
•	 LEAVE BLANK •• REo.tJEST FOR RECORDS DISPOSITION AUTHORITY	 •JOB NO. 
(See Instructions on reverse) tV	 1-11~- 90-5' 

DATE RECEIVEDTO:	 GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 - 1/ /9/<;-9 

1. FROM (Allency or establishment) NOTIFICATION TO AGENCY 

U.S. Dcoartment of Cormerce	 the provisions 44In accordance with of U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 

except for items that may be marked "disposition notBureau of Exoor t Administration approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION Office of the Assistant	 are proposed for dire' the signature of the Archivist is 

not required. C.c '":\Secretar'L for Exoort Adodrtl.st rat lon -
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL.EPHONE EXT. DATE ARCH'lVIST OF TH ~NIT~D STATES 

Richard Usrey	 377-5653 ~Cll;9!f ~"I~LI~- 1111"L~ 
6. CERTIFICATE OF AGENCY REPRESENTATIVE	 . V 

I hereby certify -that I am 'authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 5 paqels) are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: 0 is attached; or [Xl is unnecessary. 

D. TITLE 

Departmental Records t1anage-.1entOfficer 
9. GRSOR 10. ACTION 7. 8. DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (With Inch .. 1ve Dat .. or Reuntlon Perlocb) JOB (NARSUSENO. CITATION ONLY) 

OfFICE OF THEASSISTA1IT'SECHEI'ARY EXPORTFOR ADt\iIiHSTIATIOl~ 

Tne Ass stant Secretary for Export Admini.stzat ion carries out the Depar ment ' s 
respons bilities for regulating exports of U.S. goods and tecCnlology fo pUl-poses of 
nat iona security, foreign policy,and chairs the Advisory Conmi t tee on xpor t Pol cy
(AC£.."""'P), investigations in those instances where ialports fl18Y tl eaten to mpai.roversees
 
tne nat onal, security, participates in the devel.opnent and ac1ninistrati 11 of nati nal
 
pl.ans a .d programs to ensure maximun readiness of strategic U.S. indust ial resou ces
 
and ind strial preparedness cooperation among allied countries.
 
Tne off ce includes the Deputy Assistant Secretary for Export, Admini.st.r tion \.Tho 'erves 
as the rincipal deputy to the Assistant Secretary; performs such dutie as the 
Assista it Secretary may assign; and performs the duties of the Assistau Secretal 
during he latter's absence. The Deputy Assistant Secretail1 is respons ble for t e day 
to day 1anagemerlt of Illlctions L"egulating exports of U.S. Goods and tec no logy fo the 
purpose of national security, foreign policy, and short supply; and cl irs the S b-
conmi.tt e of the Advisory Cormi.ttee on Export Policy (Sub-ACEP). ILl ad ition, th 
Deputy .ss is tant Secretary is responsible for the performance of necess i-y admird trative 
activit es, for, and the p:rovision of staff suppo~t to, the SubcormJitte on ExpeL" 
Adrainis ration of the President's Export Council (PECSEA). 

The records identified in this Records Control Sche ule 
supersede the records identified in the Internation 1 
Trade Administration's Record Control Schedule 
number NCl~151-77-1, 

STANDARD FORM 115 (REV. 8·83)---	 Prescribed by GSA 
FPMR (41 CFR) 101-11.4 

http:conmi.tt
http:Adodrtl.st
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1. Assistant Secretary & Deputy Assistant Secretary Subject 
~ - These are incoming and outgoing correspondence, reports,
memoranda and related papers arranged alphabetically by subject. 
They describe the activities of the office in carrying out the 
Department's responsibilities for regulating exports of U.S. 
goods and technology. 

Notable subjects include reports on the Advisory Committee on 
Export Policy (ACEP), appeals, reports to Congress"
communications with other agencies, correspondence wi~h ,
exporters, and reports concerning export policy on individual 
commodities controlled for export.

"Fl<"~N..-'~ Transfer to the WNRC at the end of each calendar year.~ A?U. 
d:eet:rey 1Q ~ea;r;& latep-. \~ ~~ >t_ 'N~~~ 't"S ==(ecE"S....... \<\ore
 
Il'\ 5 ....(.~~~ ,,=,c...~ ~~C" eo,e-\ ..~\~ '«...~~~ ~~ \~ "i c. c...~ 0 \ ~ • R:U, 

2. Assistant Secretary & Deputy Assistant Secretary Country 
~ - These are incoming and outgoing cables and other papers
arranged alphabetically by name of country. The documents 
provide an overview of U.S.-export policy in the countries 
concerned, and describe discussions held between U.S. Government 
officials and their foreign counterparts concerning issues of 
mutual interest in matters of export administration. 

Transfer to the WNRC at the end of each calendar year and 
destroy 10 years later. 

3. Assistant Secretary & Deputy Assistant Secretary
Chronological File - These are extra copies of incoming and 
outgoing correspondence and are maintained for convenience of 
reference. These files have a longer-term reference value to 
staff members than is normally associated with a chronological
file. They serve as a useful index to other files the office 
creates. 

Transfer to the WNRC after 3 years and destroy 3 years 
later. 

4. Working Papers of the Policy & Program Review Staff (PPRS)
The PPRS carries out policy and program review functions for 
Export Administration (EA) and also serves as the focal point 
with EA for industry outreach functions. The projects of staff 
members involve recommendations for necessary changes in response 
to assignments tasked by the Office of the Under Secretary. They
are arranged alphabetically by subject matter. Included among
the subjects are: National Security Directives and Decisions,
Presidential Export Council, Chemical and Biological Warfare, 
Freedom of Information Act requests, Technical Advisory Committee 
files. 
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Destroy when no longer needed for current business or when 3 
years old, whichever is sooner. 

Records of Office of the Operating Committee 

The Operating Committee Chair directs the activities of the 
Operating Committee (OC) and serves as Executive Secretary of the 
Export Administration Review Board (EARB), and the Advisory 
Committee on Export Policy (ACEP). The OC reviews and makes 
determinations on selected export license applications for which 
interagency agreement has not been reached. 

5. Case Files - For cases referred to the Operating Committee, 
contains a copy of the OC Memo and any supporting documentation, 
including the license application(s), agency positions, technical 
information, company correspondence, relevant OC Minutes and the 
Interagency Licensing Decision. For cases referred directly to 
the ACEP, contains the ACEP background paper and all appropriate
documentation as described above. Cases are arranged in 
numerical order by OC Memo number, or by license number for non-
OC cases. 

Permanent - Transfer to the WNRC 5 years after a decision 
has been reached on the case and ~ to the National 
Archives 15 years later. \~ S "(r..o....t~...(~ <..w~" ~'T\,,\.~"t ,f21.
ru.or-d...~ c...~ \ S '"tC~~ a\c\ .. 

6. Export Control Subject File - Contains miscellaneous 
information relating to export control, such as policy
guidelines, newspaper clippings, cables, and COCOM positions.
Papers are arranged alphabetically by country or issue. 

Destroy when no longer needed for current reference or when 
3 years old, whichever is sooner. 

7. ACEP File - Contains papers related to scheduled ACEP 
meetings. These papers include the ACEP Meeting Notice, 
documentation on each case slated for ACEP review, a copy of the 
briefing book prepared for the ACEP chairman, the minutes of the 
meeting, and any post meeting documents or correspondence related 
to the cases discussed. Arr~nged chronologically. 

Permanent - Transfer to the WNRC 5 years after the scheduled 
meeting and ~~o the National Archives 15 years later. , 

1" S "'(<A..~."~:>\~'-f:~ v...~"'" e.c......:\'-~'I.~ \C.L~\~ ~~ \~ o\J.. f.7I.~~I;..~ 
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8. EARB File - The current practice is for the Commerce 
Secretary's Executive Secretariat to schedule EARB meetings, and 
for the Director of the Office of Technology and Policy Analysis 
(OTPA) to prepare technical and policy papers. These files 
contain copies of background papers, case documentation, minutes,
and copies of Interagency Licensing Decisions (ILD). Arranged
chronologically. 

Permanent - Transfer to the WNRC 5 years after the scheduled 
meeting and~to the National Archives 15 years la~er. 

\" -S '"\~ ~\'Cc\.::...~ ~(....c:...~'~\- '<"L.t..o~\.~ o..~ \-S "<'-"~ Q\~\-

9. OC Case Log - This is a register showing the number issued 
to each OC Memo, the license numbers associated with each Memo, 
the commodity and Export Control Commodity Number (ECCN),
applicant, destination, final action, ILD number, and date of the 
decision. 

Destroy when no longer needed for current reference or when 
3 years old, whichever is sooner. 

10. Interagency Licensing Decision CILD) Log - This is an index 
to the ILD Master File, showing the ILD number, OC Memo number,
license application number(s) and ILD issue date. 

Destroy when no longer needed for current reference or when 
3 years old, whichever is sooner. 

"'\~~ ~,\'-
11. Licensiri Decision - This is a set of 
loose-leaf binders containing record copies of each ILD. and 
license conditions or supporting papers, if any, attached. Filed 
numerically by ILD number. 

"t) ..-.lo.-c. ~ ......-.Ct \11::10"\ ... ~ '(\.~ c. '" e-- ~C'~4"c.f'Oo(.c. ~ ....~ ~ 0)' ~ R.'lt. Ilt. 
Pcrmafteftt.- 'fraftsfer tg ~he WNRC 5 :yeats afte! the decisiea- . 
~nd offer to the ~atigRal Ar€aivQs 15 yeare laterr 

12. Commodity Index - This is an index to the case files 
arranged numerically by the Export Control Commodity Number 
(ECCN) and referenced to the appropriate case file. An index is 
arranged for each calendar year. 

Destroy when no longer needed for current reference or when 
3 years old, whichever is sooner • 

..
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13. Country Index - This is an index to the case files arranged
by country of destination and referenced to the appropriate case 
file. An index is maintained for each calendar file. 

Destroy when no longer needed for current reference or when 
3 years old, whichever is sooner. 

14. Operating Committee File - This contains record copies of 
the agenda and minutes of meetings of the Operating Committee 
which summarize the deliberations and findings of the Committee. 
Arranged chronologically. 

Permanent - Transfer to the WNRC at the end of five years

and ~~to the National Archives 15 years later .. ,01\. "5 ~~, R 2(
 
'o\o~'r-~ v-~t' u:-r\"c..~.l,-.-.n..~Qrd.~ o...-n... \S '"\(...~~<::. c\d' . .
 

15. Chronological File - This is a copy of all outgoing items 
prepared in the office. Arranged chronologically. 

Destroy at the end of 2 year~. 


