REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

tLI’:‘AVE BLANK (NARA use only)

JOB NUMBER /\“‘3(9'4"9@’ —S

To- NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

DATE RECEIVED

8/2'7/q ©

1 FROM (Agency or establishment)
EXECUTIVE OFFICE OF THE PRESIDENT

NOTIFICATION 1:0 AGéNCY

2. MAJOR SUBDIVISION
OFFICE OF ADMINISTRATION

In accordance with the provisions of 44
U 8 C 3303a the disposition request,
including amendments, 1s approved except

3. MINOR SUBDIVISION
RECORDS MANAGEMENT OFFICE

for 1tems that may be marked "disposition
not approved” or "withdrawn" in column 10

4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE

(202) 395-6471

Nell Doering

DATE ARCHIVIST OF THE UNITED STATES

WITHDRAWN

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 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 the General Accounting
Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

1

is not required, 1s attached; or

1

has been requested

DATE SIGNATURE OF AGEN PRESENTATIVE TITLE
8/27/96 M M EOP RECORDS MANAGEMENT OFFICER
7. hd 9 GRS OR 10. ACTION
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)
Bize Office of the President
Office OWgae United States Trade Representative
Novell Lan M#¥@icement System Records Schedule
(NOTE: For the %gail application - this schedule
only covers e-mail rebggds created prior to July 15, 1994)
115-109 NSN 7540-00-634-4064 D FORM 115 (REV 3-91)

PREVIOUS EDITIONS NOT USABLE

JUL 22 1998 A1

Hldedracor

rescribed by NARA
36 CFR 1228




XECUTIVE OFFICE OF THE
PRESTIDENT

OFFI \ OF THE UNITED STATES
T'ﬂf_ REPRESENTATIVE

NOVELL LAN MARAGEMENT SYSTEM
RECORDS SEHEDULE

(NOTE: FOR THE E-MAIL AﬁMLICATION - THIS
SCHEDULE ONLY COVERS E—MA'ﬂMRECORDS CREATED

PRIOR TO JULY 15, §?94)

PREPARED BY
EXECUTIVE OFFICE OF THE PRESIDENT
OFFICE OF ADMINISTRATION
INFORMATION SYSTEMS AND TECHNOLOGY DIVISION ¥
RECORDS MANAGEMENT OFFICE
JUNE 12, 1996



B EXECUTIVE OFFICE OF THE PRESIDENT
i OFFICE OF THE UNITED STATES TRADE REPRESENTATIVE

NOVELL LAN MANAGEMENT SYSTEM
RECORDS SCHEDULE CONTENTS

GROUPWISE/WOR RFECT OFFICE E-MAIL APPLICATIONS

E-Mail Records ceescesscessecscsssccsess ITEM 1 - PAGE 1

Master Data of E-Mail Records on
Recordke g System «..eeseessee.. ITEM 1.A.- PAGE 1

Documentation $ixMail Records ......... ITEM 1.B.- PAGE 2
E-Mail Messages , cecsecsessessssssess ITEM 1.C.- PAGE 2
Documentation - E-¥&)il1l Messages Index .. ITEM 1.D.- PAGE 3
User Distribution L¥&Sks ...... ceeenanene ITEM 1.E.- PAGE 3
User Indices ....... %\ .........cc..... ITEM 1.F.- PAGE 4

OTHER GROUPWISE/WORDPERFECT OP{:#CE APPLICATIONS

Federal Record Calendars of Desiduiyted High-
Level Officials .......c....

D eec-eoeeo.. ITEM 2 - PAGE 4
S ITEM 2.A.- PAGE 4
ITEM 2.B.- PAGE 4

Electronic Version .......
Paper Version ............

ATTACHMENT 1

INFORMATION NOTE (GRS ITEMS) 74“
4 1Y

A 5N
GROUPWISE/WORDPERFECT OFFICE E-MAIL APPLICATI@““

Backup Tapes - E-Mail Applications ........ .
Bulletin Board ......eeeceeenceccnnanoccnsnns
E-Mail records in the Recordkeeping System ..
Electronic Versions of the records on the
"Live" System Authorized for Disposal
or Copied to the Master Data File ......
Federal Record Calendars of Staff (Other than R
Designated High-Level Officials) ....... ITEM 5 -NPAGE 6




EXECUTIVE OFFICE OF THE PRESIDENT

This schef
Center at
(USTR) ,

e applies to Novell LAN Management System in the Data
Q\Offlce of the United States Trade Representative
N ve Office of the President (EOP).

GROUPWISE/WORDEERFECT OFFICE E-MAIL APPLICATIONS

The following apov\es to the records created or received on
USTR’s electronic €& munlcatlon system prior to July 15, 1994.

1. E-Mail Records. [z—mall messages created and received by
USTR users on the LQ?R GroupWise/WordPerfect Office
electronic communigations system that have been determined
to be Federal recor \ E-mail records include transmission
data (identities of Sgnder and recipient, and the date and
time of transmittal), %d receipt data, where necessary.
The records consist of \% message and any attachments
(including drafts). Nonﬁ\@ord material will be deleted
after monitoring. All Fe ‘al records will be transferred
to an electronic recordkeefding system for preservation. The
electronic recordkeeping sys€em has key-word search

capability and can produce me qge reports.

A. Master Data File of E-Mail™ cords on Recordkeeping
System. (Not authorized for@gdisposal by the General
Records Schedules - See Atta*ﬁient 1 - Information Note
(GRS Items), item 3 on page 6 ﬁ; this schedule).

Inclusive Dates (Unclassified):
through July 14, 1994. B
Inclusive Dates (Classified): Oct&ber 1, 1993 through
July 14, 1994. ©

flugust 15, 1991

Arrangement Statement (Unclassified andiClassified):
E-Mail messages are arranged alphabeti ?j%y by sender.
Y

Statement of Restrictions (Unclassified and
Classified): Some of the records may be s@bject to
Freedom of Information Act (FOIA) exemptlon?\(b)(l)
through (b) (6).

current Volume (Unclassified): 1 CD. Y
current Volume (Classified): 1 CD. N

iy



' . ‘

DISPOSITION: PERMANENT

/
Transfer master data files to NARA at the end of—each

\ four-year Presidential term or annually when no longer
Pdneeded for administrative purposes in accordance with
'ﬁgRA procedures and with 36 CFR 1228.

f“uentatlon - E-Mail Records. The documentation for
N file will include any additional information
format of the data file and/or the context in

Inclusive@bDates (Unclassified): August 15, 1991
through JuMi§j 14, 1994

Inclusive Da%bs (Classified): October 1, 1993 through
July 14, 1993y

Arrangement stade
No special arrange
Statement of Restri@tlons (Unclassified and
Classified): There’ Pre no Freedom of Information Act
restrictions. \

ent (Unclassified and Classified):
ent

Current Volume (Unclass
foot.
current Volume (Classifie

ied): Less than one cubic
Less than one cubic foot.
DISPOSITION: PERMANENT

Transfer a copy of the Documei%;tion - E-mail Records
to NARA with the records descr d in 1.A. above.

t:iransf. anyupdat to t foYei 3 'og/yith
equ T

NOTE: All transfers of documentatlﬁ, will conform with
requirements in 36 CFR 1228 and NARAjorocedures.

C. E-Mail Messages Index. The index to e ﬁall messages
includes the unique file identifier, idé:%ity of
sender, subject, and recipients. \

Inclusive Dates (Unclassified): August 15gﬁ1991
through July 14, 1994. 1Y
Inclusive Dates (Classified): October 1, 19!x through
July 14, 1994. x

Arrangement Statement (Unc1a551f1ed and Classifl -‘)'
The index to e-mail messages is arranged alphabetiigally
by sender. N



B\ statement of Restrictions (Unclassified and

assified): There are no Freedom of Information Act
strictions.

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

PERMANENT

‘ ter data file of E-Mail Messages Index to
NARA with ¥he records described in 1.A. above in
36 CFR 1228 and with NARA procedures.

Documentation ©Q¥E-Mail Messages Index. The
documentation f®kjeach data file will include any
additional inforhakion about the format of the data
file and/or the coptext in which the data file was
created. ‘

Inclusive Dates (Unc
through July 14, 1994
Inclusive Dates (Classi
July 14, 1994,

ified): August 15, 1991

t October 1, 1993 through

Arrangement Statement (Uncls
No special arrangement.

ified and Classified):

Statement of Restrictions (Unc
Classified): There are no Freed
restrictions.

ﬁified and
omy of Information Act

Current Volume (Unclassified): Le han one cubic
foot. 1Y
current Volume (Classified): ILess thdnjone cubic foot.

DISPOSITION: PERMANENT

Transfer a copy of the Documentation - E-nmail Messages
Index to NARA with the records described in¥§ .A. above.
Transfer any updates to the documentation w1§ﬁ
subsequent transfers of records.

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

User Distribution Lists. Mailing lists on the %
GroupWise/WordPerfect Office System created by usergg

message itself.



2.

DISPOSITION: TEMPORARY

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

{ Indices. Lists maintained on the system of the
cogients of electronic folders of GroupWise/WordPerfect
Off¥ge users. This is a dynamically changing list.

TEMPORARY

Delete when} legal,

Notes) Created on the GroupWise/WordPerfect Office System of
Designated High-Level Officials. Federal calendars created
by and/or for the United Staté&giTrade Representative

designated high-level official

A. Electronic Version.
DISPOSITION: TEMPORARY

B. Paper Version.
DISPOSITION: PERMANENT
Monthly calendars have been printed and inter-filed in
the designated official recordkeeping system and

transferred to NARA according to the appro
controlling those records.



ATTACHMENT 1
N

R

INFo * ATION NOTE (GRS ITEMS): The following applications are
authoW@zed for disposition under the NARA General Records
Schedu =

o)

R\
GROUPWISE/“@RDPERFECT OFFICE E-MAIL APPLICATIONS

1. Backup T3 ﬁls - E-Mail Applications. System backup tapes
created fn 1@ August 15, 1991 through July 14, 1994, on the
Novell LAN ‘L puter System which includes Novell Operatlng
System relat&gasoftware, Federal applications, e-mail
messages, 1nd‘“ to e-mail messages, copies of temporary
records authori%ed for destruction, nonrecord materials,
user indices and Wser distribution lists, Federal Record
calendars, bulletlﬁ :board, and records that are duplicated
elsewhere for prese‘%aﬁlon and disposition.

DISPOSITION: TEMPORAR

File identical to recordS§ischeduled for transfer to the
National Archives. Deletégwhen the identical records have
been captured in a subsequefit backup file or when the
identical records have been’ﬁ-ansferred to the National
Archives and successfully cop: “‘\(GRS 20, Item 8.a.).

ATy
2. Bulletin Board. The Bulletin Boaky, is used to notify
GroupWise/WordPerfect Office users“%»{scheduled events such
as blood drives, classroom training,€¥and insurance open
seasons. The record copy of announceﬁg 1ts is maintained in
the files of the originating office an-'as separately

scheduled.

?Qﬁ
DISPOSITION: TEMPORARY )

.:;\
Destroy when three months o0ld, or when no lon -er neededqd,
whichever is sooner (GRS 23, Item 7.c., and GR Y 20, Item
3-a.).

'.



ail Records in the Recordkeeping System. E-mail records
i3 recordkeeping system that are scheduled for disposal
undcY#one or more items in GRS 1-16, 18, 22, or 23;

EXCLUD those that replace or duplicate the following GRS
items: .1, items 21, 22, 25f, GRS 12, item 3; and GRS
18, item

DISPOSITION: SMPORARY

Delete after the expiration of the retention period

authorized by the G "@\ when no longer needed, whichever is
later (GRS 20, Item 3.at)

Electronic Versions of the

Records on the "Live" System
Authorized for Disposal or Ct

ed to the Master Data File.
DISPOSITION: TEMPORARY

Delete from the e-mail system aftef%,ipying to the
recordkeeping system (GRS 20, Item 14)

Federal Record Calendars (Appointments, T
Notes) of sStaff (Other than Designated ngh
Officials).

Tracklng, and
vel

DISPOSITION: TEMPORARY

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



