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•• • 
o Program Administration Bucket 

This bucke ontains series of records that reflect the unique administrative aspects of the 
organizatio nd the administrative functioning of the u.s. Patent and Trademark 
Office. . 

Trademark Office exists in order to "promote the progress of 
science and the usefu arts by securing for limited times to inventors the exclusive right to 
their respective disco v ies" (Article 1, Section 8 of the United States Constitution). 

The USPTO mission is to e ure that the U.S. Intellectual Property system contributes to 
a strong global economy, enc urages investment in innovation, and fosters 
entrepreneurial spirit. Intellect I Property is an invention or creation embodied in the 
form of a patent, trademark, tra ecret, or copyright 

Thefollowing series are records nece ary to support the administration of the U.S. 
Patent and Trademark Office. 

WlniDRAWN
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anent Program Administration Bucket 

•
 
s and Interferences 

The Board ofP ent Appeals and Interferences (BPAI) reviews, upon written appeal of
 
an applicant, dec ions of examiners regarding applications for patents and BPAI
 

determination ofth priority and patentability of invention in interferences. BPAI
 
monitors proposed a declared Interference Cases; views Interference documents;
 
records Interference ca es filed for appeal with an outside court as well as the court's
 
decisions; records BPA nterference hearings and decisions on the Interference Cases;
 
records incoming and out oing correspondence; and generates management statistics
 
and production reports. Thi series includes but is not limited the following
 
interference related records: nn 850 and depositions; textual exhibits; testimony;
 
briefs; decision, settlement agr ments between parties; index with bibliographic
 
information; and separate case fi s involving claims to patents that may have been
 
developed under contract to other vernment agencies (i.e. NASA and OE Acts, etc).
 

An Interference is a proceeding institute in the Patent and Trademark Office before
 
the BPAI to determine any question ofpa ntability and priority of invention between
 
two or more parties claiming the same pate able invention. An interference may be
 
declared between two or more pending applic tions naming different inventors when,
 
in the opinion of an examiner, the applications ontain claims for the same patentable
 
invention. An interference may be declared be en one or more pending applications
 
and one or more unexpired patents naming differe inventors when, in the opinion of
 
an examiner, any application and any unexpired pat t contain claims for the same
 
patentable invention. Rules governing Ex parte appea from adverse decisions by
 
patent examiners in applications for patents and reexam ation proceedings are found at
 
37 CPR §§ 1.191-1.198. The Manual of Patent Examini Procedure (MPEP) sets
 
forth additional procedures for appellants and patent exami ers to follow in Ex parte
 
appeals in a reexamination proceeding. Rules governing app als from adverse
 
decisions by patent examiners in Inter parte reexamination pro eedings are found at
 
37 CFR §§ 1.959-1.981. (source - USPTO intranet site,
 
http://ptoweb/ptointranet/ogc/bpai.htm, accessed August 17,2004 d the MPEP, Edition 8.2).
 

RETENTION:
 
Permanent-Transfer 40 years after close of file
 

RECORDS INCLUDED:
 
Interference Case Files NI-241-96-5 #1 a
 
Index of Patent Interferences Nl-241-96-5 #12
 
Interference Settlement Agreements Nl-241-96-5 #14
 
Proceedings Under DOE and NASA Acts Nl-241-96-5 #15a
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http://ptoweb/ptointranet/ogc/bpai.htm,


•
 
~emark Trial and Appeal Board Proceedings and Agency Solicitor Court Cases 

The irademark Trial and Appeal Board (TTAB) is an administrative tribunal 
empowered to determine the right to register a trademark, and the subsequent validity 
ofa traderirark. The TTAB adjudicates the rights of parties in specific types of 
proceedings 'such as oppositions, cancellations, interferences, concurrent use, appeals 
from refusals bY,the Office to register a mark, and extensions oftime to file a 
proceeding. In ~ition, the TTAB receives other related documents and phone 
inquiries resulting in,a high volume of paper and data exchange. The TT ABIS consists 
of data capture, workh~w, and reporting modules which provide the TTT AB staff 
with automated support 'to accomplish TTAB functions. 

This item includes Recor~lated the Trademark Trial and Appeal Board (TIAB)
 
hearings and decisions on adversary proceedings involving oppositions to the
 
registration of trademarks, petitirins to cancel trademark registrations, and proceedings
 
involving applications for concurreh, use registrations of trademarks, and TTAB
 
decision appeals taken from the Trademark examining attorneys' refusals to allow
 
registration of trademarks. This band also includes Office of the Solicitor records
 
related to USPTO court cases that have si ificant, legal, political, or historical
 
significance. (source - USPTO intranet site, ~://ptoweb/ptointranetJogc/ttab.htm,
 
accessed August 18,2004 and the TAB Manua of Procedure, Third Edition).
 

RETENTION:
 
Permanent-Transfer 30 years after close of file
 

RECORDS INCLUDED:
 
Opposition Proceedings -241-96-5 #la
 
Cancellation Proceedings Nl- 41-96-5 #2a
 
Concurrent Use Proceedings NI-2 -96-5 #3
 
Court Cases NI-241- 6-1 #6a
 

WITHDRAWN 
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airs - Agency Formal Public Communications 

This item onsists of records related to major exhibits developed by the USPTO, 
record copi ofUSPTO news releases, and official copies of each publication that 
contributes to the public understanding ofUSPTO's missions and functions. This 
series includes ut is not limited to exhibit correspondence, photographs, reports, and 
related materials eveloped by the USPTO (i.e. 175th anniversary exhibit). 

RETENTION: 
Permanent-Transfer 

Exhibit Files NI-241-96-1 #19 
Publications Files NI-241-96-1 #21 
News Release Files NI-241-96-1 #23 

\
 
WITHDRAWN
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••• • 
ernational Intellectual Property Activities Case Files 

This em consists of records related to international intellectual property (IP) activities
 
case fil as well as proposed IP legislative files. The series includes but is not limited
 
to the fol wing documentation related USPTO participation in international IP rights
 
and domesti legislative activities: correspondence; notes; informational packets;
 
international eting record, IP protection and enforcement activity records; drafts of
 
legislation; repoh to committees to introduce legislation; comments on legislative
 
proposals; analysis, and testimony.
 

The series includes rec ds documenting USPTO participation in multilateral and
 
bilateral agreements to SIT line the IP system and protections and shape new
 
legislation. The USPTO m t consult with, and receive the support of, other IP
 
offices in structuring new bila ral and multilateral initiatives and agreements and
 
promoting harmonization to stre hen the rights of American IP holders. The USPTO
 

. also proposes legislative and regul ory changes to current patent and trademark laws. 

RETENTION: 
Permanent-Transfer 25 years after close of file 

RECORDS INCLUDED:
 
Proposed Intellectual Property Legislation Files NI-241-96-6 #37
 
International Intellectual Property Activities Case Files NI-241-96-6 #38
 

WITHDRAWN 
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'. •
 
This item c sists of official records of the head of the USPTO Undersecretary of
 
Commerce fo Intellectual PropertylDirector ofthe USPTO and Deputy Director
 
covering effort 0 implement the USPTO's mission and functions. They may include
 
but are not limite to Director'slDeputy Director's correspondence, memoranda,
 
reports, and briefin related to USPTO's budget formulation, delegations of authority,
 
examiner education ding, GAO and Inspector General reports, international
 
interactions with speci countries and international organizations, labor management
 
relations, legal materials ..e., cases, opinions, rulings, proposed rulings, rule
 
packages), copies oflegisla 'on and hearings, management initiatives and reviews,
 
organization and reorganizati n matters, personnel, procurement, Director's Calendars, and
 
related SUbjects.
 

RETENTION:
 
Permanent-Transfer when 25 years 0
 

RECORDS INCLUDED:
 
Director's Files NI-241-96-1 #1
 
Deputy Director's Files NI-241-96-1 #40
 
Director's Calendars NI-241-96-1 #5a
 

WITHDRAWN
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This item 1 eludes all speeches related to the USPTO's missions, functions, activities,
 
and given by e USPTO Director, Deputy Director, and heads of the major USPTO
 
business areas.
 

RETENTION:
 
Permanent-Transfer w n 25 years old
 

RECORDS INCLUDED:
 
Speech Files Nl-241-96-,1 #4
 
BPAI Speeches NI-241-97-1 #6
 

WITHDRAWN
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'e.
 •
 
This series eludes all official USPTO budget planning and evaluation related to final budget 
submissions, udget hearing books and background material, USPTO organizational changes, 
Trilateral Statis .cal Report input from the USPTO, and Carlyle move and space consolidation 
budget files. 

RETENTION: 
Permanent-Transfer1O ars after close of file/when 10 years old 

RECORDS INCLUDED: 
USPTO Organizational Reco ds 
Budget Hearing Books and Ba ground Records 
Trilateral Statistical File 
Final Budget Submissions 
Carlyle Move/Space Consolidation 

NI-241-95-1 
NI-241-95-1 
NI-241-95-1 
NI-241-95-1 
NI-241-xx 

#41 
#50a 
#31a 
#49 

WITHDRAWN
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Biograph: .al sketches and photos of high-level USPTO officials, nontextual audiovisual
 
files with historical value, USPTO posters and graphic arts created to document
 
USPTO pUbl;S:arrairs programs and events.
 

RETENTION:
 
Permanent-Transfer 0 years after close offile/when 10 years old
 

RECORDS INCLUD~;
 ... 
Biographical Sketches and, Nl-241-96-1 #26 
Audiovisual Files - NONT NI-241-96-1 #27 
Posters NI-241-96-1 #43 

WITHDRAWN
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rogram Administration Records of Sensitive Archival Nature 

Thi item includes public affairs photographs and negatives not mentioned in other series but 
have s cial archival needs per 36 CFR1228.184. These include portraits of key United States 
Patent Trademark Office officials and senior executives, exhibit photographs, and other 
photograph documenting USPTO programs and public affairs services. NOTE: This item doe 
not include wsletter photographs, and other photographs used in internal USPTO 
announcements . r bulletins, routine retirement or award photographs, and photographs of social 
events that do not late to agency-wide activities or mission). 

RETENTION: 
s after close of file 

RECORDS INCLUDED:
 
Photographs and Negatives Nl-241-96-1 #20
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10 
Program ministration Records that are transferred when no longer needed 

This item in~es the record copy of examinations given to new registrants applying 
to practice befor~the USPTO as well as the index ofITAB cases. The TTAB case file index is 
used to track and fmd information about TTAB cases and includes information such as 
proceeding number, 'parties, date filed, date instituted, answer filed, notice of default, default 
judgment, parties, con~nt judgment, motion for summary judgment action, action on motion, 
decision on merits, petitfl::mfor reconsideration, action on petition, appeal Court of Customs and 
Patent Appeal, civil actionxdecision, and final termination. . 

RETENTION: \ 
Permanent-Transfer when no l~ er needed 

RECORDS INCLUDED: 
Enrollment Examination N1-241-96-1 #29 
IT AB Case Index N1-241-97-1 #7 

Wl'n-fDRAWN
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orary Program Administration Bucket 

at Property Administration Support Activities: 

iscipline: Registered Attorneys and Agents, Case Folders 

Application folders 0 attorneys or agents registered to practice before the USPTO. 
Includes requests to ch ge address or name, and related data, and copies of 
certificates of good standi 

RETENTION: 
Temporary-Destroy when 60 ye 

RECORDS INCLUDED: 
Case Folders of Registered Attorneys d Agents Nl-241-01-8 #la 
Case Folders of Registered Attorneys an Nl-241-01-8 #lb 

WITHDRAWN
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Correspo dence, complaint letters, investigation reports, administrative hearing
 
records, fin Idecisions, and supporting documentation on complaints about an attorney
 
or agent regi red to practice or an applicant for registration before the USPTO.
 
Used as suppo or disciplinary proceedings.
 

RETENTION:
 
Temporary-Destroy
 

Closed Complaint Files - D Nl-241-96-1 #36a 

Initiated 
Disciplinary Files Nl-241-96-1 #8 

13
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dings and Cases (not res~lting in a hearing) 

Complain letters, related correspondence, and supporting documentation on complaints about
 
an attorney agent registered to practice or an applicant for registration before the USPTO.
 
Often subdivi into either routine or significant proceedings and cases.
 

RETENTION:
 
Temporary-Destroy 4 ears after close of file
 

RECORDS INCLUDED:
 
Interference Case Files NI-241-96-5 #llb
 
Proceedings (patent) Under D NI-241-96-5 #15b
 

WITHDRAWN
 

14
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e· e
 

Appeal e Index and Court Cases of the Solicitor . 

Legal mate~C' associated with Solicitor court cases that have been considered 
non-permanently valuable or have only short-term administrative values. Includes 
Copies of certifie~depositions ofUSPTO employees used as testimony in court cases; 
the background mat .als, drafts and notes for this testimony; indices used to identify 
patent and trademark a eals in the Federal Courts, and the Solicitor's 
non-permanently valuab cases. These non-permanently valuables cases are those 
without legal, political or h torical significance. These include court papers, 
correspondence, and briefs i~olving appeals ofUSPTO rejection of trademarks or 
patents. Used to prepare the USIUO's case in court. Includes drafts that were 
circulated or made available to ot r employees, and which add to the formulation and 
execution of basic policies, decision actions, or responsibilities. 

RETENTION: 
Temporary-Destroy 30 years after date of a 

RECORDS INCLUDED: 
Index to Appeals Cases (of the General Counsel) 
Court Cases (of the General Counsel) 
Examiners Testimony 

N1-241-96-1 
N1-241-96-1 
N1-241-97-1 

#41 
#6b 
#9 

15
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rollment and Discipline: Files of Unsuccessful Applicants and Inactive Registrants 

Mate .als of concern associated with applicants and registrants that are unsuccessful or
 
inactiv
 

Records of successful applications for enrollment include correspondence,
 
application, tr scripts, and related records. Used to process requests for refunds and
 
to document co leted actions if the applicant continues at a later time. Also used to
 
document reasons or denial, which are referred to when applicants reapply after
 
satisfying deficienci . Includes materials for those approved to take exams and those
 
not approved to take e
 

Records of inactive registr ts include revised data sheets and correspondence
 
submitted by registrants and e original data sheet, along with copies of certificates of
 
good standing and undertaking.
 

RETENTION:
 
Temporary-Destroy when 30 years 01
 

RECORDS INCLUDED:
 
Data Sheet Files NI-241-01-8 #3b
 
Unsuccessful Applications NI-241-01-8 #4
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'AB Opposition Proceedings (not resulting in a hearing) and OED Complaint Files 

(no resulting in a Proceeding) & Cancellation Proceedings 

ark Trial and Appeal Board opposition proceeding is a proceeding in which 
one party' seeking to prevent registration of another party's trademark. Under the: 
law, if a pa believes that he will be damaged by the registration of a mark, he can file 
an opposition. For more information, see the Trademark Trial and Appeal Board 
ManualofProc ure TBMP Section. 102.02. Records of such that do not result in 
hearings aretemp 1U)'. 

These include actions 0 offices under the General Counsel, specific to the patent and
 
trademark operations, tha do not result in proceedings. .
 

Closed Cancellation Files that 0 not result in a board decision, motion of summary
 
judgment or a motion to dismis~e considered temporary. Cancellation Files include
 
correspondence and other papers rated to a petition to cancel a trademark registration
 
including the petition for cancellatio answer to the petition, requests to extend time
 
to take some action, trial orders, notice of reliance, testimony, exhibits, motions, all
 
outgoing actions taken by the Board in re onse to incoming requests, requests for oral
 
hearings, the decision of the TTAB, the app al to court and the decision of the court.
 
Used to judge the merits of a petition to cane a registered trademark. After final
 
resolution, this file is used for public reference.
 

Complaint letters, related correspondence, and supp ing documentation on
 
complaints about an attorney or agent registered to pra ice or an applicant for
 
registration before the USPTO; includes both routine cas where no formal warning is
 
issued; and significant cases where a formal warning is iss d but when no
 
disciplinary proceeding is initiated.
 

RETENTION:
 
Temporary-Destroy 30 years after closure
 

RECORDS INCLUDED: 
Closed Complaint Files - No Disciplinary Proceeding is 

Initiated 
Closed Complaint Files - No Disciplinary Proceeding is 

Initiated 
Opposition Proceedings Nl-241-96-5 #lb 
Cancellation Proceedings Nl-241-96-5 #2b 

17
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Rule~;ews ' 

Rule ch~~es, review notes, background materials, and other related papers used to 
check regulatory conflicts and appropriate legal language in agency rulemaking procedures. 

Y25 to 30 years after closure 

RECORDS INCL 
Rule Review File N1-241-96-1 #11 

Proposed Patent Laws NI-241-96-5 #20a 

WITHDRAWN
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• • 
\ndated Strategic Plans & Performance Files (under GPRA and CFOA) 

Incl~s agency strategic plans and performance files required ofthe agency under
 
legislatio for Government Performance Results Act and the Chief Finance Officers
 
Act. Thes materials satisfy requirements of the Acts, with such products as annual
 
financial rep s and 5-year strategic plans submitted to the Department of Commerce
 
and the Execuf e Office of the President.
 

RETENTION: 
Temporary-Destroy years after closure; close when superseded by a new plan or when plan 
has ended 

RECORDS INCLUDED:
 
Strategic Plans and Operation NI-241-95-1 #44
 
USPTO Program Performance NI-241-95-1 #30
 

WITHDRAWN
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19 
Correspon ~ce of the Office of the Solicitor and the General Counsel of the USPTO 

Record copy 0 orrespondence and reply used to document the activities ofUSPTO
 
General Counsel d Solicitor.
 

RETENTION: \
 
Temporary-Destroy w'ften 20 years old .
 

RECORDSINCLUDED~
 
Correspondence of the ~ffi~ofthe General Counsel Nl-241-96-1 #12
 

WITHDRAWN
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• • 
Subjec Files of the OED and BPAI 

Incoming d outgoing correspondence, memorandums, annual and other periodic
 
reports, and\other records that relate to management and administration of the Board of
 
Patent Appeals and Interferences, or agency-wide administration associated with the
 
core responsibilities of the BPAI. These include records of public matters that do not
 

\. 

pertain to a specific case, or which cannot be filed in interference or appeal case files.
 
Records include but-are not limited to correspondence, reports, delegations of
 
authority, regulationsxdirectives, long-range USPTO proposals and studies, personnel
 

\ . 

and staffing records, and similar materials. 
. \ , 
Correspondence and repo~~~elated to office of Enrollment and Discipline activities
 
which result in attorney registration and discipline. Records include correspondence
 
with outside groups, dissemination of program information, the development and
 
assessment of programs, and other.correspondence related to the mission ofthe Office
 
of Enrollment and Discipline. \
 

'.,,-,RETENTION: ,'."Temporary-Destroy when 15 years old 
" 

RECORDS INCLUDED: '\.
 
Program Subject Files of the Office of Enrollment and . Nl-241-96-1 #38
 

Discipline -,
 
BPAI Correspondence Subject Files "NI-241-96-5 #23
 

\, -. 
\. 

\', 

'\ 
"-, WI'n-IORAWN 

21
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ies of USPTO Records 

Duplicate secu . y copy of records that have been sent to regional courts to be used as
 
testimony in pate t and trademark disputes.
 

RETENTION:
 
Temporary-Destroy w n 10 years old or no longer needed whichever is sooner
 

RECORDS INCLUDED:
 
Certified Copies ofUSPTO ecords Nl-241-96-1 #10
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• • 
Records the selection of certain decisions of the Board of Patent Appeals and
 
Interferenc for publication. Decisions are normally confidential, however, some are
 
selected beca e of their importance to patent law, and published with consent of the
 
parties concern
 

RETENTION:
 
Temporary-Destroy w en 10 years old
 

RECORDS INCLUDED:
 
Notices of Decisions NI-241-96-5 #26
 

WITHDRAWN
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Application Files (in use for a court case) 

Materials us for Trademark Trial and Appeal Board actions; specifically for
 
supporting the efense of the USPTO position on an appeal and those related to
 
opposition filing
 

Item includes files fi m the Trademark Examining Attorney that were denied and then
 
appealed. Used to defe d the position of the USPTO in a court case. If the appellant
 
prevails, files are retume to the Trademark Examining Attorney. Otherwise, they
 
remain at the Office ofthe eneral Counsel until it is determined that no further action
 
will be taken.
 

Item also includes corresponden and other papers relating to extensions to a time to
 
file an opposition. Oppositions m be filed by persons who believe they would be
 
damaged by the registration of a m upon the principal register.
 

RETENTION:
 
Temporary-Destroy 10 years after closure
 

RECORDS INCLUDED:
 
Trademark Application Files NI-241-96-1 #7
 
Extensions of Time To Oppose NI-241-xx
 

WITHDRAWN
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24 
Public Affairs d Outreach Program Administrative Files 

Core project admi istration of public affairs projects.
 

Files containing recor opy of correspondence, reports, background papers used for
 
projects, and general rna rials used as a resource for the office. Also, outreach files
 
relating to USPTO's intere in the promotion and development of creativity and higher
 
order thinking skills such as roject XIL or similar projects. Conferences related to
 
these outreach programs bring ogether regional teachers and experts with the goal of
 
providing information, teaching ethods, and curriculum materials to students.
 

Articles submitted for clearance an ublished in magazines, journals, and other
 
information media. Includes related b kground materials. Articles support public
 
awareness and promote the public affai of the agency programs bring together
 
regional teachers and experts with the go of providing information, teaching methods,
 
and curriculum materials to students.
 

Articles submitted for clearance and printed in agazines, journals, and other
 
information media. Includes related background aterials. Articles support public
 
awareness and promote the public affairs of the ag cy.
 

RETENTION:
 
Temporary-Destroy 20 years after closure
 

RECORDS INCLUDED:
 
Educational Outreach Program Files Nl 41-96-1 #24a
 
Public Affairs Subject Files NI-2 1-96-1 #25
 

RETENTION:
 
WITHDRAWNTemporary-Destroy when 10 years old 

RECORDS INCLUDED: 
Educational Outreach Program Files 
Articles Files 

25
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e Trilateral Program 

The Trilateral fices consist ofthe European Patent Office, the Japanese Patent
 
Office, and the .. Patent and Trademark Office. They have been "cooperating for
 
the administration 6ftheir patent functions in order to gain possible mutual benefits
 
since 1983. One oftlle activities in the Trilateral Cooperation is to exchange
 
information and views 'regarding patent administration in general, patent documentation
 
and classification, automation programs and patent examination practice." (source:
 
trilateral website) \
 

Statistical files include files of Source documentation supporting text, tables, charts,
 
and graphs provided by the usrro for inclusion in the Trilateral Statistical Report.
 
USPTO data is combined with simi! data provided by the European Patent
 
Organization (EPO) and the Japanese atent Office (JPO). Responsibility for the
 
report's compilation year rotates annua among the patent offices.
 

Records of the data exchange program incl e source data reviewed and formatted by
 
the USPTO under the data exchange program etween European Patent Office,
 
Japanese Patent Office and the USPTO. Data i ~blished annually on a revolving basis
 
by the three members. \
 

RETENTION: \
 
Temporary-Destroy when 5 years old (break at end of e~h calendar year/or after publication)
 

RECORDS INCLUDED: \
 
Trilateral Statistical File N\241-95-1 #31 b
 
Trilateral Patent Data Exchange Program Nl- 1-95-1 #48a
 

\
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Admini. 

Reports uti ized by the Board of Patent Appeals and Interferences (BPAI); to include
 
routine office\administration reports, Chairman's Monthly Report, revenue reports, and
 
summary reports from USPTO tracking systems.
 

RETENTION:
 
Temporary-Destroy years after closure; close at end of each Congress
 

Nl-241-96-5 #22 

WITHDRAWN 
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.e . e 

two main responsibilities include: (1) the review of ex parte appeals from 
adverse deci ions of examiners in those situations where a written appeal is taken by a 
dissatisfied pa nt applicant and (2) the review of interferences to "determine priority" 
(that is, decide 0 is the first inventor) whenever an applicant claims the same 
patentable inventi n which is already claimed by another applicant or patentee. Each 
appeal and interfere ce is heard by a merits panel of at least three members of the 
Board. 

Documents supporting th tracking of appeals cases on patent applications. Tracks
 
case status, panel assignm ts and decisions, and statistical reports. provides the
 
means to create decision co spondence for each case.
 

RETENTION:
 
Temporary-Destroy 5 years after t
 

RECORDS INCLUDED:
 
Appeals Case Tracking Documents Nl-241-96-5 #7
 

Appeals Case Tracking and Assignment Revised Nl-241-96-5 #7
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• • 
o main responsibilities include: (1) the review of ex parte appeals from 

adverse decisio of examiners in those situations where a written appeal is taken by a 
dissatisfied patent'applicant and (2) the review of interferences to "determine priority" 
(that is', decide who '~he first inventor) whenever an applicant claims the same 
patentable invention wh h is already claimed by another applicant or patentee. Each 
appeal and interference is ard by a merits panel of at least three members of the 
Board. 

RETENTION:
 
Temporary-Destroy when 5 years 01
 

RECORDS INCLUDED:
 
BPAI Appeals Decision Files (non-record c Nl-241-96-5 #8b
 

WITHDRAWN 
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Program Administration and Public Programs Records (2-5 years) 

espondence files, working papers, speech files, committee files, 
ining to the administration of the USPTO. Destroy when 2-5 years old. 

RETENTION:
 
Temporary-Destroy w en 5 years old or when no longer needed .
 

Speech Files Nl-241-96-1 #39
 
Oversight Report File Nl-241-96-7 #77
 

RETENTION:
 
Temporary-Destroy when 5 years
 

RECORDS INCLUDED:
 
Proposed Patent Laws and Rules Nl-241-96-5 #20b
 
Reengineering Team Working Papers Nl-241-95-1 #45
 
Controlled Correspondence Files NI-241-96-1 #2a
 
Index to Controlled Correspondence Nl-241-96-1 #3
 

RETENTION:
 
Temporary-Destroy when 3 years old
 

RECORDS INCLUDED: 
Committees and Conference Files GRS 16, 8b 
Trilateral Patent Data Exchange Program Nl-241-95-1 #48b 
Speaker's Files Nl-241-97-1 #1 

RETENTION:
 
Temporary-Destroy when 2 years after superseded
 

RECORDS INCLUDED:
 
BPAI Function Statements and Administrative 
Procedures 

RETENTION:
 
Temporary-Destroy when 2 years old
 

RECORDS INCLUDED:
 
Copies of Director's Controlled Correspondence Files NI-241-95-1
 
Controlled Correspondence Files Nl-241-96-1 #2
 
Controlled Correspondence Files Nl-241-96-1 #2b
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c Event Date Driven Records: 
Record that are associated with specific actions as noted below. Destroy according to 
specified vent date. 

30a 
Appeal-Driven 

Records that are des oyed when a given Trademark appeal-based event determines
 
their disposal. Curren y includes correspondence and other papers a part of Ex Parte
 
Appeal Proceedings.
 

RETENTION:
 
Temporary-Destroy 2 years er appeal is abandoned
 

RECORDS INCLUDED:
 
Ex Parte Appeal Proceedings (Ab Nl-241-96-5 #4
 

30b
 
Budget-Driven 

Records that are destroyed when a given b get-based event determines their disposal.
 

RETENTION:
 
Temporary-Destroy three years after the close 0 the fiscal year ofthe budget :
 

RECORDS INCLUDED:
 
Budget Hearing Books and Background Records Nl-241-95-1 #50b
 

30c
 
Case-Driven 

Records that are destroyed when a given TT AB case-based e nt determines their disposal. 

RETENTION: 
Temporary-Destroy when superseded or 5 years after member lea 
and Interferences 

RECORDS INCLUDED: 
Recusal Statements ofthe BPAI Nl-241-96-5 
Proceedings (TTAB) Correspondence - Privileged NI-241-01-02 
Exhibits Filed with Testimony (TT AB) NI-241-96-5 #5 WITHDRAWN 

RETENTION:
 
Temporary-Delete records 3 years after case terminated
 

RECORDS INCLUDED:
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In'dex to Patent Interference NI-241-96-5 #17 

30d 
and Registration-Driven 

Records that e destroyed when a given Enrollment and Registration-based event
 
determines thei disposal.
 

RETENTION:
 
Temporary-Destroy years after death of registrant
 

RECORDS INCLUDE
 
Data Sheet Files NI-241-01-8 #3a
 

RETENTION:
 
Temporary-Destroy when 3 mo s old or after appeals process has expired
 

RECORDS INCLUDED:
 
Enrollment Examinations Completed NI-241-96-1 #30b
 

30e
 
Examination Driven 

Tests and results of examinations to determine i pplicants for registration have the
 
necessary knowledge of patent law and practice to sist applicants for patents.
 

Records are destroyed when a given Examination-base event determines their disposal.
 

RETENTION:
 
Temporary-Destroy after grades are registered
 

RECORDS INCLUDED:
 
Patent Manager Candidate Certification Examination NI-24 xx
 
Enrollment Examinations Completed by Applicants NI-241- -1 #30a
 
Patent Manager Candidate Certification Examination NI-241-xx
 

Results 
Certification Examination (patents) Review Sessions NI-241-xx 

Materials 
Certification Examination (patents) NI-241-xx 

30f 
Interference-Driven 

Whenever an application is made for a patent which, in the opinion ofthe Director, 
would interfere with any pending application, or with any unexpired patent, an 
interference may be declared and the Director shall give notice of such declaration to 
the applicants, or applicant and patentee, as the case may be. The Board of Patent 
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Appea and Interferences shall determine questions of priority of the inventions and
 
may det ine questions of patentability. Any final decision, if adverse to the claim of
 
an applic t, shall constitute the final refusal by the Patent and Trademark Office of the
 
claims invo ed, and the Director may issue a patent to the applicant who is adjudged
 
the prior inve or. A final judgment adverse to a patentee from which no appeal or
 
other review ha been or can be taken or had shall constitute cancellation ofthe claims
 
involved in the pent, and notice of such cancellation shall be endorsed on copies of
 
the patent distribut after such cancellation by the Patent and Trademark Office.
 

An interference is a pro eeding, conducted before the Board of Patent Appeals and
 
Interferences (Board), to etermine priority of invention between a pending application
 
and one or more pending a lications and/or one or more unexpired patents.
 
Jurisdiction to decide an inte erence is granted by 35 U.S.C. 135(a), which also grants
 
the Board discretion to determi e questions of patentability in the proceeding.
 

Records are destroyed when a give Interference-based event determines their
 
disposal.
 

RETENTION:
 
Temporary-File in the Interference File at he termination of the Interference
 

RECORDS INCLUDED:
 
Interference Exhibits NI-241-96-5 #16
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\ Discretionary - Short-term . 

~~s deemed unique to the USPTO but having general administrative values that do not
 
warran ong-term retention to the office. Destroy when 2 years old or when no longer needed
 

31a 
Logs, Reports ala( Tracking 

Within TTAB, incilides production reports, logs of completed Inter Parte cases and
 
data on all cases ready-{or a decision, log of public requests for TT AB files, reference
 
reports, reports tracking-and location and bibliographic information for proceedings of
 
theTTAB. ..
 

the Department of Commerce. 

BPAI Report to the Director, trend alysis and long-term planning reports, and input forms
 
used to track and update data in the p~nt Application Tracking System.
 

RETENTION:
 
Temporary-Destroy or delete when 2 years ld or 2 years after the date of the latest entry,
 
whichever is applicable
 

RECORDS INCLUDED:
 
Decision Assignment Log (TT AB) GRS 23, 8
 
Attorney Motions Log GRS 23,8
 
TTAB File Request Log GRS 23, 8
 

RETENTION:
 
Temporary-Destroy when 6'months old
 

RECORDS INCLUDED:
 
Public Affairs Report
 

RETENTION:
 
Temporary-Destroy after the information has been converted to an electr ic medium and
 
verified, or when no longer needed to support the reconstruction of or serv
 
the master file, whichever is later.
 

RECORDS INCLUDED:
 
Input Records Tracking GRS 20, 2.a.
 
Reference Reports Nl-241-01-02 #1
 Wl"niDRAWN
Reports - Tracking N1-241-01-02 #1
 

Reports - Production N1-241-01-02 #1
 

Corporate Data - Trend Analysis and Long-Term ·Nl-241-95-1 #39
 
Planning 
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R ort to the Commissioner of Patents NI-241-96-5 #21 
Ind to TTAB Proceedings NI-241-xx 

31b 
rs, Ledgers, Complaint Tracking 

The Office 0 nrollment and Discipline (OED) is responsible for registering
 
practitioners Cp tent attorneys and agents) to practice before the USPTO in patent
 
cases. OED also evelops and administers a practitioner's registration examination
 
twice a year to det ine if applicants for registration have the necessary knowledge of
 
patent law and pract e to assist applicants for patents. In addition, OED maintains a
 
public roster of attorn s and agents recognized to practice before the Office in patent
 
cases and investigates c plaints alleging unethical conduct by registered practitioners.
 

Includes lists of attorneys agents registered for USPTO practice, ledgers
 
containing registration numbe of those attorneys and agents from 1897 to the present
 
time, and records of complaints gainst those attorneys and agents.
 

RETENTION:
 
Temporary-Destroy when no longer eded for current USPTO business
 

RECORDS INCLUDED:
 
Registration Ledgers NI-241-96-1 #31
 
Roster Attorneys and Agents Registered to NI-241-96-1 #33a
 

Before the USPTO 
Roster Attorneys and Agents Registered to Prac .ce NI-241-96-1 #33b 

Before the USPTO 
OED-Complaint Tracking NI-241-97-1 #3 
Patent Manager Candidate Certification Examination NI-241-xx 

Results Notifications 

31c 
General Counsel Subject Files 

The General Counsel is concerned with legal review of agency 
decisions, defense of agency decisions in court and administrative ibunals, internal 
agency legal advice, and regulation of persons practicing before the SPTO. . 

The General Counsel has also been delegated authority to hear appeals m decisions in 
enrollment and discipline matters, and to determine whether special circu tances exist 
pursuant to 35 U.S.C. § 122 for releasing information concerning patent app .cations. 

Includes correspondence and reference files of interest to the Office of General Wl'rnORAWNCounsel. 
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~ION: 
Temp~-DestrOy when 2 years old or when no longer needed, whichever is sooner 

RECO INCLUDED: 
Subject Fi NI-241-96-1 #13 

31d 
Correspondence nd Calendar Duplicated copies 

Unofficial copies 0 irector's appointments, and copies of congressional 
correspondence relat to constituent concerns. 

RETENTION: 
Temporary-Delete when n longer necessary for agency business 

RECORDS INCLUDED:
 
Director's Calendars - Copies NI-241-96-1 #5b
 
Congressional Liaison File - Co NI-241-96-6 #1
 

31e 
Photographs and Negatives (other tha 

Portraits ofUSPTO executives, photogra s documenting public affairs services,
 
USPTO programs or internal social events. neludes one negative and one captioned print.
 

RETENTION:
 
Temporary-Destroy when no longer needed for ent agency business
 

RECORDS INCLUDED:
 
Photographs and Negatives (non-permanent) NI-241-96-1 #20
 

WITHDRAWN
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