REQUEST FOR RECORDS, DISPOSITION AUTHORITY. | lroanonoea e (NARA use only)

(See Instructions on reverse) I~ 56—/~ §/ P
T0: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) ||PATE RECEIVED
WASHINGTON, DC 20408 /8- Ro-00
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Department of the Treasury
2. MAJOR SUBDIVISION . In accordance with the provisions of 44
Office of the Secretary U.S.C. 3303a the disposition request,
. including amendments, is apgroved except
3. MINOR SUBDIVISION for items tha,t' ma be marke” "‘dislposxtxon
Office of the Executive Secretary not approved” or “withdrawn” in column 10.
4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES
_ - LY
La-Una Glasgow 202)622-1700 sy Y 2=

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 page(s) are not now needed for the business

of this agency or will not be needed after the retention periods specified; and that written concurrence from

Xle Ge.neral ccounting Office, under the provisions otP Title 8 ot the GAO Manual for Guidance of Federal
gencies,

is not required; D is attached; or D has been requested.

DATE SIGNATURE OF AGENGY REPRESENTATIVE TITLE ]
; . Chief, Records Management and
/0 [0/00 M/ wéz Resources Branch

LA

7. [ "GRS OR )
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SSPCEERSE%%D Tl?(E/?\ICg\I&gA
NO. JOB CITATION USE ONLY)
Department of Treasury
Office of the Executive Secretary

1. Treasury Automated Document System (TADS) Electronic

T is a document tracking and workflow system customized

from Vidw Star software. The system provides the Office of the _TDID

N

Executive Segretary to accurately track incoming correspondence

I itk

maintained in paper files by category of cortegpondence, such as
the White House, Congress, external CEO’s etc:

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91
PREVIOUS EDITION NOT USABLE Prescribed b NAF!8
36 CFR 122
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10, ACTION
TAKEN (NARA
USE ONLY)

After the incoming letter is scanned, the electronic version is sent
to\a Treasury Department policy office for development of a respq
for the Secretary’s signature, or signature of an appropriate officidl at
Trea
maintaining scanned images of incoming and outgoing letters.

Disposition:

. TADS track the assignment of responses with deadline:

System Documentation

Data sy§tems specifications, file specifications, codebooks,
Record layouts, user guides, output specifications, and final re
(regardless\of medium) relating to the master file or data base.

emporary. Maintain for the life of system, plu
(3) years.
(1) Maintained in the office of the Executive Secretary.

Disposition: Permanent. Break files at the end of each

calendar year. Send to the records center when two (2) years
old.

Transfer to the National Archives when twenty-five (25) years
old. .

(2) Copies maintained in reporting offices.
Disposition: Temporary. Destroy when two (2) years old.
Electronic images in TADS

Disposition: Temporary. Delete when no longer needed for
reference.

Electronic database in TADS

Disposition: Temporary. Delete when no longer'needed for
reference.

nse

ports

5 three

115-205

Two copies, including onginal, to be submitted
to the National Archives and Records Administrauon.

STANDARD FORM 115-A (REV 3-91)

Prescribed by NARA
36 CFR 122¢°
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€.

Note: Supersedes NC 174-110, dated 01/07/74

utputs, paper copies in program offices.
)

iord copy of response maintained in the office of the
Exsgutive Secretary.

Dispositren: Permanent. File with item b. (1) above.

of direct responses from program offices not
maintained M b. (1) above.

Disposition: Permanent. Break files at the end of each

calendar year. Send ‘tp the records center when two (2) years

Transfer to the National Archives when twenty-five (25) year
(3) Copies maintained in> gram offices for reference.

Disposition: Temporary. Destroy in accordance
With chronological file material\scheduled in each office.

pld.
5 old.

115-205

Two copies. including original, to be submitted
to the Natonal Archives and Records Admirustration.

STANDARD FORM 115-A (REV. 3-91)

Prescribed by NARA





