
REQUEST FOR RECORDS DISPOSITION AUTHORITY

3.
Patent and Trademark Office

SUBDIVISION
Data Administration Division

4. NAME

In accordance with the provisions of 44
U.S.C. 3303a the disposition request.
including amendments. is approved except
for items that mal be marked -disposition
not approved- or withdrawn" in cofumn 10.

Kathleen A Schultz (703) 3~8-7400
PERSON WITH WHOM TO CONFE 5. TELEPHONE

6. AGENCY CERTIFICATION
I hereby certify that I am authorized to act for this agen~y in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached __ page(s) are not now needed for the business
of this agency or will not be needed after the retention reriods srecified; and that written concurrence from
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal
Agencies, .

C8l is not required; 0 is attached; or 0 has been requested.

7.
ITEM
NO.

OF AGENCY REPRESENTATIVE

o.:ScWfz-
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9.GRSOR
SUPERSEDED
JOB CITATION

10. ACTION
TAKEN (NARA

USE ONLY)

~r
'.

See attached items 1-8 (Phase III)

.All obanges to this proposed schedule have been appl'OV
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Central Computer Technical Support Division

1 NEif a..l " 1m
aw.-

NE-tV 3:-;-&.IfA

Requirements and Techakal SpecltkatioDI

.cepies ef~ements or work. techrical reqtirements, or techrkal specifications
relating to mainframe enhancements, or 8 part ~ ADP reqtirements or task
orders relating to such enhancements.
DbposldoD: a. +PaI"lMer reeerel eel'Y tie "'e FRQ 2 y..... er t~iRatiOR ~ 'S E.~ ~~ \ ~ a.~ ~~MI.~ T"

fielEt~GtsysteM, or a s)'8t.", tI'MIt ie teFMAM.eI !'Iier tie flelcilig.
~OV wIleA 10 )I'" elel.
b. Delete electroric version two years after termination of 8 fielded
system, or a system that is terminated prior to fielclng.
c. Destroy extra copies when no longer needed.

Office Automation Support Division

2 MicI=O SeeD8 Newsletter$ ~ £>r,.tuL ~t'alu..~L. S~c: 'P~1'L\C.1'I:r'10t.LS. Proposed
lao $,,,,,, ..Ml. ~ ...\~0101.&

The "Mero Scene Newsletter» written by this Office as a forum for the
dissemination of automation information in the PTO microcomputer support
commurity. where comments and feedback are welcomed and encouraged.
a. Record copy.
b. All other copies.
DbposidoD: a. Destroy when five years old .

.b. Destroy when no longer needed.

Infrastructure Cabling Services Branch

3 PTOnet Fiber Optic Backbone and Line Drop Plan

a. Th~agrams which map the PTOnet cabling and data commlrication
lines Ufroughout the 13 PTO widings. Requred in order to manage the varied
resources, and to allow for a plamed growth of the systems v.flhout Interrupting
service.
b. Electronic version of the set of diagrams which map the PTOnet cabling and
data commurication lines throughout the 13 PTO buldings. Maintained via
computer assisted design (CAD) ~~
DbpoddoD: 8. Destroy 1year aft~Pdated.

b. Destroy 1year ~pdated.
~~AL15

Proposed

Production Support Services

4 EumiDen Time & Activity ReporU

A copy of the most recent 3 months of reports that measure, tabulate, and
report patent examiners' performance. Originals deflvered to program offices.
Materials protected by Privacy At;t, and must be destroyed.
DbpodtleD: Destroy when 3 months old.

Propoaed

115-109 NSN 7540-00-634-4064 Standard Form 115 (Rev. ~91)
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8. DEsci,uPT1ON OF I~

Boyers Facility Services Branch

A16 and Amdahl Backup Tapes - EUCl'RONlC

System backup tapes described under Computer Operations Services which are
stored in secure storage at Boyers. Specific reel. we Inventoried dally W1d
cataloged in the Vault Ust. Cumulatively, they represent a 12 month
retrospective span. Tapes older than 12 months are recycled.
Dlsposldoa: Recycle system backup tapes when 1year old.

Office of Operating Systems Support

Service Level Commitment Prop-am Policy

Record copy of document that defines the policies for artIcutating and executing
the standard services and duties performed by the Office for PTO computer
systems users. Document is the basis for the execution of speciftc Service Level
Agreements between OCTO and dient program offices.
Dbposltloa: Transfer to FRC 2 years after expiration of plan or program. ~estroy

when 20 years old.

7 Service Level Ap-eements
Record copy of agreements between OCTO and program offices definng
service and support levels in quantified terms of workload, hardware, software,
user 10 support, help desk, and documentation. The agreements also define
standards and ad hoc reports documenting the contlnt.ing validity ct.the .
agreement Sf!:1:.1UbllS ID~ s' ON A..,'\'CcC..ttV> -I?A-G,L
Dbposldoa: TftIlA8fer te I&~C 2 years after e.FetieP'! ef "'an 01 PIogralil. eesb Of

wheP'!2e )Ie.. eld.

8

Security and Analysis Team

Au-ro,,"~r. XM~A1"\ON S'f~'f"J.M." A..~ N..~R.v... Sac.UfL\N
5,.eiel Repolbaud Stadia ~'TA-nON K8C..c>f2.1) ~

Reports on inqliries from individuals or offices that relate to speciftc topics
regarding techrical sea.fty matters that affect OCTO.
Dlsposltloa: +r:aR8fer hJ ,.PtC when 1e yeats cAd. eesboy wllen!e years eltt

S2.L 12~v\Sl D"-\S .g)~ ~ VAc-L

115-109 NSN7~

Proposed
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Patent and Trademark Office

Summary of Revisions to Job No. NI-241-96-2

Item
No.

I. Requirements and Technical Specifications

Disposition revised to state:

a. Textual records: Close files after termination of a fielded system, or when a
system is terminated prior to fielding, and transfer to the FRC 2 years after close.
Destroy 10 years after closure.

b. Electronic records: Delete electronic version 2 years after termination of a fielded
system, or a system that is terminated prior to fielding.

c. Duplicate copies: Destroy or delete when no longer needed for current agency
business.

2. Newsletters and Other Internal Stan-Publications

Series title revised to "Newsletters and other Internal Staff Publications"

3. PTOnet Fiber Optic Backbone and Line Drop Plan

Subitem 3a revised to state "The master set of diagrams ..."

a. Disposition for 3a revised to state "Destroy 1 year after plans are updated."

b. Disposition for 3b revised to state "Destroy 1 year after master files are updated."

6. Service Level Commitment Program Policy

This is a new item and does not supersede NCI-241-76-1, Item 24 as stated.

7. Service Level Agreements

This is a new item and does not supersede NCI-241-76-1, Item 24 as stated.

Disposition revised to state: "Close files at the expiration of the agreement and transfer to
the FRC 2 years after close. Destroy 5 years after closure."
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8. Automated Information Systems and Network Security Accreditation Records

This is a new item and does not supersede NCI-24I-76-I, Item 11 as stated.

The series title was changed to "Automated Information Systems and Network Security
Accreditation Records"

The series description was revised to state:

"Reports and studies related to technical security and automated information system
security, including accreditation documentation and plans, system security reviews, risk
analyses and assessments, countermeasures and safeguards recommendations, contingency
and disaster recovery plans, and similar records."

Disposition revised to state: "Close files after study is superseded or obsolete, and
transfer to the FRC. Destroy 7 years after closure."


