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EXECUTIVE OFFICE OF THE PRESIDENT 
OF THE UNITED STATES TRADE REPRESENTATIVE 

NOVELL LAN MANAGEMENT SYSTEM
 
RECORDS SCHEDULE CONTENTS
 

GROUPWISEj CT OFFICE E-MAIL APPLICATIONS 

ITEM 1 - PAGE 1
 
of E-Mail Records on
 

System .............. ITEM 1.A.- PAGE 1
 
Documentation il Records ......... ITEM 1.B.- PAGE 2
 

.. ITEM 1.D.- PAGE 3
 
E-Mail Messages .................. ITEM 1.C.- PAGE 2
 
Documentation - Messages Index 
User Distribution ................ ITEM 1.E.- PAGE 3
 
User Indices ....... ITEM 1.F.- PAGE 4
 

OTHER GROUPWISEjWORDPERFECT APPLICATIONS 

Federal Record Calendars of Des High-

Level Officials . ITEM 2 - PAGE 4
 
Electronic Version . ITEM 2.A.- PAGE 4
 
Paper version . ITEM 2.B.- PAGE 4
 

ATTACHMENT 1
 

INFORMATION NOTE (GRS ITEMS) 

GROUPWISEjWORDPERFECT OFFICE E-MAIL APPLI 

Backup Tapes - E-Mail Applications . - PAGE 5
 
Bull et in Board . - PAGE 5
 
E-Mail records in the Recordkeeping System - PAGE 6
 
Electronic Versions of the records on the
 

IILivell System Authorized for Disposal
or Copied to the Master Data File ITEM 4 6
 

Federal Record Calendars of Staff (Other than
 
Designated High-Level Officials) ITEM 5 6
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EXECUTIVE OFFICE OF THE PRESIDENT 

THE UNITED STATES TRADE REPRESENTATIVE (USTR) 

This s e applies to Novell LAN Management System in the Data 
Center at Office of the United states Trade Representative
(USTR), Office of the President (EOP). 

GROUPWISE/WO	 E-MAIL APPLICATIONS 

The following s to the records created or received on 
USTR's electron ication system prior to July 15, 1994. 

1.	 E-Mail Records. -mail messages created and received by 
USTR users on GroupWise/WordPerfect Office 
electronic commun ns system that have been determined 
to be Federal reco E-mail records include transmission 
data (identities of r and recipient, and the date and 
time of transmittal), receipt data, where necessary. 
The records consist of message and any attachments 
(including drafts). Nord material will be deleted 
after monitoring. All Fe I records will be transferred 
to an electronic recordke system for preservation. The 
electronic recordkeeping sy has key-word search 
capability and can produce ge reports. 

A.	 Master Data File of E-Mail s on Recordkeeping
System. (Not authorized fo sposal by the General 
Records Schedules - See AttQv,~,~U 1 - Information Note 
(GRS Items), item 3 on page this schedule). 

Inclusive Dates (Unclassified): 15, 1991
 
through July 14, 1994.

Inclusive Dates (Classified): 1, 1993 through
 
July 14, 1994.
 

Arrangement Statement (Unclassified lassified):

E-Mail messages are arranged alphabeti by sender.
 

statement of Restrictions (Unclassified

Classified): Some of the records may be

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

Current Volume (Unclassified): 1 CD.
 
Current Volume (Classified): 1 CD.
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DISPOSITION:	 PERMANENT 

/
Transfer master data files to NARA at the end ~eae& 
four-year Presidential term or annually when no longer

eded for administrative purposes in accordance with 
procedures and with 36 CFR 1228. 

B.	 tation - E-Mail Records. The documentation for 
file will include any additional information 
format of the data file and/or the context in 
data file was created. 

Inclusi tes (Unclassified): August 15, 1991
 
through 14, 1994.
 
Inclusive (Classified): October 1, 1993 through

July 14, 199
 

Arrangement S __,~~~. t (Unclassified and Classified):

No special ar t.
 

statement of Res ns (Unclassified and
 
Classified): There no Freedom of Information Act
 
restrictions.
 

Current Volume Less than one cubic
 
foot.
 
Current Volume Less than one cubic foot.
 

DISPOSITION:	 PERMANENT
 

Transfer a copy of the DoculLL'cl~~~, - E-mail Records
 
to NARA with the records des above.
 

NOTE: All transfers of documentat with
 
requirements in 36 CFR 1228 and
 

C.	 E-Mail Messages Index. The index to 
includes the unique file identifier,
sender, subject, and recipients. 

Inclusive Dates (Unclassified):

through July 14, 1994.
 
Inclusive Dates (Classified): October
 
July 14, 1994.
 

Arrangement Statement (Unclassified and Classif 
The index to e-mail messages is arranged alphabe
by sender. 
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tatement of Restrictions (Unclassified and 
assified): There are no Freedom of Information Act 

ictions. 

Volume	 (Unclassified): I CD. 
(Classified): 1 CD. 

PERMANENT 

ter data file of E-Mail Messages Index to 
records described in 1.A. above in 

accordance 36 CFR 1228 and with NARA procedures. 

D.	 Documentation Messages Index. The 
documentation data file will include any
additional info about the format of the data 
file and/or the c_,~__ .. in which the data file was 
created. 

Inclusive Dates (Unv~Q~~ August 15, 1991
 
through July 14, 1994.
 
Inclusive Dates (C1assi October 1, 1993 through

July 14, 1994.
 

Arrangement statement (UncI ified and Classified):

No special arrangement. 

statement of Restrictions ( ified and
 
Classified): There are no H~,OQ,~~m' of Information Act
 
restrictions.
 

Current Volume (Unclassified): one cubic
 
foot.
 
Current Volume (Classified): Less cubic foot.
 

DISPOSITION: PERMANENT
 

Transfer a copy of the Documentation - E
 
Index to NARA with the records described i
 
Transfer any updates to the documentation
 
subsequent transfers of records.
 

NOTE: All transfers of documentation
 
requirements in 36 CFR 1228.
 

E.	 User Distribution Lists. Mailing lists on the 
GroupWise/WordPerfect Office System created by
for sending e-mail messages to groups of recipients
All recipients of e-mail are identified in full on 
message itself. 

3
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DISPOSITION: TEMPORARY 

•
 
when no longer needed for administrative, legal,
or other operational purposes. 

F.	 Indices. Lists maintained on the system of the 
c ~nts of electronic folders of GroupWise/WordPerfect 
Off ' This is a dynamically changing list. 

TEMPORARY 

Delete ~o longer needed for administrative, legal,
audit, r operational purposes.~ 

GROUPWISE/WORDPERFECT OFFI PPLICATION 
~ 2.	 Federal Record Calendars A~pointments, Task Tracking and 

Notes) Created on the Grou~,se/wordPerfect Office System of 
Designated High-Level Offic~a~. Federal calendars created 
by and/or for the united stat ~Trade Representative
designated high-level officials 

A.	 Electronic version. 

DISPOSITION: TEMPORARY 

B.	 Paper Version. 

DISPOSITION: PERMANENT 

Monthly calendars have been printed and 
the designated official recordkeeping sys
transferred to NARA according to the appro
controlling those records. 

4
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ATTACHMENT 1 

TION NOTE (GRS ITEMS): The following applications are.. ."... dlSposltlon under the NARA General Records 

OFFICE E-MAIL APPLICATIONS 

1.	 Backup T - E-Mail Applications. System backup tapes
created f August 15, 1991 through July 14, 1994, on the 
Novell LAN puter System which includes Novell Operating
System relat ~software, Federal applications, e-mail 
messages, ind ·'toe-mail messages, copies of temporary
records authori for destruction, nonrecord materials, 
user indices and er distribution lists, Federal Record 
calendars, bulletl oard, and records that are duplicated
elsewhere for tion and disposition., 

DISPOSITION: 

File identical to record chedu1ed for transfer to the 
National Archives. De1et hen the identical records have 
been captured in a subsequ backup file or when the 
identical records have been 'ansferred to the National 
Archives and successfully cop ," (GRS 20, Item S.a.). 

2.	 Bulletin Board. The Bulletin Boa is used to notify
GroupWise/WordPerfect Office users scheduled events such 
as blood drives, classroom training, nd insurance open
seasons. The record copy of ,ts is maintained in 
the files of the originating 

~. s separately
scheduled. 

DISPOSITION: TEMPOAARY 

Destroy when three months old, or when no
 
whichever is sooner (GRS 23, Item
 
3.a.). 
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3. Records in the Recordkeeping system. E-mail records 

recordkeeping system that are scheduled for disposal
or more items in GRS 1-16, 18, 22, or 23;
those that replace or duplicate the following GRS 

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

DISPOSITION: 

Delete after the tion of the retention period
authorized by the when no longer needed, whichever is 
later (GRS 20, Item 

4.	 Electronic Versions of rds on the "Live" System
Authorized for Disposal or to the Master Data File. 

DISPOSITION: TEMPORARY 

Delete from the e-mail system to the
 
recordkeeping system (GRS 20,
 

5.	 Federal Record Calendars (Appointments, T and 
Notes) of Staff (Other than Designated High~~cu·~
Officials). 

DISPOSITION: TEMPORARY 

Destroy or delete when two years old (GRS 23, Item 5 
GRS 20, Item 3.a.). 
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