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subsequent s
States Trade

s A 1
i

EXECUTIVE OFFICE OF THE PRESIDENT

OFf THE UNITED STATES TRADE REPRESENTATIVE (USTR)

wresentative (USTR), Executive Office of the

GROUPWISE/WORDPERQﬁVT OFFICE E-MAIL APPLICATIONS

The following appli
USTR’s electronic comt

1.

o the records created or received on
aication system after July 14, 1994.

E-Mail Records.
USTR users on the

il messages created and received by
electronic communlcat f s system that have been determined

to be Federal records. -mail records include transmission
data (identities of sendgm and recipient, and the date and
time of transmittal), and§receipt data, where necessary.

The records consist of the ssage and any attachments
(including drafts). ard material will be deleted
after monitoring. epyrecords will be transferred
to an electronlc recordkeepin- rstem for preservation. The

A. Master Data File of E-Mail Re
System. (Not authorized for d19gosal by the General
Records Schedules - See Attachnm \%\2 - Information Note
(GRS Items), item 3 on page 15 of%this schedule).
Inclusive Dates (Unclassified): Ju 1994 and

thereafter. '

Inclusive Dates (Classified): July 1% 994 and

thereafter.

Arrangement Statement (Unclassified and Classified):
E-Mail messages are arranged alphabeticallwygiby sender.

Freedom of Information Act (FOIA) exemptions (b
through (b) (6).

current Volume (Unclassified): 4 CDs.
current Volume (Classified): 1 CD.



. ‘ B

imate of Annual Accumulation (Unclassified): 5 CDs.
ate of Annual Accumulation (Classified): 1 CD.

PERMANENT

master data files to NARA at the end of each

g\ Presidential term or annually when no longer
needed f&rjadministrative purposes in accordance with
NARA proc&dures and with 36 CFR 1228.

Documentat
each data filf
about the forma

¥ .

which the data M

- E-Mail Records. The documentation for
i1l include any additional information
of the data file and/or the context in
Mle was created.

Inclusive Dates (Unclassified): July 15, 1994 and
thereafter. LA
Inclusive Dates (Classified): July 15, 1994 and
thereafter.

Arrangement Statement
No special arrangement.

lassified and Classified):

Statement of Restrictions¥
Classified): There are no¥%
restrictions.

gyclassified and
reedom of Information Act

current Volume (Unclassified) !ghless than one cubic
foot.

current Volume (Classified): ngs than one cubic foot.

Estimate of Annual Accumulation TQk%lassified): Less
than one cubic foot. U§§§
Estimate of Annual Accumulation (Clas:
than one cubic foot.

ified): Less

DISPOSITION: PERMANENT

ail Records
i§ove.

Transfer a copy of the Documentation - E=
to NARA with the records described in 1.A:
Transfer any updates to the documentation w;
subsequent transfers of records.

>

NOTE: All transfers of documentation will comégrm with
requirements in 36 CFR 1228 and NARA procedureS?

E-Mail Messages Index. The index to e-mail mess@
includes the unique file identifier, identity of W
sender, subject, and recipients.



Classified):
restrictions.
Current Volume (

Estimate of Annual
Estimate of Annual A¢

clusive Dates (Unclassified): July 15, 1994 and

Bisive Dates (Classified): July 15, 1994 and

estrictions (Unclassified and
There are no Freedom of Information Act

Unclassified): 1 CD.
fassified): 1 CD.

‘cumulation (Unclassified): 1 CD.
ulation (Classified): 1 CD.

-DISPOSITION: PERMANENM

Transfer master data fil
NARA with the records describ
accordance with 36 CFR 1228%a)

f E-Mail Messages Index to
ribed in 1.A. above in
d with NARA procedures.

D. Documentation - E-Mail MessagésyIndex. The

documentation for each data fi
additional information about the
file and/or the context in which’

will include any

created.

Inclusive Dates (Unclassified): 1994 and
thereafter.

Inclusive Dates (Classified): 1994 and
thereafter. :

Arrangement Statement (Unclassified and Classified):

No special arrangement.

Statement of Restrictions (Unclassified and §
Classified): There are no Freedom of Information Act

restrictions.

current Volume (Unclassified): Less than one cubic
)

foot.

current Volume (Classified): Less than one cubic¥

Estimate
than one
Estimate
than one

of Annual Accumulation (Unclassified):
cubic foot.

of Annual Accumulation (Classified): Less
cubic foot.

LeSg,



DISPOSITION: PERMANENT

2

\ﬂ\Transfer a copy of the Documentation - E-mail Messages
'gélndex to NARA with the records described in 1.A. above.
'@;;ansfer any updates to the documentation with
’FE-sequent transfers of records.

NO&%. All transfers of documentation will conform with
re

o]

Qégments in 36 CFR 1228.

E. User Distribution Lists. Mailing lists on the

GroupWi éVWordPerfect Office System created by users
for sending, e-mail messages to groups of recipients.
11 recipF“Qgs of e-mail are identified in full on the

essage itself.
N

ISPOSITION: TEMPORARY

elete when no {gger needed for administrative, legal,
udit, or other operational purposes.

F. User Indices. ListSkmaintained on the system of the
contents of electronig,folders of GroupWise/WordPerfect
Office users. This isga dynamically changing list.

DISPOSITION: TEMPORARY®)]
Delete when no longer nee&ﬂd for administrative, legal,
audit, or other operationafﬁ'yrposes.
Fh!
OTHER GROUPWISE/WORDPERFECT OFFICE APPLIGATIONS
2. Federal Record Calendars (Appointments@QTask Tracking and
Notes) Created on the GroupWise/WordPeﬁgect Office System of
Designated High-Level Officials. Federaukcalendars created
by and/or for the United States Trade Reptrésentative
designated high-level officials. L\
A, Electronic Version.
DISPOSITION: TEMPORARY

B. Paper Version.

DISPOSITION: PERMANENT

Print monthly calendars and inter-file in desigpated
official recordkeeping system and transfer to NARA

according to the approved schedule controlling those
records. h 1Y



http:itS'faD.tt

3. Wprespondence Tracking System. Tracks all correspondence
;essed to the USTR Ambassador from the public, industry,

A.

®ss and Government agencies (except invitations and

ersonal mail). This is a finding aid to permanent
xecords previously scheduled (NARA Job Number
- Item 32.a. - approved March 2, 1990).

¢ January 1992 and thereafter.
Arrangement S»i ment: Arranged by topic.

tions: There are no Freedom of
ictions.

Statement of Re
Information Act

Current Volume:
e-‘\’»‘.

Estimate of Annual Acciﬁg.ation: 1 CD.
DISPOSITION: PERMANENT.:;

Transfer master data file of¥
System to NARA in accordance w NARA procedures and
with 36 CFR 1228.

gking System. The
documentation for each data file wiM#\ include any

additional information about the forM@§ of the data
file and/or the context in which the & file was

created.
Inclusive Dates: January 1992 and thereakgh:
Arrangement Statement: No special arrangemé”

Statement of Restrictions: There are no Freed®R
Information Act restrictions.

current Volume: Less than one cubic foot.

Estimate of Annual Accumulation. ILess than one cubi
foot.



DISPOSITION: PERMANENT

’“*%ransfer a copy of the Correspondence Tracking System
ngcumentatlon to NARA with the records described in
'a s above. Transfer any updates to the documentation

i Q%:ubsequent transfers of records.

1 transfers of documentation will conform with

ehts in 36 CFR 1228.
\ "'%N

*Generalized Sys? of Preferences (GSP) System. The
purpose of this -‘w-base was to keep track of requests from
individuals, companX®, or foreign governments seeking tariff
preference for speci Lﬁ}items and whether the requests were
approved or denied by ﬁhf‘GSP Subcommittee.

A. Master Data File
(GSP) Systen.

Inclusive Dates:
1994) .

Arrangement Statement:
number. €

Statement of Restrictions: Some d%\ hese records may
be subject to the Freedom of Inform%h\on Act (FOIAa)
exemptions pursuant to 5 USC Section® s~2 because they
may include: classified information S®&tion (b) (1);
trade secrets and commercial or financi® information
Section(b) (4): and inter or intra-agency %;gords that
are predecisional Section (b) (5).

Current Volume: 1 CD.

Estimate of Annual Accumulation: 1 CD.
DISPOSITION: PERMANENT

Transfer Master Data File to NARA at the end of each‘

four-year Presidential term in accordance with NARA
procedures and with 36 CFR 1228.

;;‘1. "



*NOTE:

fﬁng) System. The documentation for each data file

Y¥ include any additional information about the

Inclusiv(
1994) .

Arrangement sta gent: No special arrangement.

N
Statement of Restrigfions: There are no restrictions.

Current Volume: Iess one cubic foot.
Estimate of Annual Accumul
foot.

DISPOSITION: PERMANENT X N

Transfer a copy of the documentationfgo
records described in 4.A. above. ‘Tﬁwﬁ
NOTE: All transfers of documentation wil¥Wgsonform with
requirements in 36 CFR 1228. N

THE ABOVE DATABASE WAS TRANSFERRED IN ITS ENTINQRY FROM
THE DATA GENERAL COMPUTER SYSTEM TO THE NOVELL ;
COMPUTER SYSTEM.



ATTACHMENT 1
Q\\

INFs~$hTION NOTE (DATABASES PREVIOUSLY SCHEDULED): The following
dataow»es are scheduled for disposition and the master data files
and do‘hwentatlon should be transferred to NARA in accordance
with th-sl

NOVELL LAN MANAGEMENT SYSTEM APPLICATIONS

1. *Uruguay é:‘nd Negotiations - Country Requests and Offers to
the Unlted%;_ates on Tariffs on Specific Commodities. The
purpose of tft s database was to keep track of requests and
offers to the¥ ‘nlted States on the tariffs on specific
commodities (algo, included are those requests and offers
between countrlen -ther than the U.S.). The database
contains 1nformat%;; from the U.S. Geneva delegatlon, and
the GATT SecretariatWwhich were used to assist USTR in
making policy decisien

a. Master Data File ”gwqruguay Round Negotiations =

Country Requests anﬁﬁcffers to the United States on
Tariffs on Specific sa--odltles.
Inclusive Dates: 1988 iﬁrough 1993.

Ié,’
Arrangement Statement: A‘é.pgement is sequentially by
Harmonized Tariff Number w1*ﬁ&n country.
« \

Statement of Restrictions: AN arge portion of this
database belongs to foreign couRtries which provided
the data as a tool for negotlatls?s. The United States
does not own this data and becaus*\xf this, USTR,
Office of the General Counsel, adv1, S that some of
these records may be subject to the %ieedom of
Information Act (FOIA) exemptions puréb-nt to 5 USC
Section 552 because they may include: a551f1ed
information Section (b) (1); trade secre -xand
commercial or financial information Sectign(b) (4); and
inter or intra-agency records that are pre1e0151onal
Section (b) (5). :

Current Volume: 1 CD ROM.

DISPOSITION: PERMANENT

Transfer Master Data File to NARA in accordance wi“ﬁ§
NARA procedures and 36 CFR 1228. (NARA Job Number Kl-
364-88-1 - Item 32.f. - approved March 2, 1990). %

d . i
it
s



*NOTE :

North American Free Trade Agreement\

Documentation - Uruguay Round Negotiations - Country
Requests and Offers to the United States on Tariffs on
pecific Commodities. The documentation for each data
ile will include any additional information about the
xmat of that data file and/or the context in which
\\data file was created.

Inclugsive Dates: 1988 through 1993.

nt Statement: No special arrangement.

£ Restrictions: There are no restrictions.
Current Vol Less than one cubic foot.

DISPOSITION: {PERMANENT

Transfer a copy
records described

he documentation to NARA with the
1.A. above.

NOTE: All transfers™ documentation will conform with
requirements in 36 CFRgL228.

THE ABOVE DATABASE WAS TR NSFERRED IN ITS ENTIRETY FROM

THE DATA GENERAL COMPUTER:A STEM TO THE NOVELL LAN
COMPUTER SYSTEM.

AFTA) Negotiations -

Requests and Offers for Tariff Reduckions. The purpose of
this database was to provide support ROx U.S. nedotiating
positions with regard to Market Access Ytariff reduction)
during the North American Free Trade (NAETA) negotiations.
The database contains information on tarikfy nomenclature,

descriptions, rates, staging, priorities,
proposed rate increases and/or decreases.

A.

trade data, and

Master Data File of North American Free ad
(NAFTA) Negotiations - Requests and 0ffers:§
Reductions.

e Agreement
or Tariff

Inclusive Dates: 1991 through 1994.

Arrangement Statement: Arranged sequentially byW
Harmonized Tariff Number. %@

Statement of Restrictions: Some of these records may,
be subject to the Freedom of Information Act (FOIA) *$k
exemptions pursuant to 5 USC Section 552 because they %3
include: trade secrets.and commercial or financial
information Section (b)(4):; and inter or intra-agency
records that are predecisional Section (b) (5). T

d
A%
N
)
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Current Volume: 1 CD.

: PERMANENT

sfer Master Data File to NARA in accordance with 36
2228 . (NARA Job Number N1-364-88-1 - Item 32.f. -
d March 2, 1990).

tion - North American Free Trade Agreement
gotiations - Requests and Offers for Tariff
The documentation for each data file will
dditional information about the format of
and/or the context in which the data

include ar
that data

Arrangement Stat t No special arrangement.
¢ There are no restrictions.

one cubic foot.

Transfer a copy of the documentation to NARA with the
records described in 2.A. abg

NOTE: All transfers of documéptation will conform with
requirements in 36 CFR 1228.

GATT/WTO Taipei (formerly Taiwan) Negotiations - Requests
and Offers for Tariff Reductions. Thi atabase provides
support for U.S. negotiating positions with regard to Market

Accession negotiations. The database contas }ps information
on Chinese Taipei import statistics, tarlff“ﬁates and offers

for tariff reductions, U.S. negotiating requ

positions, and advice from the U.S. Congress akd private

sector.

A.

Master Data File of GATT/WTO Taipei (former
Negotiations - Requests and Offers for Tarif
Reductions.

« Taiwan)

Inclusive Dates: 1993 - on-going until the clos
negotiations.

Arrangement Statement: Arranged sequentially by
Harmonized Tariff Number.

10



ment of Restrictions: Some of these records may
ibject to the Freedom of Information Act (FOIA)
bbions pursuant to 5 USC Section 552 because they
inclu¥ trade secrets and commercial or financial
informd&gion Section (b)(4); and inter or intra-agency
t are predecisional Section (b) (5).

1 CD.

Estimate of A’ 1 Accumulation: 1 CD.

DISPOSITION:

Transfer Master Daf ile to NARA in accordance with 36
CFR 1228. (NARA Jo umber N1l-364-88-1 - Item 32.f. -
approved March 2, 1994

Documentation - GATT/WTO¥
Negotiations - Requests a
Reductions. The documen
will include any additional
format of that data file and/%
the data file was created.

-1pe1 (formerly Taiwan)
%Offers for Tariff

sion for each data file
formation about the
the context in which

Inclusive Dates: 1993 - on-going
negotiations.

Arrangement Statement: No special ar gement.
Statement of Restrictions: There are ngirestrictions.
current Volume: Less tQan one cubic foo£

Estimate of Annual Accumulation: Less than
foot.

DISPOSITION: PERMANENT

records described in 3.A. above.

NOTE: All transfers of documentation will conform w: <
requirements in 36 CFR 1228. '

11



4.

M‘ople's Republic of China GATT/WTO Accession Negotiations -
R %nests and Offers for Tariff Reductions. This database

P ides support for U.S. negotiating positions with regard
to R ket Access (tariff reduction) during the People’s
Repusx c of China GATT/WTO Accession negotiations. The

databa&ge contains information on tariff nomenclature,
descrlo@Mons, rates, trade dollars and volume, and proposed
trade of¥ers.

A, Masteu~gata File of People’s Republic of China GATT/WTO
AccessI§ Q&Negotlatlons - Requests and Offers for Tariff
Reductiogs

W

Inclusive fﬁ_es: 1994 - on-going until the close of
negotiationsgy,

Arrangement Statement: Arranged sequentially by
Harmonized Tari\ ﬁ Number.

Statement of Rest \%tlons. Some of these records may
be subject to the % ﬁgdom of Information Act (FOIA)
exemptions pursuant%te 5 USC Section 552 because they
include: trade secra*‘ and commercial or financial
information Section (B u4), and inter or intra-agency
records that are prede W 1onal Section (b) (5).

Current Volume: 1 CD.

Estimate of Annual Accumulalfgp: 1 CD.

DISPOSITION: PERMANENT B
‘\

Transfer Master Data File to NA 1n accordance with 36
CFR 1228. (NARA Job Number N1-3 ﬁfis-l - Item 32.f. -

approved March 2, 1990).

B. Documentation - People’s Republic o"ﬂ
Accession Negotiations - Requests and ™
Reductions. The documentation for eac“

file was created.

Inclusive Dates: 1994 - on-going until the”'\
negotiations.

Arrangement Statement: No special arrangement.¥
Statement of Restrictions: There are no restrictf

Current Volume: Less than one cubic foot.

12



Estimate 6M Less than one cubic

foot.
DISPOSITION:

Transfer a copy of the documen
records described in 4.A. above.™

NOTE: All transfers of documentation He.conform with
requirements in 36 CFR 1228. 5

13



ATTACHMENT 2

INFORMATIQN, NOTE (GRS ITEMS): The following applications are
XfQr disposition under the NARA General Records

GROUPWISE/WORDPET ﬂECT OFFICE E-MAIL APPLICATIONS

E-Mail Applications. System backup tapes
created after"i) y 14, 1994, on the Novell LAN Computer
System which ing¢ludes Novell Operating System related
software, Federa”\appllcatlons, e-mail messages, index to
e-mail messages, Gohies of temporary records authorized for
destruction, nonrec a‘d materials, user indices and user
distribution lists, eral Record calendars, bulletin
board, and records th$ By are duplicated elsewhere for
preservatlon and dlspoﬁuwlon.

1. Backup Tapes f

DISPOSITION: TEMPORARY

Daily Backup Tapes. Deleteﬁ*hen set of weekly backup tapes
has been created without err-$

Y

Weekly Backup Tapes. Delete wheny 90 days old.

2NN
File identical to records schedul&dyfor transfer to the
National Archives. Delete when thlf{dentical records have
been captured in a subsequent backu--;wﬁ ile or when the
identical records have been transferred, to the National
Archives and successfully copied (GRS ”oy Item 8.a.).

‘!*’6!\,.

2. Bulletin Board. The Bulletin Board is us&d\to notify
GroupWise/WordPerfect Office users of scheduiled events such
as blood drives, classroom training, and insy :ance open
seasons. The record copy of announcements is§ maintained in
the files of the originating office and is sepanately
scheduled. W

DISPOSITION: TEMPORARY

whichever is sooner (GRS 23, Item 7.c., and GRS 20,
3.a.) .
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GROUPWISE/WORDPERFECT OFFICE APPLICATIONS

6.

Q~V-Mail Records in the Recordkeeping System. E-mail records

GRS 1, items 21, 22, 25f, GRS 12, item 3; and GRS

DISPOSI'MGN. TEMPORARY

ff3the expiration of the retention period
“ﬁjthe GRS or when no longer needed, whichever is

Federal Record Calendars (ApsOJntments, Task Tracking, and
Notes) of staff (Other than D
Officials).

DISPOSITION: TEMPORARY

Destroy or delete when two years old
GRS 20, Item 3.a.).

Item 5.a., and

operating systems and related software, ElectroRic
Spreadsheet Documents (Item 7, page 16), n‘§§
GroupWise/WordPerfect Word Processing Documents (ktem 8,
page 16), copies of temporary records authorized gg%k
destruction, nonrecord materials, and records that

duplicated elsewhere for preservation and dispositiorﬁﬁ

DISPOSITION: TEMPORARY

Daily Backup Tapes. Delete when set of weekly backup tap?»k
has been created without error. 1

Weekly Backup Tapes. Delete when 90 days old.
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N

7. \\ectronic Spreadsheet Documents. Electronic spreadsheet
qcuments created on FoxPro, QuattroPro, DSC Series
CMgulator, and WordPerfect Office Presentation, for
intgnal use of USTR. Spreadsheets are printed out,
anno®gted with underlying computations on how the
spreadgheet was formulated, and placed in the official
files. W@fficial Federal records are controlled by the
existing WSIR Records Schedule.

DISPOSITIONR TEMPORARY

Delete when no&ﬁﬁ ger needed to update or produce hard copy
(GRS 20, Item 15%a@y).

8. Word Processing Doc ﬁ@?ts. Word processing documents using
GroupWise/WordPerfect hgﬁgce such as letters, messages,
memoranda, reports, diréghives, and related drafts recorded

on Novell LAN Management ‘gystem or floppy diskettes. Word

processing documents, incl8ding appropriate drafts, are
printed out and placed in tﬁéémfficial files. Official

Federal records are controlledihy the existing USTR Records

Schedule.

DISPOSITION: TEMPORARY

Delete from the word processing syst? jwhen no longer needed
for updating or revision (GRS 20, Itemgls) .

ALL OTHER APPLICATIONS ON THE NOVELL LAN MANAGEMEN . SYSTEM

34N
9. Assets 2 Inventory Database. The purpose of th‘%@
application is to provide a means for keeping an f‘%Prate
inventory of physical property by type and locatioRgwithin
USTR. «h

DISPOSITION: TEMPORARY

Destroy when two years old, or when no longer needed, %
whichever is sooner (GRS 23, Item 1, and GRS 20, Item 3.a.$;
AN
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?Xckup Tapes - All Other Applications on the Novell LAN
dhagement System. System backup tapes created during 1991
@thereafter on the Novell LAN Computer System which
inc¥gdes Novell Operating System related software, Federal
appl¥ 7t10ns, Correspondence Tracking System (Item 3.A.-
3.B., ¥©4ge 5) and Generalized System of Preferences (GSP)
(Item X5, -4.B. pages 6-7) not previously scheduled; (SEE
ATTACHM \} - INFORMATION NOTE (DATABASES PREVIOUSLY
SCHEDULED «V-ages 8-13: Uruguay Round Negotiations -
Country Reduests and Offers to the United States on Tariffs
on Spec1f1c’x“A odities (Item 1.A.-1.B.), North American
Free Trade A-*&gment (NAFTA) Negotiations - Requests and
Offers for Tar*ij Reductions (Item 2.A.-2.B.), GATT/WTO
Taipei (formerlyglaiwan) Negotiations - Requests and Offers
of Tariff Reductl s (Item 3.A.-3.B.), People’s Republic of
China Gatt/WTO Accﬁg-ion Negotiations -~ Requests and Offers
for Tariff Reductlo*§}(Item 4 ,A.-4.B.); SEE ATTACHMENT 2 -
INFORMATION NOTE (GR’fﬁTEMS), pages 14-24: Assets 2
Inventory Database (Ith 9, page 16), Cablemaker (Item 11,
page 18), Cables from tN- State Department (Item 12, page
18) , Congress Plus (Item¥ g”, page 18), Legislative Referral
Tracking System (Item 14, *o-ge 19), National Trade DataBank
(NTDB) (Item 15, page 19), Pager Control System (Item 16,
page 19), Periodical Databas@i(Item 17, page 19), Personnel
CD (Item 18, page 20), Personfes Survey Program (Item 19,
page 20), Public Affairs Privaé{QSector Advisory Committee
System (Item 20, page 20), Phon“'& stem (Item 21, page 20),
Public Reading Room Log (Item 22, Egge 21), Reglstratlon
Database (Item 23, page 21), SeCtlo 301 Trade Act
Violations (Item 24, page 21), Seculklfy Clearance File (Item
25, page 22), Securlty Violations Pr-er.m (Item 26, page
22), Speech Request System (Item 27, pg e‘22), System
Distribution Lists (Item 28, page 22), ubatem Security Files
(Item 29, page 23), System Usage ReportsW(iitem 30, page 23),
Trade Actions Monitoring System (TAMS) (I“q;,31 page 23),
Travel System (Item 32, page 23), User Addrgsgg List (Item
33, page 24), and User Set-up (Item 34, 24) -

DISPOSITION: TEMPORARY

Daily Backup Tapes. Delete when set of weekly ba[rup tapes
has been created without error. A

Weekly Backup Tapes. Delete when 90 days old.

File identical to records scheduled for transfer to the
National Archives. Delete when the identical records hd
been captured in a subsequent backup file or when the
identical records have been transferred to the National
Archives and successfully copied (GRS 20, Item 8.a.).
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12.

13.

_ablemaker. The purpose of this application is to produce

W‘). The out- g01ng cables are in WordPerfect format
and a delivered via courier to the State Department for
electrdfikc transmission. The official Federal record copies
of the cgbles are controlled by the existing USTR records

Cables from the Sstat epartment. This is a dynamically

changing application 3t receives State Department cables
in encrypted form, refo¥mats them into WordPerfect format
for storage on the Novel gk
staff. Cables are reviewed

require action by USTR stafti
substantive information relatihg to USTR issues, are printed
and filed in the appropriate ¢
existing USTR records schedules

DISPOSITION: TEMPORARY

Delete from the word processing syst¢iy when no longer needed
for updating or revision (GRS 20, Itef'f

Congress Plus. The purpose of this appllﬂ%"
provide USTR with the names of CongressmenVg
Congresswomen, their States and districts,
parties, their committee membership, their
and their telephone and fax numbers. This
changing list.

DISPOSITION: TEMPORARY

Delete when the agency determines they are no longer ﬁaised
for administrative, legal, audit, or other operational N

purposes (GRS 20, Item 7.).
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15.

l6.

17.

Legislative Referral Tracking System. The purpose of this
application is to track referrals concerning pending

¥, legislation submitted by the Office of Management and Budget
WROMB), Legislative Reference Division, to USTR for comments.
{lhe official records on this legislation is controlled by

‘_existing USTR Records Schedule.
TEMPORARY

Destf“'gor delete when no longer needed (GRS 23, Item 8,

ade DataBank (NTDB). This application provides
direct accesSg&to a variety of U.S. Government source
documents ang gﬁta related to international trade. The NTDB
is a CD based ¥®llection of U.S. Government data and
information suppJi
which compiles t Q
subscription serviI¢e,
are contributors. ¥creen presentations of information can
be downloaded to fllﬁggfor use 1n spreadsheets or word

DISPOSITION: TEMPORARY

Delete when the agency dete mMihes that they are no longer
needed for administrative, leégﬁl audit, or other
operational purposes (GRS 20, I em 7).

Pager Control System. The purpose ¥ this application is to
llSt personnel in the agency that haﬁkubeen issued a pager.
DISPOSITION: TEMPORARY

Destroy when two years old, or when no low?'_ needeqd,
whichever is sooner (GRS 23, Item 1, 8820, Item 3.a.).

provides information on each periodical (maga21 L\
newspaper, etc.) subscribed to by USTR, annual c-;,_ source,
individuals identified for distribution. 2

DISPOSITION: TEMPORARY

Destroy when two years old, or when no longer needed, ‘
whichever is sooner (GRS 23, Item 1, and GRS 20, Item 3.%
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19.

20.

21.

'.lagisonnel CD. The purpose of this application is to have a

A plete inventory of Federal Personnel Regulations, and a
nism for searching.

DISPOSITION: TEMPORARY

N
Delete when the agency determines that they are no longer
needed for administrative, legal, audit, or other
operational urposes (GRS 20, Item 7).

A

Personnel Survexﬁfrogram The purpose of this appllcatlon
was to survey USTquersonnel to assist management in
developing agency—Wﬁde initiative priorities. This program
was used one time andjnot again used for agency planning
purposes. \ 5

DISPOSITION: TEMPORAR
o
whichever is sooner (GRS 2§¥ﬁ1tem 1, and GRS 20, Item 3.a.).

Public Affairs Private Sector Adv1sory Committee sSystem.
This application provides the Pubmuc Affairs section with a
method for keeping track of the cunrent membership of all
the Private Sector Advisory Committ . It provides
committee members name, address, pho numbers, and compahy
affiliation. This is a dynamically changlng list.

DISPOSITION: TEMPORARY

needed for administrative, legal, audit,
operational purposes (GRS 20, Item 7).

Phone System. The purpose of this application ié&
a phone list for internal USTR use only. N
dynamically changing list.
DISPOSITION: TEMPORARY

Destroy when two years o0ld, or when no longer needed,
whichever is sooner (GRS 23, Item 1, and-GRS 20, Item 3. a B
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23.

24.

| l .

Public Reading Room Log. The purpose of this application is
to provide an inventory log of past and active USTR public
documents and is used to facilitate the retrieval of copies.

%% provides the document names and location of documents

Ej;ﬁ are no longer on the active list in the Public Reading
ROwgﬁ This is a dynamically changing list.

DISPO”j%ION. TEMPORARY

Destroy“. two years old, or when no longer needed,
whichever ™ sooner (GRS 23, Item 1, and GRS 20, Item 3.a.).

Registration babase. The purpose of this application was
developed for ofidymeeting to provide a means for the
administrative cdghidinators of the U.S. part1c1pat10n in the
Uruguay Round flna‘}mlnlsterlal and signing ceremonies to
have all pertinent 1¢Qormatlon necessary on the U.S.
delegation and all creg@entialed U.S. dignitaries. It
contained personal infaﬁqation on attendees; date of birth,
SSAN, organizational af%@@iation, spouse’s name, would

date/time of arr1val/depar°3fe, hotel reservation
information, planned method$% hotel payment, credit card
number, etc. A prlnted repof%@pf general information on
attendees was placed in the of\q>1al files and is controlled

by the existing USTR Records Scrgpule.
DISPOSITION: TEMPORARY

Delete when no longer needed to updén’”or produce hard copy
(GRS 20, Item 15.a.).

,,,,,,

Section 301 Trade Act Violations. The pu gose of this
application is to keep track of cases initigfed under
Section 301 of the Trade Act. The 1nformatf;m contains
complaints by businesses and contains the bus¥ess name, its
complaint, the reason for the complaint, and t eventual
result. A simple llstlng is printed out and pl 2>d in the
official files and is controlled by the existing '#
Records Schedule.

DISPOSITION: TEMPORARY

Destroy or delete when no longer needed (GRS 23, Item 8>
and GRS 20, Item 3.a.).
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26.

27.

28.

Security Clearance File. This application contains
information on the security clearance levels of USTR
' rsonnel, status of applications for clearance, and

fibormation on dates of required clearance updates.
it

DISPOSITION: TEMPORARY

Dest;fggggen superseded or obsolete (GRS 18, Item 23, and
GRS 20, ‘: 3.a.).

Security Viol wfons Program. The purpose of this
application is%t® keep track of all USTR personnel security

violations reported by guards and individuals.

Destroy when one year¥cdd (GRS 18, Item 18.a., and GRS 20,
Item 3oao)o 3

Speech Request System. Thefipurpose of this system is to
keep track of all speech rteﬁ‘ts for the USTR Ambassador.
The information entered into Ehe system documents whether a
speech is accepted or declined ¥@There is no follow-up to
see if the speech actually occuryeg Official Federal
record copies of the speeches are ntrolled by the existing
USTR Records Schedule. '

DISPOSITION: TEMPORARY

System Distribution Lists. Mailing lists cr
system manager to facilitate system messages
DISPOSITION: TEMPORARY

Delete when the agency determines they are no longef‘@peded

for administrative, legal, audit, or other operationa“\
purposes (GRS 20, Item 7).
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30.

31-

32.

System Security Files. This is system generated data used

to monitor user attempts to access any computer resource

rstems using dial-up and a security report file on every
@Yy log-in errors.

e
DISPQ”ITION: TEMPORARY

vk¢stroy when the agency determines they are no longer
ok administrative, legal, audit, or other
operatio'ﬁ:,purposes (GRS 20, Item 1l.c.).

System Usage *5morts.
monitor systenu

This is system generated data used to

DISPOSITION:

Delete when agency _
administrative, legglmﬁaudit, or other operational purposes
(GRS 20, Item l.c.). W@\

Trade Actions Monitoring stem (TAMS). The purpose of this
application is to provide 3phistory and a tracking device
for various types of trade aC@jions. It contains information
from the Federal Register on ti¥e type of action, progress of
the case by date, petitioner, pgiktner identified in the
case, products indicated in the €ise, and the status.
Printed reports by action type (r““' Escape Clause, Anti-
dumping, Countervailing Duties, SeEtyion 301 and Section 337
cases) are filed in official files
existing USTR Records Schedule.

DISPOSITION: TEMPORARY

Delete or destroy when no longer needed (fk

S 23, Item 8 and
GRS 20, ITtem 3.a.). Y

Travel System. The purpose of this system is 1y\keep track
of USTR travel costs by sections within USTR. ;

DISPOSITION: TEMPORARY

Destroy when two years old, or when no longer neededgy
whichever is sooner (GRS 23, Item 1, and GRS 20, Ite
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34.

- @ o

ufihddress List. The User Address List is an electronic
tUte of the system that prov1des users w1th a short-cut

administrative,
(GRS 20, Item 7).

locations, work

DISPOSITION: TEMPORARY

Delete when the agency determines they e \
for administrative, legal, audit, or otheM@&perational
purposes (GRS 20, Item l.c.). R
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ATTACHMENT 3

The following applications are nonrecord.

GROUPWISE/WORDPEREECT OFFICE E-MAIL APPLICATIONS

1. Calculator. ThEEAfunction provides access to a calculator
for the users’ onal use.

2. CardFile. This funct lows the user to create personal
address and telephone lis or ready reference and not for
circulation. ‘

3. NewsEdge. This function display ercial and other non-
agency information such as the news . weather.

4. Training Routines and HELP Files. The 2ining routines are

self-help coaching functions that allow &gé_ to become
familiar with the various functions on the sygkem. The HELP
file contains text to assist users as they ar ecuting
their applications. .
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