps, news clips, magazine articles,
market reports, news releases, correspondence, and memos.

Move active papers forward and dispose of all
others after they have served their purpose.

1365. Briefing Books ard Trip Reports = Collection of
information put together 1in book-form for top Commerce,
government, and commercial representatives attending
conferences and meetings with top foreign officials.
Information collected and formatted for specific trips
and events. Books contain such items as position papers,
biographies of foreign participants and leaders, statis-
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tical informat‘1 on trade, crops and geo.phical data,
general economic data, trip or event summaries and con-
clusions.

‘ g&‘/, } Record copy = Permanent. Retire to BTRS

1 year after trip or event, send to WNRC

WD ” é\'*' 3 years later, and offer to the National

e

b

e

s

ERE

Archives 20 years thereafter,

b. Other copies ~ Dispose after they have served
their purpose.

1366. Overseas Business Reports (OBR) - A specially
designed and non=-scheduled published report covering such
subjects as the general market, trade policy, buying and
selling procedures, cooperative agreements, trade regula-
tions, buying and selling tips, biographies of political
and business leaders of foreign countries, regions, and
communities at a specific point in time.

a. Record copy (one copy of each) - Permanent.
Retire to BTRS when enough is accumulated to
fill one GSA box, transfer to WNRC 3 years

- -
v ¢ later, and offer to the National Archives

20 years thereafter.

b. Other copies =~ Dispose after they have served
their purpose.

U.S.S.R. Affairs Division

1367. Division Director's Program File ~ Contains docu-
ments relating to the management and operation of the
U.S.S.R. Affairs Program. Records consist of such items
as incoming and outgoing correspondence with the private
sector, controlled correspondence, briefing and program
papers, Joint Commission meeting arrangements and agenda,
foreign trip arrangements, and policy and program state=-
ments and procedures.,

Retire to BTRS when 2 years old, transfer to WNRC
1 year later, and dispose 3 years thereafter.
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1368. Foreign’esk Subject Files = Contaa’s documents
relating to the social, political, and economical activi-
ties and events in the U.S.S.R. Region and specific coun-
tries like Bulgaria, Hungary, and Czechoslovakia. Papers
pertain to such subjects as physical geography, names and
biographies of national leaders, immigration, tourism,
industries and commodities, passports, government policies,
legislation, and foreign and political relations. Records
consist of airgrams and cablegrams, maps, news clips,
magazine articles, market reports, news releases, corre=-
spondence, and memos.

Move active papers forward and dispose of all
others after they have served their purpose.

1369. Briefing Books and Trip Reports - Collection of
information put together in book-form for Commerce, govern-
ment, and commercial representatives attending conferences
and meetings with top foreign officials. Information
collected and formatted for specific trips and events,.
Books contain such items as position papers, biographies

of foreign participants and leaders, statistical informa-
tion on trade, maps and geographical data, general economic
data, trip or cecvent summaries and conclusions.

jw- Z’/ab Record copy - Permanent. Retire to BTRS 1 year
- after itrip or event, send to WNRC 3 years later,
&vﬂ‘ and offer to the National Archives 20 years
thereafter,

b. Other copies -~ Dispose after they have served
their purpose.

1370. Overseas Business Reports (OBR) - A specially
designed and non-~scheduled published report covering
such subjects as the general market, trade policy, buying
and selling procedures, cooperative agreements, trade
regulations, buying and selling tips, biographies of
political and business leaders for foreign countries,
regigns, and cogmunities at a specific point in time.
M{/{' el s

a. Record 'copy (one copy each) ~ Permanent. Retire
- —" to BIRS when enough is accumulated to f£ill one
v GSA box, transfer to WNRC 3 years later, and
offer to the National Archives 20 years thereafter.

[YO VN
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b. Othe pies - Dispose after the‘xave served
their®urpose.

People's Republic of China Division

1371. Division Chronological File - Contains memos and
correspondence 1initiated by members of the staff. File
maintained in date order.

Dispose when 3 years old.
1372. TForeign Desk Subject Files - Contains documents
relating to the social, political, and economic activities
and events in the People's Republic of China Region, and
specific countries like Bulgaria, Hungary, and Czechoslo-
vakia. Papers pertain to such subjects as physical geo-
graphy, names and biographies of national leaders, immi-
gration, tourism, industries and commodities, passports,
government policies, legislation and foreign and political
relations. Records consist of airgrams and cablegrams,
maps, news clips, magazine articles, market reports,
news releases, correspondence, and memos.

Move active papers forward and dispose of all
others after they have served their purpose.

1373. Briefing Books and Trip Reports ~ Collection of
information put together in book=-form for top Commerce,
government, and commercial representatives attending
conferences and meetings with top foreign officials.
Information collected and formatted for specific trips
and events. Books contain such items as position papers,
biographies of foreign participants and leaders, statis-
tical information on trade, maps and geographical data,
general economic data, trip or event summaries and con-
clusions.

/ z, a. _Record copy -~ Permanent. Retire to BTRS 1 year
V79¢; ¢ after trip or event, send to WNRC 3 years later,
2 and offer to the National Archives 20 years

E;, L A thereafter,
b. Other copies - Dispose after they have served
their purpose.
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1374, Oversea’Business Reports (OBR) ~,specially
designed and non-scheduled published report covering

such subjects as the general merket, trade policy, buying
and selling procedures, cooperative agreements, trade regu-
lations, buying and selling tips, biographies of political
and business leaders for foreign countries, regions, and
communities at a specific point in time.

Record copy (one copy of each) - Permanent.

> a,
V*CD’V ;é— —~ Retire to BIRS when enough is accumulated to

"

oA

fill one GSA box, transfer to WNRC 3 years
later, and offer to the National Archives
20 years thereafter.

b. Other copies - Dispose after they have served
their purpose.

1375. Monthly Reports - Contains a presentation of the
Division's activities, the main economical and political
events taking place in China, summaries of trips, and an
analysis of market conditions.

Retire to BTRS when 5 years old, transfer to WNRC
2 years later, and dispose 3 years thereafter.

OFFJCE OF EAST-WEST POLICY AND PLANNING

The Office of East-West Policy and Planning formulates,
analyzes, and makes recommendations about legislative and
policy issues arising in East-West trade activities. In
addition, the Office develops and provides statistical
data services for the Bureau of East-West Trade.and other
appropriate recipients.

1376, Office Director's Subject File - Contains documents
relating to the management of the Office's Program.

Records in the file pertain to such subjects as BEWT
Reports, Brookings Institute, Committees/Discussion Groups/
Boards, DIBA Priorities, EW Trade Financing, Legislation,
Murphy Commission, Statistics, and Trade Development and
Promotion. File alphabetically maintained by subject.

Dispose when 5 years old.
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1377. Countyy les - Contains documents .lating to the
trade, political, and economic conditions and activities

in CPE countries. Records pertain to such subjects as
meetings and conferences, trade missions, market research,
imports and exports, trade agreements, and_foreign exchange.
Folders alphabetically maintained by name GFf country.

Dispose when 5 years old.

1378. Administrative File - Contains documents relating

to the general! housekeeping operations of the Office.
Records pertain to such subjects as Facilities, Incoming
Publications, Organization, Personnel, Time and Attendance,
and Travel.

a. Personnel Records - Dispose upon separation
or termination of employee,

b. All Other Records - Dispose when 2 years old.

1379. Budget File ~ Contains documents relating to the
formulation and implementation of the BEWT Program and
Budget. Records consist of such items as task definitions,
program descriptions, staffing patterns and requirements,
workpapers and notes, budget drafts, and comments and
evaluations.

Dispose when 3 years old.

1380. Chronological File - Contains letters and memos
written by members of the staff., File maintained in date
order.

Dispose when 1 year old.

1381. U.S./Industrialized West (IW) Trade with Socialist
Countries - Data and Reports (Printouts) -~ Magnetic tapes
and computer printouts containing detall data relative to
trade between US/IW and Socialist Countries. Data presented
in terms of specific products, including forecasts of future
potential. Data obtained from Census and United Nations
tapes and reformatted and compacted to meet requirements

of the Office of East-West Policy and Planning (OEWPP).
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a.

b.

Jan 76
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Monthly Reports ~ Dispose when 1 year old.

Quarterly Reports - Dispose when 3 years old.

Annual Reports - Dispose when 3 years old.

Tapes -~ Scratch data over 10 years old.
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UREAU@F RESOURCES AND TRADE ASS‘EANCE

The Bureau of Resources and Trade Assistance is made up

of the Deputy Assistant Secretary, the Office of Textiles,
and the Office of Import Programs. The Deputy Assistant
Secretary and Director determines the objectives of the
Bureau and formulates the policies and programs necessary
for their accomplishment. The Office of Import Programs

is made up of the Office of the Director and three Divi-
sions -~ Special Import Programs, Foreign Trade Zones, and
the Industrial Products. The Office of Import Programs is
responsible for the technical evaluation, review, and gen=
eral administration of imports and quotas; providing staff
support to the Secretary when he is serving as Chairman of
the Foreign Trade Zones Board; and monitoring and analyzing
data pertaining to the trade of such industrial products as
steel, electronics, footwear, and autcmobiles; for the
development and implementation of policies to limit the
domestic economic disruption occurring as a result of

these imports.,

The Office of Textiles is made up of the Office of the
Director and three Divisions ~ Market Analysis, Trade Ana-
lysis, and the Implementation Division. The Office of
Textiles is responsible for providing support to such
committees as the Committee for the Implementation of
Textile Agreements, the Management-Labor Textile Advisory
Committee, the Importers' Textile Advisory Committee,
Exporters' Textile Advisory Committee, and the Textile
Trade Policy Group, collecting and analyzing data for

the purpose of determining such things as the impact of
imports on the U.S. textile and apparel market, and the
effects of new legislative proposals; negotiation and
monitoring bilateral textile agreements and coordinating
market and import analyses to identify problems relating
to the implementation of trade agreements.

DEPUTY ASSISTANT SECRETARY

1382. Bureau Director's Program File ~ Contains data
relating to the development and management of programs
pertaining to textile trade and import programs. File
contains papers on such subjects as the President's
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Cabinet Texti‘Advisory Committee, the I?thers' Tex~
tile Advisory Committee, the Management~Labor Textile
Advisory Committee, the 0il Policy Committee, Interna=-
tional Agreements, Textile Problems - Congressional,
Steel, Energy, 0il, Footwear, Law of the Sea, Briefing
Papers, Market Studies and Evaluations. File alphabeti-
cally arranged by subject.

c‘Z' Permanent. Transfer to BTRS when 5 years old
-

g1

/.

and send to WNRC 3 years later. Offer to the
National Archives 20 years thereafter.

1383, Chronological File =~ Contains letters and memos
written by members of the staff. File maintained in
date order.

Dispose when 2 years old.

1384, Bureau Director's Administrative File - Contains
documents relating to the general housekeeping operations
of the Bureau. Papers in file pertain to such subjects
as budgets, acquisition of office equipment, organization
and staffing, time and attendance, and travel.

Dispose when 2 years old.

OFFICE OF IMPORT PROGRAMS

The Office of Import Programs directs the analysis for
determining the economic impact that selected foreign
products (i.e., steel and textile) have on domestic mar-
kets, supports negotiations and monitors international
and bilateral agreements related to selected imports, and
administers special statutory programs related to imports
(e.g., Watch Quota, Florence Agreement, and Foreign Excess
Property Programs). The Office of Import Programs is
made up of the Office of the Deputy Assistant Secretary
and Director, the Special Programs, Industrial Products
and Foreign Trade Zones Divisions.
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Office of the Deputy Assistant Secretar‘and Director

1385. Director's Program Subject File - Contains documents

related to the managemert and operation of the Office and
its Divisions. File contains papers pertaining to such
subjects as U.S.-Japan Trade Council, Senate Foreign Rela-
tions Committee, Office Goals, Briefing Materials, Reports
on Major Accomplishments, Project Codes, and Proposed
Travel Plans. File maintained alphabetically by subject.

Move active papers forward and retire all others
to BTRS when 3 years old. Transfer to WNRC
3 years later and dispose 5 years thereafter.

1386. Administrative File - Contains documents relating
to the general housekeeping operations of the Office and
its Divisions. Records pertain to such subjects as Bud-
get and Finance, Organization and Staffing, Time and
Attendance, Office Furniture and Equipment, Training,
and Travel.

a. Budget Papers =~ Dispose when 5 years old.
b. All Other Papers =~ Dispose when 2 years old.

1387. Personnel Files ~ Contains general data required
by the management of the Office staff., All documents
duplicates of thosc maintained by DIBA Personnel. File
contains copies of such records as Requests for Personnel
Action, Position Descriptions, Resumes, and Applications
(SF 171). File maintained alphabetically by name of
staff member.

Dispose 1 year after transfer or termination
of staff member.

1388. Office Chronological File - Contains incoming and
outgoing correspondence and memos of members of the Office
staff. File maintained in date order.

Dispose when 2 years old.

1389. Division Chronological File -~ Contains outgoing
correspondence and memos written by Division staff mem-
bers. File maintained alphabetically by Division name,
then by date.

Dispose when 2 years old.
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Sp‘_i.al Import Programs Divis‘

The Special Import Programs Division administers the pro-
gram for the duty-free entry of scientific, educational,
and cultural material under the Florence Agreement. In
addition, the Division jointly administers, with the
Department of Interior, the licensing of quota recipients
and the allocation of quota units in the Watch Quota Pro~
gram,. The Division also administers the Foreign Excess
Property Program.

1390. Florence Agreement ~ Duty-free Entry Application
File - Contains documents relating to the receipt and pro-
cessing of applications for the duty-free entry of scien-
tific instruments or apparatus. File contains such records
as applications for duty-free entry, item specifications,
purchase orders, comments and evaluations on requests by
other agencies (NIH, HEW, NBS, NOAA), equipment drawings,
customs entry information, Federal Register notices of
application, comments resulting from FR noticcs, drafts

of decisions and Federal Register notices of decision,
transmittal documents, certified mail receipts, etc.

File maintained in two sections -~ Record and Conformed -
and folders are filed serially by docket numbers assigned
by Customs. Early cases sometimes used to establish
precedent.

a. Record Copy - Retire to BTRS 6 years after
application approval or rejection, transfer to
WNRC 3 years later, and dispose 6 years there-
after.

b. Conformed Copy - Move forward conformed copies
of applications involving significant precedents
or issues, outright denials and cases appealed
to U.S, Court of Customs and Patent Appeals.
Dispose all others 1 year after final approval
or denial of the applications.

1391. Manufacturer Specification File - Contains letters,
brochures, equipment specifications, and like items
received from U.S. or foreign manufacturers of scientific
instruments or apparatus.

Move active documents forward and dispose of all
others when 3 years old.
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1392. Chronol!cal File - Contains copi‘of letters
and memos written by members of the staff. File main-
tained in date order,.

Dispose when 5 years old.

1393. Duty-~free Application Docket Cards - These are
5x8=-inch control cards used to record the receipt and
actions taken on duty-free applications. !

Dispose 15 years after approval or rejection of
. application.

1394, Administrative File - Contains documents relating
to the general housekeeping activities of the unit.
Records pertain to such subjects as budget and finance,
organization and staffing, office furniture and equipment,
travel, and time and attendance.

Dispose when 2 years old.

1395. Foreign Excess Property (FEP) Application File -
Contains documents relating to the importation control of
U.S. excess government property sold abroad. File contains
such records as Foreign Excess Property (FEP) Import
Authorizations (DIB-305), Case Processing Checksheet,

FEP Determinations (DIR-303}, Application for Fereign
Excess Property (FEP) Determinations (DIB-302P), Notice

of Awards (DD=-1427), and correspondence. File maintained
numerically by three- to five-digit application number.

Retire to BTRS 3 years after cases processed for
given fiscal year (FY 1974 cases retired in

July 1977), transfer to WNRC 3 years later, and
dispose 4 years thereafter. Move forward files

on applications appealed to Commerce Appeals Board.

1396. Foreign Excess Property Import Control Card File -
Cards used to maintain the receipt and processing activity
on FEP import determination applications.

Dispose 1C years after approval or rejection
of application.

1397, Bid Announcement File - Contains copies of requests
for bids on excess government property in overseas loca-

tions. Bid Announcements put out by the Department of
Defense in such forms as Local Spot Bids, Seal Bids, Sale
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Contract, and Term Sale. Bid Announcements used as

a tool for de ining the nature and tra ction

history of proferty on import application Tequest.

‘ Retire to BTRS when 7 years old, transfer to WNRC
5 years later, and dispose 3 yvears thereafter.

1398. Excess Property Program File - Contains documents
relating to the management and operation of the Excess
Property Unit. Papers in file cover such subjects as
Authorizations, Classified Material Receipts, Defense
Property Disposal Service, Export Control Regulations,
Congressional Hearings, Legislation, Policy, Regulations
and Federal Register, Illegal Entry Cases, Revised Regu-
lations and Procedures.

Move active papers and program history documents
forward and dispose of all others when 3 years old.

1399. 1In Bond Entries File - Contains documents relating
to excess property held in bond pending approval of import
application. File contains such papers as transmittal
letters from Customs, Consumption Entry - Bureau of Cus-
toms (Customs 7501), Pro Forma Invoices, Declaration for
Free Entry of Returned American Products and Certificate
of Exportation, and Immediate Delivery and Consumption
Entry Bond.

Dispose 1 year after Customs notification of final
liquidation, entry or other disposal of property.

1400. Watch Quotas Program File ~ Contains documents
relating to the management and operation of the Watch
Quota Program administered with the Department of
Interior which limits the number of watches and watch
movements imported duty-free from U.S. insular posses-
sions (Virgin Islands, American Samoa, and Guam). Watch

quotas allocated to obtain maximum direct economic develop-

ment in insular possessions. File contains such subjects
as Program Resources Handbook, Program Highlights, U.S.
Trade with Switzerland, Clearance Requests, Legislation
and Congressional Hearings, Watch Manufacturers and
Watch Quota Rule-making and Federal Register Notices.
File maintained alphabetically by subject.
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Move activge papers forward and destrog all others
when 3 ye’ old. .

1401. Watch Import Licensing and Permit File ~ File con-

‘ tains such records as applications for licenses to enter
watches and watch movements into the U.S., permits to .

enter watches and watch movements into the U.S., notices

from insular companies that quotas will not be used up,

quota reallocations, insular company tax reports and

quarterly Social Security reports, correspondence from/to

and about insular companies, quota recording and control

worksheets, quarterly reports from companies on ‘ratch

assembly operations, legal briefs and show cause orders.

Retire to BTRS when 3 years old, transfer to WNRC
3 years later, and dispose 6 years thereafter.

1402. Watch Industry History File - Contains documents
dating back to 1920 about foreign and domestic watch and
allied product (i.e., bomb fuses, bombsights, etc.) manu-
facture. File contains documents on the creation, develop-
ment and demise of watch making companies. Data in file
pertains to such subjects as making fuses and weapons
instruments by watch companies, conversion of German watch
plants during WW II, history of the Swiss Watch industry,
company and country agreements and regulations, the Swiss
Watch Cartel, watch manufacture superholdings, economic
and trade notes from 1920, the chronometer competiticn
from 1934, watch making in Germany, United Kingdom, Russia,
and Japan, records or imported watch movements, and jew-=
‘ eled and electronic watch manufacture. Records consist
of original and copies of correspondence, newspaper and
magazine articles, company sales brochures and annual
reports, confidential survey reports, Foreign Service
dispatches, copies of agreements and regulations, and
internal memos and notes. File alphabetically maintained
by subject.

é(ﬁ.#’ Permanent. Retire to BIRS every 10 years, transfer
‘/194’ - to WNRC 3 vears later, and offer to the National
(IQ"/// @W/' Archives 20 years thereafter,
|

1403. Administrative File - Contains documents relating
to the general housekeeping operation of the Watch Quota
Unit. Papers pertain to such subjects as budget and
finance, organization and staffing, time and attendance,
furniture and office equipment, and travel.
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Dispose when 2 years old.

Foreign Trade Zones Division

The Foreign Trade Zones Division serves as the executive
secretariat of the Foreign Trade Zones Board, of which
the Secretary of Commerce serves as Chairman. The
office's activities include the processing of foreign
trade zones applications, holding hearings on zone pro-
posals, monitoring zone operations, providing technical
advice on zones, and publishing the Foreign Trade Zones
Board's Annual Report.

1404, Foreign Trade Zones Application File - Contains
documents related tc applications made by State and local
agencies or public corporations for establishing or
extending U.S. Foreign Trade Zones. File contains such
records as applications for the establishment or expan-
sion of zones, applicants' plans for acquiring title,
methods of financing venture, economic surveys, descrip-
tions of projects, estimates of costs, maps and plot plans,
State laws authorizing applications, Federal Register and
other notices, transcripts of public hearings, public
comments, lists of proponents and opponents, newspaper
clips and press releases. File maintained by zone and
application.

Retire, all but condensed original, to BTRS 1 year

. after the termination of zone operation. Transfer
to WNRC 2 years later, and dispose 7 years there~
after.

1405. Foreign Trade Zones Board - Orders and Program
Files - Contains documents relating to the early opera-
tion of the Board and Orders promulgated by the Board.
Program section of file concerns Board procedures and
items like the 1934 Executive Order 7104 (1935). Orders
section of file contains copies of such orders as Grants,
Zone Expansions, Zone Transfers, and relocations. Signed
originals of Orders sent to and maintained by the Federal

Register.
6\£' a. Program Section of File - Permanent. Remove
{9 0% _ and make part of Foreign Trade Zones Board
.y —_ . .
\/ éW’ History File. 7 Fem L 427)
"
A
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1406. Foreign Trade Zones Board Operations File - Con-
tains documents related to the operations and adminis-
trative proceedings of the Board. Records deal with such
items as Circulars (Grant Rules and Regulations, Reproduc-
tion of Zone Forms, Zone Cargo Statistics), Dockets
(Appeals of such cases as Dye and Imported PC Good and
Mix and Color Rums), Proviso Cases (Requests to perform
certain operations in a trade zone). File also contains
backup papers for Docket decisions.

Move active papers forward and retire all others
to BTRS 2 years later. Transfer to WNRC and dispose
10 years thereafter.

1407. Foreign Trade Zones Board History File - Contains
documents relating to the development, composition, opera-
tions, programs, and policy of the Board. Records in
binders pertain to such subjects as Board Authority, Board
Meetings, Board Voting Records, Committee of Alternates
Authority and Mectings, Board Member Addendums, and Board
Orders. File is a special effort by the Support Staff to
maintain a history of Board activities.AéLaa7o(€;’ApéxorT

2 ez #r)enlT
0 Retire to BTRS when 10 years old, transfer to WNRC
e

2 years later, and offer to the National Archives

/KJV‘//}Y 20 years thereafter,
y 1408. Support Staff Program File - Contains documents

related to the management and operations of the Foreign
Trade Zones Program. Papersin file pertain to such sub-
jects as American Association of Port Authorities, Trade
Mission Briefings, Import Programs, Hearings, Government
Agencies, Customs, and the Foreign Service Institute,
Records in file consist of such items as news releases,
newspaper and magazine articles, speeches, pamphlets,
weekly reports, and correspondence and memos.

Move active papers forward and retire all others
to BIRS when 3 years old. Transfer to WNRC 2 years
later, and dispose when 5 years old.
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j;d}' National Archives 20 years thereafter.

1409. Foreign T).e Zones Board - Annual R¢@@rts - Annual
report of operations issued by the Board. Reports present
a summary of the year's activities by the Executive Secre-
tary, reports of FTZ Grantees, and summaries of income and
expenditur by each zone.

f%izyﬂﬁhdeu¢j
Record Copy - Retire to BTRS when 5 years old,
transfer to WNRC 1 year later, and offer to the

b. All Other Copies - Dispose when no longer needed.

1410. Support Staff Administration File - Contains docu-
ments relating to the general housekeeping operations of
the Division., Records pertain to such subjects as budget
and finance, organization and staffing, time and attendance,
office furniture and equipment, and travel.

Dispose when 3 years old.

1411. Zone Correspondence File -~ Contains letters and
memos to and from and about the Foreign Trade Zones.
File maintained by zone number and date.

Dispose when 5 years old.

1412, State Correspondence Tile - Contains letters and
memos to and from State and Iocal officials and business.

File maintained alphabetically by name of state and date.

Dispose when 3 years old.

1413, Commodity Correspondence File - Contains letters
and memos [rom government agencies, business groups, and
the public about commodities handled in zones, File main-
tained alphabetically by commodity category and then com-
modity.

Dispose when 3 years old.

1414, Chronological File -~ Contains copies of letters
and memos written by members of the staff. File main-
tained in date order.

Dispose when 5 years old.
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1415. Public .aring Transcripts File - ‘xtains copies
of transcripts of public hearings held by the Board on
zone applications, custom rulings, zone expansions, and
similar subjects.

a, Record Copy -~ Retire to BTRS 5 years after
hearing, transfer to WNRC 3 years later, and
dispose 10 years thereafter.

b. All Other Copies - Dispose after they have
served their purpose.

1416. Zone Schedule File - Contains tariff schedules and

regulations for each operating zone. Papers in file cover
rates and charges, descriptions of zone storage and serv-

ices, and rules and regulations regarding merchandise and

carriers. File maintained by zone.

Retire to BTRS 1 year after zone termination,
transfer to WNRC 1 year later, and dispose
4 years thereafter.

1417. Zone Engineering Drawings ~ Copies of site drawings,
layouts, and plot plans of zone installations. Usually
submitted in support of an application for or expansion

of a zone and kept current as changes are approved.
Drawings separately maintained in engineering drawings

file cabinet by zone number.

Retire to BTRS 1 year after the termination of zone
operation. Transfer to WNRC 2 years later and
dispose 7 years thereafter.

Industrial Products Division

The Industrial Products Division monitors, collects, and
analyzes information pertaining to international trade
in such industrial products as steel, footwear, automo-
biles, and electronic products. In addition, the Divi-
sion produces market impact studies, special purpose
reports, and trade pattern analyses.
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1418. ComputegRun - U.S. General Importyf Stecel by

- Customs Area oM™ import - Report by catego from exporting
country. Data presented by country, customs area, cate-
gory, tons, and value,

Dispose after receipt of current run

1419, Computer Run - Steel Import Data - Steel Mill Pro-
ducts - Data presented in terms of country, product type
(ingots, rods, etc.), year quantity and percent, and value.
Run issued monthly and provides year-to~date totals.

Summary Run - Dispose when 5 years old,.

1420. Voluntary Restraint Program - Steel Imports File =
Contains documents relating to the program for controlling
steel imports primarily from Japan and the European Steel
Production Community. File contains such records as letters
to and from Congress, reports to Congress, reports covering
imports from Japan and Europe, newspaper clips, memos, and
worksheets,

Retire to BTRS when 5 years old, transfer to WNRC
3 years later, and disposc 5 vears thcreafter.

1421. Chronological File - Contains copies of letters
and memos written by staff members. File maintained in
date order.

Dispose when 2 years old.

1422, Administrative File - Contains documents relating
to the general housekeeping activities of the Division.
Papers in file pertain to such subjects as budget and
finance, organization and staffing, furniture and equip-
ment, time and attendance, and travel,

Dispose when 2 years old.

1423, Country File - Contains documents relating to the
social, political, and economic conditions and activities
in foreign countries engaged in trade with the U.S.

Records consist of such items as cahles, airgrams, copiles

\
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of import/exp.: laws and regulations, m‘et reports,
newspaper clips, magazine articles, maps, memos, and notes.
File maintained alphabetically by name of country.

Move active papers forward and dispose of all
others when 3 years old.

1424, Commodity File <« Contains documents relating to

the nature, use, demand, and transport of such commodities
as electronic products, footwear, steel and steel products,
automobiles and automobile parts. Records consist of such
subjects as plant openings, reports to Congress, pricing
of exports, position papers, new products, mergers and
purchases of companies, Acts and Bills regulating imports
and exports, cost of transport, research and development,
Trade Commission Reports, consumer attitudes, and product
techniques., File maintained alphsabetically by commodity.

Move active papers forward and dispose of all
others when 3 years old.

1425, Division Program File - Contains documents relating
to the management and operation of the Division's Program.
Papers in file pertain to such subjects as Anti-Dumping,
Briefings, Border Taxes, Import Surcharges, Multi-national
Companies, Quantitative Restrictions, Revenue Act, and
Tariff Level., Filc maintained alphabetically by sublject.

Move active papers forward and dispose of all
others when 3 years old.

1426, Analyst Work Files ~ Contains documents relating to
commodities and countries handled by the analyst, and to
the marketing, statistical, and similair methods and tech-~
niques used in analysis. Papers consist of such items as
newspaper clips, magazine articles, product pamphlets and
brochures, Congressional reports, position papers, briefing
notes, correspondence and memos.

Dispose when they have served their purpose.

Jan 76

465

Fem



O

° .

OFFICE OF TEXTILES

The Office of Textiles is responsible for matters involving

the fiber, textile, and apparel sector of the industrial
economy, including the negotiation and administration of
international textile agrcements; and analyzes the fiber,
textile, and apparel sector and provides interpretive data
on current trends. The Office provides the staff work for
the Committee for the Implementation of Textile Agreements.
The Office of Textiles is made up of the Office of the
Director and three Divisions - Implementation, Market Analy-
sis, and Trade Analysis.

Office of the Director

1427. Director's Program Subject File ~ Contains documents
relating to the formulation of policy and management of the
Office. Folders in file contain documents pertaining to
such subjects as Textile Imports, Customs, Cotton Textile
Finishing Industry, Flammable Fabrics, Kennedy Round, Tex=-
tile Machinery, GATT Textile Committee, NSC Involvement in
Cotton, and Secretarial Briefings. File alphabetically
arra?ged by subject.

/)
QZAA; Permanent. Move active records forward every 3 years
Z and retire others to BTRS. Transfer to WNRC 2 years
{(:7* later and offer to the National Archives 20 years
thereafter.

1428. Administrative File - Contains documents relating
to the general housekeeping activities of the Office.
Records pertain to such subjects as budget and finance,
organization and staffing, time and attendance, travel,
training, and office space and equipment.

Dispose when 2 years old.

1429, Chronological File - Contains letters and memos
written by members of the staff. File maintained in date
order.

Dispose when 2 years old.
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1430. Directo Country File -~ Contains ‘cuments relating
to textile trad® agreements made with fore¥gn countries,
Records consist of such items as copies of trade agreements,
airgrams, press releases, notes, correspondence, and work-
papers. File alphabetically arranged by country.

Retire to BTRS when 3 years old, transfer to WNRC
1 year later, and dispose 5 years thereafter.

Implementation Division

The Implementation Division provides administrative and
technical support to Office of Textiles to implement
existing bilateral textile agreements and to negotiate
and consult with our major textile trading partners.

1431, Division Program Subject File - Contains data
relating to the management of the Division's programs.
Files contain papers pertaining to such subjects as Federal
Register Notices, Program Actions, Men and Boys Wear, Type~
written Ribbon Cloth, Gloves, and Trade Committees. File
alphabetically arranged by subject. File primarily made

up of short term working type papers.

Move active records forward and dispose of all

19 = Spe)

1432. General Correspondence File - Contains incoming and
and outgoing coples of memos and letters. Blue outgoing
copy of staff correspondence maintained in this file. File
maintained in date order.

Retire to BTRS when 2 years old and dispose
2 years later.

1433. Chronological File - Contains pink copies of letters
and memos written by the members of the staff. File main-
tained in date order.

Dispose when 2 years old.

1434, Statistical Group File ~ Contains data relating to
statistical methodology and Division programs, and to
quantitative and qualitative reports and commentaries on
textile imports and exports and quotas. Records consist
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of imports and exports, newspaper, and magazine articles on
textile foreigi@@rade, copies of bilateral@@ereements,
charts and grapiis, handbooks and procedureS% correspondence
and memos, airgrams and cablegrams.

Dispose when no longer needed.

1435, Monthly Performance Reports of Countries Under
Restraints - Reports produced by the Implementation Divie~
sion presenting data on textile trade in such items as
fabrics and apparel in terms of class, units and conversion
factor, original limit, adjustment, and imports for each of
the countries in the bilateral agreements administercd by
the Division.

Retire to BTRS when 5 years old, transfer to WNRC
1 year later, and dispose 10 years thereafter.

1436. Analyst Workpaper File - Contains workpapers and
support data mailntained and used by textile analysts in
the performance of their tasks. Papers consist of such
items as copies of agreements, press releases, newspaper
and magazine articles, statistical and narrative reports,
notes and worksheets, report drafts, and correspondernce,

Dispose after they have served their purpose.
1437, Committee Files -~ Contains documents relating to
the membership and operation of such committees as Manage=-
ment and Labor Textile Committee, Import Technical Advisory
Committee for Implementation of Textile Agreements, and
Interagency Textile Administrative Committee (ITAC). The
Division performs staff functions for both advisory and
interagency committees. Papers consist of such items as
membership lists, meeting announcements, agenda, minutes
of meetings, and reports.

Retire to BTRS when 2 years old, transfer to WNRC
2 years later, and dispose 6 years thereafter.

1438. Federal Register Notice File -~ Contains documents
relating to the development, submission, and response to
textile agreement and quota notices published in the

Federal Register. File contains such items as prepara-
tion requests, notice drafts, sign-offs and draft approvals,

Jan 76

468

3



transmittal to Federal Register, tearsheets from Federal
Register, comment and response correspondence.

Retire to BTRS when 5 years old, transfer to WNRC
3 years later, and dispose 7 years thereafter.

Market Analysis Division

The Market Analysis Division develops data and analyzes
conditicns in the textile and apparel market, and assesses
the impact of imports on the textile and apparel markets.
In addition, the Division analyzes legislative proposals
and provides data for negotiation of agreements.

1439, Division Program Subject File - Contains data
relating to the menagement and operation of the Division.
File contains papers on such subjects as Work Gloves, Manu-~
facturers Associations, Defense Procurement, Textile
Arrangements, Hard Fibers, Newsworthy Events, Congressional
Hearings, and Ratio Data Worksheets.

Move active papers forward and retire all others
to BTRS when 2 years old. Transfer to WNRC 2 years
later, and dispose 4 years thereafter.

1440, Administrative File - Contains data relating to the
general housekeeplng operation of the Division. Records
pertain to such subjects as budget and finance, office
furniture and equipment, travel arrangements, organization
and staffing, time and attendance, and travel vouchers,

Dispose when 2 years old.

1441, Market Statements - Market Disruption File - Con-
tains data on fluctations in the production, prices, and
import and export of textiles and apparel. File main-
tained by numerical categories. Category numbers assigned
to items such as cotton yarn, T~shirts, gloves, and fish
nets.

Retire to BTRS when 5 years old, transfer to WNRC
2 years later, and dispose 5 years thereafter.
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1442, Country File - Contains airgrams and cablegrams
relating to textiles and textile products and bilateral
agreements. File alphabetically maintained by name of
country.

Dispose when 2 years old.

1443, Chronological File - Contains incoming and outgoing
Division letters and memos. File maintained in date order.

Dispose when 2 years old.

1444, TLegislative File - Contains documents relating to
existing and proposed textile legislation. File contains
such papers as Congressional Hearing Reports, request for

and comments on proposed legislation, requests from Congress-
men for information on existing or proposed legislations,

and copies of Bills and Acts.

Retire to BTRS when 5 years old, transfer to WNRC
2 years later, and dispose 5 years thereafter.

1445, Committee Files =~ Contains documents relating to
advisory, interagency, and trade committees on textiles
and textile products (i.e., CITA, ITAC, Exporters, and
MLTAC). File contains such papers as membership lists,

ST . ) - . =
meefing anncuncements; agenda, minutes of meetings, and

committee reports. File alpbabetically maintained by
committee name,

Dispose when 3 years old.

1446, Staff Technical Analyst Files - Contains documents
collected and created by analysts in the performance of
their activities. File contains general date on textiles
textile products, fashions and product applications, mar-
kets, mills and machinery, and transportation. Records
consist of reports, laws, memos, photos, samples of fibers
and finished products, news clips, and magazine and trade
paper articles.

Dispose after they have served their purpose.
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Trade Analysis Division

The Trade Analysis Division provides statistical compila-
tions for the negotiaticn and administration of interna-
tional textile arrangements, develops and maintains import
and export classification procedures, and provides regular
and special statistical trade reports.

1447, Machine Run TQ 2196~Exports - U.,S. exports of cotton
manufactures of domestic origin. Grouped by country of
destination. Shows current month, current quarter, and
cumulative quarterly data for quantity and value.

Dispose when 2 years old.

1448, Machine Run TQ 2409 - Cotton, wool, and man-made
fiber. Category code by TSUSA by country of origin.
(Alternate unit of quantity) Shows 1972 calendar year,
cumulative year~to-date, current month, and year ending
with current month.

Dispose when 2 years old.

1449, Machine Run TQ 2491 -~ Country of origin by category
by Tariff Schedules of the U.S. Annotated (TSUSA) by date
of export. Shows carrier, port of entry, block and file
number, Also shows quantity and value. Produced monthly
for internal use,.

Dispose when 2 years old.

1450. Machine Run TQ 2492 - Cotton, wool, and man-made
fiber manufactures. Country of origin by category by date
of export. Also quantity and value. Produced monthly for
internal use.

Dispose when 2 years old.

1451, Machine Run TQ 2493 ~ Cotton, wool, and man-made
fiber manufactures. Country of origin by category by date
of export. Also quantity and no value is shown. Produced
monthly.

Dispose after receipt and publication of current
report,
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1452, Machine Run TQ 2496 - U.S. imports for cotton, wool,
and man-made {1bers. Subgroups by country of origin.

Shows quantity and value data for current month and cumu-
lative quarterly. Formerly Reporit 2096 was for cotton only.

Dispose when 2 years old.

1453, Machine Run TQ 2510 - Textile manufactures other
than cotton, wool, and man-made fibers. Category and TSUSA
commodity totals by country.

Dispose upon receipt of current month report.

1454, Machine Run TQ 2709 =~ Cotton only. Category by coun-
try of origin and TSUSA by country of origin.,

Dispose when 2 years old.

1455, Machine Run TQ 2710 - Cotton only. Country of ori-
gin by category.

Dispose when 2 years old.

1456, Machine Run TQ 2711 -~ Cotton only. Totals by agree-
ment category.

Dispose when 2 years old.

1457. Machine Run TQ 2712 - Cotton only. Totals by coun-
try of origin. :

Dispose when 2 years old.
1458, Machine Run TQ 2750 - Value other than cotton

(wool, man-made, e€tc.). Category by TSUSA and by country
of origin,

Dispose when 2 years old.

1459, Machine Run TQ 2751 - Value other than cotton
(wool, man-made, etc.). Category by TSUSA and country of
origin totals.

Dispose when 2 years old.
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1460. Machine Run TQ 2752 -~ Valuc other than cotton

(wool, man-made, etc.). Category by TSUSA and country
of origin. Category totals.

Dispose when 2 years old.

1461. Machine Run and Published Report TQ 2010-U.S. Gen=-
eral Imports~Cotton Manufactures-Monthly and Five-Year
History =~ Data presented in five sections: (1) Country of
origin totals in equivalent square yards, (2) Agreement
categories -~ Quantity Totals, (3) Country of origin by
agreement category - Quantity Totals, (4) Agreement cate-
gory by country of origin and TSUSA number by country of
origin - Quantity Totals, and (5) Country of origin by
agreement category in equivalent square yards.

a. Monthly Machine Run -~ Dispose after receipt and
publication of current report.

l-b Monthly Published Report = Permanent. Retire
[lpot 2 Monchly P

to BTRS after 10 years, transfer to WNRC 3 years

25;}. later, and offer to the National Archives

20 years thereafter.

146Z. Machine Run and Published Report TQ 2210-U.S. Gen-
eral Imports-Wool Manuiactures ~ Monthly and Five~Year
Histcry - Data precented In five cecticne: (1) Country of
origin totals in equivalent square yards, (2) Groupings of
TSUSA numbers = Quantity Totals, (3) Groupings of TSUSA
numbers by country of origin and TSUSA numbers by country
of origin - Quantity Totals, (4) Ccuntry of origin by
Groupings of TSUSA numbers - Quantity Totals, and

(5) Country of origin by Groupings of TSUSA numbers in
equivalent square yards.

a, Monthly Machine Run -~ Dispose after receipt and
publication of current report.

/451;£ b, Monthly Published Report -~ Permanent. Retire to

s

BTRS after 10 years, transfer to WNRC 3 years

z
Vﬁ> 2§:w~ later, and offer to the National Archives 20 years
~

thereafter.

1463. Machine Run and Published Report TQ 2310-U.S. Gen=-
eral Imports-Man Made IFibers and Manufactures - Monthly
and Five=Year History - Data presented in five seciilons:
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(1) Countiry of origin totals, (2) Groupings of TSUSA num-
bers, (3) Groupings of TSUSA numbers by country of origin
and TSUSA number by country of origin -« Quantity Totals,
(4) Country of origin by Groupings of TSUSA numbers and
country totals, and (5) Country of origin by Groupings of
TSUSA numbers.

a. Monthly Machine Run -~ Dispose after receipt and
publication of current report,

Z b Monthly Published Report = Permanent. Retire to

Vt>’ /Cu BTRS after 10 years, transfer to WNRC 3 years
2% later, and offer to the National Archives
ij/ 20 years thereafter.

1464, Report TQ 2493-~U.S. General Imports-Cotton, Wool,
and Man~Made Fiber Manutfactures - Monthly -~ Data presented
by ICTA Category or Grouping Code by Date of Expiration.
Quantity totals in category or grouping units and country
toLals in equivalent square yards.

/ (R4
/76 Permanent. Retire to BTRS when 10 years old, trans-

fer to WNRC 3 years later and offer to the National

),l

1/ 5 Archives 20 years thereafter.

—-\'
-’

1465. Report TQ 2510-U.S. General Imports-Textile Manu-
factures Other Than Cotton, Wool, or Man~Made I'ibers -

Semi-Annual = Dafa picggnted'by Glouplng and TSUSA numbers
by country of origin and TSUSA number by country of origin

(Quantity Totals), published semi-annually.

- /6: Permanent., Retire to BTRS when 10 years old,
v transfer to WNRC 3 years later, and offer to the
/?¢” National Archives 20 years thereafter:.

1466. Correlation-Textile and Apparel Categories with
Tariff Schedules of the U.S. Annotated -~ Cotton, Wool,
and Man-Made Fibers - Table by Textile Category, TSUSA
Number, Description, Conversion Factor, and Unit of

Measure,
Do éw’ Permanent. Retire to BTRS when 10 years old,
VT transfer to WNRC 3 years later, and offer to
fJ the National Archives 20 years thereafter.
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1467. Textileq,.greement Summaries - A su&ary of agree-
ments affecting U.S. 1mports of textile manufactures.
Report is a compendium of current in-force Article 3
restraint actions and bilateral agreements between the
U.S. and variovs foreign countries. Data presented by
country and date; and then by category code, commodity-
grouping, unit, agreement level, adjustments, and control
level. Agreement summaries maintained in loose-leaf
binders.

_ b~ Permanent. Retire to BTRS when 10 years old,
?Fr' transfer to WNRC 3 years later, and offer to
the National Archives 20 years thereafter.

/O
et

1468. Chronological File -~ Contains copies of incoming
and outgolng letters and memos. File maintained by
calendar year.

Dispose when 3 years old.

1469. Country ~ Investigation and Committee File - Contains
data relating to textiles improperly classified for U.S.
entry. File contains copies of bilateral agreements, tele=
grams, airgrams, letters, and reports.

Dispose upon termination of bilateral agreement or
after 3 years, whichever is later.

1470, Textile Program Subject File - Contains data relating
to the management and operation of the Trade Analysis Divi-
sion. Papers in file pertain to such subjects as agreements,
classifications, cotton, Customs, advisory committee, and
textile classification training.

Retire to BTRS when 3 years old, transfer to WNRC
3 years later, and dispose 4 years thereafter.

1471. Country File ~ Contains airgrams and cablegrams
relating to textiles and textile imports and exports and
bilateral agreements., File alphabetically maintained by

country.

Dispose when 3 years old.

1472, Personnel File - Contains general data relating

to staff members. DPapers consist of resumes, travel
vouchers, leave requests, job descriptions, and personnel
actions notices.
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Dispose up’)n termination or transfer& staff
member,

.\\ 1473. General Agrecement on Trade and Tarif{fs (GATT)
File -~ Contains textile export and import data that relates
to GATT. File contains papers on such subjects as cotton,
textile statistics, quarterly and annual reports on man=-
made fibers, and GATT working group papers.

Move active papers forward and dispose of all
others when 3 years old.
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