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6. AGENCY CERTIFICATION 

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

[i:) is not required; 0 is attached; or 0 has been requested. 

Department of Commerce 
Records Management Officer 

ITEM
 
NO.
 

U.S. Department of Commerce 
International Trade Administration 

Immediate Office of the Under Secretary 

The International Trade Administration (ITA) was established
 
1980. However, predecessor agencies to ITA have existed
 
throughout most of the Department's history. ITA is
 
for non-agricultural trade operations of the U.S. Government;
 

supports the trade policy and negotiation efforts of the United
 
States Trade Representative; and administers import trade laws
 
including antidumping and countervailing duty laws. -

Mission 

•	 Increase America's competitiveness in the world economy. 

•	 Establish trade expansion as a major national priority. 

•.	 Open foreign markets by removing barriers to trade
 
and investment.
 

•	 Increase the number of small- and medium-sized exporters. 
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• Provide accurate and timely information and services to U.S. exporters. 

• Advance U.S. sector interests in internation ..1 trade . . 
• Safeguard the national interest through effective administration of U.S. trade laws. 

• Take prompt, aggressive action against unfair trade practices. 

ITA is headed by the Under Secretary for International Trade who is principal advisor to the 
Secretary on matters affecting international trade and represents the Secretary on interagency 
committees concerning international trade and economic issues. The Under Secretary oversees 
the operations of four principal operating units, each headed by an Assistant Secretary: 

• International Economic Policy 

• U.S. and Foreign Commercial Service 

• Trade Development 

• Import Administration 

For the purpose of records management, this schedule describes records created and located in 
the immediate Office of the Under Secretary and replaces NCI-151-77-1 (Assistant Secretary for 
Domestic and International Business Administration (DIBA), items 1-8). This schedule provides 
continued authority to retire, transfer and dispose of papers in accordance with the retention 
period. 

l. General Subject Files -

la. Chronological Correspondence Files - Official correspondence between the Under 
Secretary, members of the private sector, and other government agencies. This 
correspondence is handled by the Under Secretary personally or prepared for his/her signature 
by other offices. Issues raised by this correspondence are addressed quickly and do not 
pertain to long term projects or issues, or require extensive negotiation. Arranged 
chronologically. 

Permanent. Cutoff at the end of 2 CYs and retire the WNRC 3 years 
after cutoff. Transfer to the National Archives 20 years after cutoff. 

lb. Country and Subject Files - These files consist primarily of correspondence between 
the Under Secretary, the private sector, and other government agencies. Also included are 
publications, reports, memorandums, cables, negotiation instructions, briefing materials used 
in preparation for meetings between the U.S. and foreign officials, and related records. 
Topics addressed by these files include foreign economic policy and the promotion of U.S. 
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trade interest; labor/management relations; tariffs; industries and commodities; science and 
technology; and legislation of interest to the ITA. These files also include reports, 
membership lists, minutes, agendas, and proposals pertaining to committees the Under 
Secretary is involved with or interested in. Arranged alphabetically by the name of the 
country or by subject. 

Permanent. Cutoff at the end of 2 CYs and retire to the WNRC 3 years after cutoff. 
~ransfer to the NationalArchives 20 years after cutoff. 

2.	 Briefing Books - Briefing books prepared by subordinate offices for the Under Secretary in 
preparation for important meetings. Contains schedules, agendas, topics of discussions, issue 
and talking points, biographies, information and background on countries visited. Arranged 
chronologically. -

Permanent. Cutoff at the end of each CY and retire to the WNRC 3 years after 
cutoff. Transfer the National Archives 20 years after cutoff. 

3.	 Speech File - Speeches made by the Under Secretary and related background materials. 
Arranged chronologically. 

Permanent. Cutoff at the end of each CY and retire to the WNRC 3 years after 
cutoff. Transfer to the National Archives 20 years after cutoff. 

4. Invitations - Routine invitations to attend, participate, andlor speak at meetings, conferences, 
seminars, and similar events. 

4a. Accepted invitations. 

1) Invitations accepted by the Under Secretary: Destroy when 3 years old. 

2) All others: Destroy when 1 year old. 

4b. Rejected invitations. 

1) Invitations rejected by the Under Secretary: Destroy when 1 year old. 

2)' All other rejected invitations. Destroy when no longer needed for current 
agency business. " 

5.	 Appointment Books and Daily Schedule of Meetings - Appointment book for the Under 
Secretary. Arranged chronologically. 

Permanent. Cutoff at the end of two CYs and retire to the WNRC 3 years after 
cutoff. Transfer to the National Archives 20 years after cutoff. Records not 
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containing any substantive information may be destroyed during processing without 
further notice to the ITA. 

6.	 Travel File - Copies of travel vouchers and orders, itineraries, and other documentation 
relating to trips by the Under Secretary. 

Destroy when 2 years old or when no longer needed for current agency business. 
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6. AGENCY	 CERTIFICATION • o. 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records 
and that the records proposed for disposal on the attached -L page(s) are not now needed for the business 
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the General Accounting Office, under the provisions 0 Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

[i:}	 0 is attached; or 0 has been requested. 
ESENTATIVE TITLE Department of Commerce 

Records Management Officer 

8. DESCRIPTION OF 

U.S. Department of Commerce 
International Trade Administration 

Immediate Office of the Under Secretary 

The International Trade Administration (ITA) was established
 
1980. However, predecessor agencies to ITA have existed
 
throughout most of the Department's history. ITA is respon
 
for non-agricultural trade operations of the U.S. Government;
 

supports the trade policy and negotiation efforts of the United
 
States Trade Representative; and administers import trade laws
 
including antidumping and countervailing duty laws.
 

Mission 

• Increase America's competitiveness in the world economy. 

• Establish trade expansion as a major national priority. 

• 0 Open foreign markets by removing barriers to trade
 
and investment.
 

• Increase the number of small- and medium-sized exporters. 
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• Provide accurate and timely information and services to U.S. exporters. 

• Advance U.S. sector interests in international trade. 

• Safeguard the national interest through effective administration of U.S. trade laws. 

• Take prompt, aggressive action against unfair trade practices. 

ITA is headed by the Under Secretary for International Trade who is principal advisor to the 
Secretary on matters affecting international trade and represents the Secretary on interagency 
committees concerning international trade and economic issues. The Under Secretary oversees 
the operations of four principal operating units, each headed by an Assistant Secretary: 

• International Economic Policy 

• U.S. and Foreign Commercial Service 

• Trade Development 

• Import Administration 

For the purpose of records management, this schedule describes records created and located in 
the immediate Office of the Under Secretary and replaces NCI-151-77-1 (Assistant Secretary for 

omestic and International Business Administration (DIBA), items 1-8). This schedule provides 
co . ued authority to retire, transfer and dispose of papers in accordance with the retention 
period. 

1. 

ransfer to WNRC. Destroy when 4 years old. 

2. Export-Import Subject File - Corres dence with the private sector and other government 
agencies on export-import matters including . n economic policy, labor management, tariffs, 
and trade and legislative files in the field. 

Transfer to WNRC when 5 years old. 



: '" 

-3-

. Committee Files - This contains documentation of reports, memberships lists, minutes, 
ndas and proposals for consideration of committees on which the Under Secretary either 

or is interested in. 

nent. Transfer to WNRC every 2 years or whenever there is a change in Under 
Secre , whichever is sooner. Transfer to the National Archives when 20 years old. 

4. Issue Papers his is background information developed for meetings between U.S. and 
foreign officials. Is papers primarily provide for the definition of problem/issue, background 
on participant, econo and trade date of the country. File includes position papers, agenda 
and minutes of meetings, ummary and comments on meetings-

Permanent, Retire file hen they have served their purpose and transfer to WNRC 
one year later. Transfer National Archives when 15 years old. 

5. Trade Policy File - Contains cor spondence pertaining to U.S. economic and commercial 
relations with foreign countries. This e includes documents on subjects such as agriculture, 
finance, investment, foreign trade, indus .es and commodities, science technology and trade 
promotion. 

Start a new file every year. C when 2 years old. Destroy file when 
5 years old. 

6. Briefing Books - Copies of briefing books on impo t issue prepared by subordinate 
offices. Contains schedules, agendas, topics of discussions, iss and talking points, biographies, 
information and background on countries visited. 

Start a new file every year and transfer to WNRC.
 
Dispose when 3 years old.
 

7. Legislative File - This file contains copies of bills, hearings, pr osed and pending 
legislation, legislative reports with related comments and of interest to ITA. 

Start a new file with the beginning of a new Congress. Transfer to
 
years. Destroy when 6 years old.
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eech File - Invitations to speak, copies of speeches and comments. 

e file every year, transfer to WNRC and dispose of when 3 years old. 

.	 ~2n' • . . d' . dl eak . fi9. InVItattons ~utme mvitations to atten ,partIcIpate, an or sp at meetings, con erences, 
seminars, and SI l~ar events. 

1) Invitations acce ed by the Under Secretary: Destroy when 3 years old. 

B.	 Rejected invitations.
 

1) Invitations rejected by the er Secretary: Destroy when 1 year old.
 

2) All other rejected invitations. D~OY when
 
no longer needed for current agency siness. 

10. A	 ointment Books and Dail Schedule of M electronic calendars. 

Destroy 3 years after close of the official's tenure 

11. Travel File - Copies of travel vouchers and orders, iti ries, and other documentation 
relating to trips by the Under Secretary. 

Destroy when 2 years old or when no longer needed for cu ~ agency business. 

12. Chronological File - Extra copies of correspondence and other rec '\ ~ arranged by date, 
and which are maintained solely for reference purposes. .~ 

Records prepared in the office of the Under Secretary. Destroy when 


