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1. GENERAL CORRESPONDENCE OF THE ASSISTANT SECRETARY AND DEPUTY
ASSISTANT SECRETARY FOR THE EMPLOYMENT AND TRAINING
ADMINISTRATION

A Controlled Correspondence File

This series consists of all incoming and outgoing correspondence that relate to significant 1ssues
and mussion of the Employment Training Administration. The records include the original
incoming correspondence directed to the Assistant Secretary or Deputy Assistant Secretary, and
copies of the outgoing correspondence signed by or on behalf of the Assistant Secretary or
Deputy Assistant Secretary. This series includes a copy of the Tracking System Control Sheet,
which lists the addressee, document control number , and brief summary of the subject These
records document significant actions of the Assistant Secretary or Deputy Assistant Secretary.

nelustve-dates=t004-1.006

Arrangement by tracking control number, there under alphabetically by name of addressee
Annual accumulation: 3 cubic feet

Volume on Hand: 6 cubic feet

Disposition: Permanent. Cutoff files at the end of calendar year and retire to the Washington
National Records Center when 2 years old. Transfer to the National Archives when 10 years old

B. Non-Controlled Correspondence File

This senes covers incoming correspondence and copies of outgoing responses that are considered
routine, administrative, or duplicated elsewhere. Records include requests for ETA publications
and general information about ETA programs, invitations to attend, participate, and/or speak at
meetings, conferences, and similar events, thank you letters, and informational copies.

Disposition: Temporary. Destroy when five years old.
C. Electronic Records - created by electronic mail and word processing applications.

Disposition: Temporary. Delete when file copy is generated or when no longer needed for
reference or updating.

2. CORRESPONDENCE TRACKING SYSTEM

A correspondence tracking system used to control correspondence 1n the Assistant Secretary and
Deputy Assistant Secretary’s Office. As correspondence 1s received, certain information 1s
entered 1nto the system, 1.e., correspondent’s name, subject of the letter, date received, date
assigned for action and due date, and signature level required. When the correspondence 1s
answered, appropriate data 1s entered into the system to reflect final action. This system 1s on a
personal computer and 1s backed up daily by the Correspondence Control Unit. Information 1s



downloaded and saved to a diskette on a yearly basis.

Disposition: Temporary. Destroy when five years old.





