
'R~aUEsT F9R RECOR.... SPOSITION AUTHORITY
 
. (See InstruZ on rev.e~e) .
 

Ntl-lll-1~-\ 
TO:	 GENERAL SERVICES ADMINISTRATION,
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 __________________________	 -fDATE RECEIVED;" 3 'I,TAR 1979 
1. FROM (AGENCY OR ESTABLISHMENT)	 • I 

NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

In accordance with the provISions of 44 U.S.C. 3303a the drspnsat reo 
__ ~:o..I.o.l..u..~I..-j.u....lL.L..w...L...lo.L.I..I-- -I quest. Including amendments, IS approved except for Items that may 
3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

I hereby certify that I am authorized to act for. this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request of 25 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D	 A Request for immediate disposal. 

fter a specified period of time or request for permanent 

C. DATE 

3/6/79 
7. 8. DESCRIPTION OF ITEM 9. 10. 

ITEM NO. (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 
JOB	 NO. 

OFFICE OF THE SECRETARY 

The Office of the Secretary is the official
 
custodian of papers and records generated during

the activities of the Federal Trade Commission.
 
It is divided into three Divisions: Records,

Information, and Services.
 

The Records Division is comprised of the
 
Minutes, Document Processing, and Records
 
Management Branches, and is responsible for
 
preparation of the minutes of Commission
 
meetings, the processing of legal and public

records, and the maintenance and disposition of
 
records.
 

The Information Division, is divided into
 
the Freedom of Information and Privacy Act
 
Branch which deals with requests for access to
 
records as mandated by the Freedom of Informa-
tion and Privacy Acts, the Correspondence Branch
 
which deals with correspondence processing, the
 
Public Reference Branch where the staff and
 
public may examine Commission Records, and the
 



• •I PAGE OFJOB NO.R~quest for Records Disposition Authority - Continuation 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR
ITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

Inquiry and Search Branch wh i.ch provides informa-
tion to COM~ission personnel on case-related and 
procedural Matters. 

The Services Division consists of the 
Micrographics, Rules and Publications, and 
Distribution and Duplication branches. This 
division is responsible for microfilming, for 
printing and publication of Commission books,
pamphlets, etc., for publication of Commission 
notices in the Federal Register, for printing
of the Rules of Practice, and for duplication
and distribution of Commission circulations, 
e.g., internal notices and bulletins. 

Sec. 1 Records Common to All Offices 

1.1	 ADMINISTRATIVE/SUBJECT FILES 

These files	 are maintained as a record of the 
daily operation and administration of any FTC 
office or unit and serve as a reference to 
current subjects of an administrative nature. 
Documents include such items as correspondence,
copies of personnel-related documents, printed
material and completed forms. 

Review file annually; destroy material when 
superseded or obsolete. 

1.2	 BUDGET BACKGROUND RECORDS (Included in
 
GRS 5, Item #4, 3/30/77.)
 

Working 'papers, cost statements, and rough
data accumulated in the preparation of annual 
budget estimates, including duplicate copies
of budget estimates and justifications prepared
or consolidated in formally organized budget
offices. 

Destroy 1 year after the close of the fiscal 
year covered hy the budget. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

2 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579..387 FPMR (41 CFR) 101-11.4 
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Request for Records Disposition Authority'- Continu'ation PAGE OF 

7. 
ITEM NO. (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

1.3 

Records Common 

INDIVIDUAL 

To All Offices 

WORKING PAPERS 

(cont. ) 

1.4 

These files consist of documents which are used 
for reference or finding aids in completing
reports, studies, etc. and are compiled and 
generally held in individual offices. Documents 
include such items as meMoranda, weekly activity
reports and branch procedures. 

Destroy when no longer needed for reference. 

INDICES, LOGS, JOURNALS AND REGISTERS 

1.5 

Unless otherwise specified in this schedule,
Maintained and used for reference purposes
or finding aids by the staff. 

Destroy when no longer needed for reference or 
wh eri superseded or obsolete. 

NON-RECORD REFERENCE MATERIAI. 

Copies (including microfilm) of material used 
for reference purposes only, i.e., publications,
travel vouchers, Staff Bulletins, Notices to the 
Staff, minutes, etc. 

Destroy when no longer needed for reference. 

115-203 Four copies, includirig original, to be submitted to the Nationai Archives STANDARD FORM 115-A 

3 ReVised July 1974 
Prescribed by General Services 

Admmistration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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I	 PAGE OFJOB NO.Request for Records Disposition Authority-Continuation 

7. 
, ITEM NO. 

se c • 2 

2.1 

2.2 

8. DESCRIPTION OF ITEM
 
(With Inclusive Dates or Retention Periods)
 

IMMEDIATE OFFICE OF THE SECRFTARY 

I~cludes the Secretary, Deputy Secretary,
Attorney Advisor and the ad~inistrative/
ManageMent support staff. 

CIRCULATIONS 
Documents related to 
.xntY~~ec. Matters to be considered hy the 
ComMission either on a walk-around basis or at 
the table. Includes such iteMS as walk-arounds,
agenda, non-aqenda, adjudicative, special
Matters, and non-agenda adjudicative. 

Destroy 6 months after Conmission action, or
 
when no longer needed for reference.
 

Operating Manual Coordinator Section 

OPERATING MANUAL FILES 

Manual contains pernanent instructions and 
guidelines on the development of Commission 
cases. Includes chapters on industry quidance
and the handling of confidential matters, etc. 

Record set of all Operating	 Manual releases. 

Annual accurnulation--less than 1 cubic foot,
arranged numerically. 

PERMANENT. Offer to NARS every 10 years 
releases which are at least	 3 years old. 

9. .10.SAMPLE OR 
ACTION ~TAKENJOB NO. 

11S-203	 Four cop"., Including original, to be .ubmltted to the National Archlvel STANDARD FORM 115-A
4.	 . Revised July 1974 

Prescribed by General Services 
Administration 

f=PMR (41 CFR) 101-11.4 
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I	 PAGE OFJOB NO.Request for Records Disposition Authority-Continuation 

9.7_ 8_ DESCRIPTION OF ITEM	 _ 10_SAMPLE OR
ITEM NO. (With Inclusive Dates or Retenllon Periods)	 "eTION TAKENJOB NO 

~NFORMATION DIVISION 

The Infornation Division includes the Public
 
Reference Branch, Inquiry an0 Search Branch,

FreedoM of Infornation and Privacy Act Branch,

and the Correspondence Branch.
 

Sec~ 3 Office of the Director 

All records in this office are covered in
 
Section 1 of this schedule.
 

Sec. 4 Public Reference Branch 

4.1 COPIES OF PUBLIC DOCUMENTS 

These docuMents are used for reference or 
findinq aids to inforn the general public
about the Commission's operations. 

A.	 FOIA access requests, speeches and 
closing letters. (RECORD SET) 

Destroy 2 years after final Commission action. 

B.	 Other docunents, including such items as 
consent aqreements, witness statements,
motions, orders, advisory opinions,
petitions, news releases, etc. (COPIES: 1 ICROFIL1 

AND	 PAPEF ) 
XY~XP-a~axxAn~xro~x~!tXrox~Ni~XX 

Rev i ew file annually; destroy when no longer

needed for reference .
 

.; 

" 

Four copies, Includlrig original, to be IIIIbmltted to the National An:tHvea 'STANDARD FORM 115-A 
Revised July 19745 Prescribed by General Services 

115-203 
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I	 PAGE OF JOB NO Request for Records Disposition Authority - Continuation 

7. 
ITEM NO. (WIth 

8. DESCRIPTION OF ITEM 
Inclusive Oates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTiON TAKEN 

Public Reference Branch (cont.) 

4.2 • HISTOPY SHEETS 

Case file indices used by the Co~nission staff 
and the puhlic for reference or finding aids: 

Docket History Sheets 
Consent History Sheets 
Rulenaking Proceedings History Sheets 

A. These	 original history sheets contain infornatior 
such as case numbers, respondents' names, brief 
description of docu~ents in case files regarding
the proceedings, service dates, etc. 

B.	 PERMANENT... Offer hjst.ory. sheets r-eLa.ted to nermar ent ca ses to NARS Destroy 2~ years a~ter rlnal COMmlsslon aC~lon w th aourporiate 
Lexcept for those h i.st.o ry sheets co rre sporidi.nq '. e '\' l 

to case files selected for pernanent retention c, s ~ 
by NARS. These sheets will be offered to NARS 

-	 \" with related case files. 

Sec. 5'i' Inquirv and Search Br~nch 

5.1 COHMISSIONERS' MOllTHLY STATDS REPORTS 

~onthly reports of the Connissioners' legal and 
~conoMic activities. (Conputer Printouts) 

rI'ransferto WNRC when 5 years old. 

pestroy when 15 years old. 

5.2 WORKLOAD STATDS REPORTS 

Monthly and quarterly reports SUMMarizing
rlanned vs. actual case workyear financial 
~nforMation by organization and by program. 

~ransfer to WNRC when 5 years old. 

.. .,Pestroy when 15 years old. 

Fo' 'cople., Includlrig Original, to be submitted 10 tn. National Archlye. STANDARD FORM 11S-A 
t 

115-203 
Revised July 19746 Prescribed by General Services 

Administration 
r.bn . IQ.,.C. n _ &?G."." FPMR (41 CFR) 101-11.4 

http:sporidi.nq
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9.
7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR 

ITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

Sec. 6 FOIA and Privacy Act Branch 

(All	 records in this hranch are included in the 
General Records Schedule No. 14, 3/30/77). 

6.1	 FREEDOM OF ItJFOF1-1ATIONACT (FOIA) REQUESTS 
FILES 

Files created in response to requests for infor-
mation under the FreedoM of Information Act con-
sisting of the original request, a copy of the 
reply thereto, and all related supporting files 
which may include official file copy of request-
ed record or copy thereof. 

A.	 Correspondence and supporting documents 
(EXCLUDING the official file copy of the 
records requested if filed herein). 

1.	 Granting access to all the requested
records. 

Destroy 2 years after date of reply. 

2.	 Responding to requests for non-
existent records; to requestors
who provide inadequate descriptions;
and to those who fail to pay agency
reproduction fees. 

a.	 Request not appealed. 

Destroy 2 years after date of reply. 

b. Request appealed. 

Destroy 4 years after final determination by
agency or 3 years after final adjudication by
courts, whichever is later. 

3.	 Denying access to all or part of the 
records requested. 

a.	 Request not appealed. 

restroy 5 years after date of reply. 

115-203 Four copies, Includlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services7 Administration 

GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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7. 
ITEM NO. (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

FOIA and Privacy Act Branch (cont. ) 

b. Request appealed. 

Destroy 4 years after final determination 
agency or 3 years after final adjudication
courts, whichever is later. 

B. Official file copy of requested
records. 

by
by 

Dispose of in accordance with approved agency
disposition instructions for the related 
records, or with the related FOIA request,
whichever is later. 

6.2 FOIA CONTROL FILES 

Files Maintained for control purposes in respond
ing to requests, includin~ registers and siMilar 
records listing date, nature and purpose of 
request, and naMe and address of requestor. 

A. Registers or listing. 

Destroy 5 years after date of last entry. 

B. Other files. 

Destroy 5 years after final 
or after final adjudication
is later. 

action by
by courts, 

the agency
wh i.cheve r 

6.3 FOIA ADMINISTRATIVE FILES 

Records relating to the general agency implemen-
tation of the FOIA, including notices, Memo-
randa, routine correspondence and related 
records. 

Destroy when 2 years old 
needed for administrative 

or sooner 
use. 

if no longer 

Four copies, Includlrig original, to be submitted 10 the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

8 Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 



ee	 ee 
PAGE OF1JOB	 NOR.equest for Records Disposition Authority - Continuation 

9.
7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR 

ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

FOIA and Privacy Act Branch (cont.) 

6.4 PRIVACY ACT REQUEST FILES 

Files created in response to requests from 
indivinuals to gain access to their records or 
to any infornation in the records pertaining to 
!them as provided for under 5 U.S.C. 552a(d)(1).
~iles contain original request, copy of reply
!thereto, and all related supportinq documents,
~hich May include the official file copy of 
~ecords requested or copy thereof. 

A.	 Correspondence and supporting docuMents 
(EXCLUDING the off"icial file copy of the 
records requested if fileo herein). 

1.	 Granting access to all the requested
records. 

pestroy 2 years after date of reply. 

2.	 Responding to requests for non-
existent records; to requestors who 
provide inadequate descriptions; and 
to those who fail to pay agency
reproduction fees. 

a. Requests ~ot appealed. 

Destroy 2 years after date of reply. 

b. Requests appealed. 

Destroy as authorized under IteM 6.5. 

3.	 Denying access to all or part of the 
records requested. 

a. Requests ~ot appealed. 

Destroy 5 years after date of reply. 

b. Requests appealed. 

bestroy as authorized under Item 6.5. 

115-203 Four copies, Including original, to be submitted to the National Archives	 STANDARD FORM 115-A 
Revised July 19749 Prescribed by General Services 

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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•	 PAGE OF1 JOB NO.R~quest for Records Disposition Authority-Continuation 

9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

FOIA and Privacy Act Branch (cont.) 

B.	 Official file copy of requested records. 

Dispose of in accordance with approved agency

disposition instructions for the related records,
 
or with the related Privacy Act request,

whichever is later.
 

PRIVACY ACT A~1ENDMENT CASE FILES 

Files relating to an individual's request to 
amend a record pertaining to that individual 
as provided for under 5 U.S.C. 552a(d)(2); to the 
individual's request for a review of an agency's
refusal of the individual's request to amend a 
record as provided under 552a(d) (3); and to any
civil action brought by the individual against
the refusing agency as provided under 5 U.S.C. 
55 2a (g)• 

A.	 Fequests to amend agreed to by agency. 
Includes individual's requests to amend 
and/or review, refusal to amend, copies
of agency's replies thereto, and related 
Materials. 

Dispose of in accordance with the approved
disposition instructions for the related subject
individual's record or 4 years after agency's
agreement to aMend, whichever is later. 

B.	 Requests to amend refused by agency. 
Includes individual's request to amend 
and to review refusal to amend, copies
of agency's replies thereto, statement,
of disagreement, agency justification
for refusal to amend a record, and 
related material. 

Dispose of in accordance with the approved
disposition instructions for the related subject
individual's record; 4 years after final deter-
mination by agency; or 3 years after final ad-
judication hy courts, whichever is later. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 11S-A 
RevIsed July 197410 Prescrobed by General services 

Adrrunistration 
GPO 1975 0 - 579·387 FPMR (41 CFR) 101-11.4 

115-203 



, 
PAGE OF• JOB NO.R~quest for Records Disposition Authority - Continuation	 I 

7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

FOIA and Privacy Act Branch (cont.) 

C.	 Appealed requests to amend. Includes 
all files created in responding to 
appeals under the Privacy Act for 
refusal by any agency to amend a record. 

Dispose of in accordance with the approved
disposition instructions for related subject
individual's record or 3 years after final 
adjudication by courts, whichever is later. 

6.6 PRIVACY ACT ACCOUNTING OF DISCLOSURE FILES 

Files maintained under the provisions of 5 U.S.C. 
552a(c) for an accurate accounting of the date, 
nature, and purpose of each disclosure of a 
record to any person or to another agency,
including forms for showing the subject
individual's name, requestor's name and address, 
purpose and date of nisclosure, and proof of 
subject individual's consent when applicable. 

Dispose of in "acooz-darrcewith the approved
disposition instructions for the related subject
individual's records, or 5 years after the dis-
closure for which the accountability was made,
whichever is later. 

6.7 PRIVACY ACT CONTROL FILES 

Files maintained for control purposes in respond-
ing to requests, including registers and similar 
records listing date, nature of request, and name 
and address of requestor. 

A.	 Registers or listings. 

Destroy 5 years after date of last entry. 

B.	 Other files. 

Destroy 5 years after final action by the agency
or final adjudication by courts, wh Lchove r is 
later. 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 197411 Prescribed by General Services 

Administration 
GPO 1975 0 - 579 .. 387 FPMR (41 CFR) 101-11.4 
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PAGE	 OF1JOB	 NO.Request for Records Disposition Authority - Continuation 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR 
ITEM	 NO (With Inclusive Dates or Retention Periods) NO. ACTION TAKENJOB 

FOIA and Privacy Act Branch (cont.) 

6.8 PRIVACY l\CT GENERAL Am~INISTRATIVE FILES 

Records relating to the general agency iMpleMen-
tation of the Privacy Act, including notices,
Memoranda, routine correspondence, and related
 
records.
 

Destroy when 2 years old or sooner if no longer

needed for ad~inistrative use.
 

Sec. 7 Correspondence Branch 

7.1 CORRESPONDENCE FILES 

Documents should include but are not limited to 
such iteMs as letters of complaint and inquiry
froM the public, a copy of the response, support-
ing documents, and indices. Included in these 
files are Type B petitions--requests by the 
public for initiation of an. investiqation. 

Destroy 6 Months after date of reply. 

7.2 CLASS I CORRESPONDENCE (Copies) 

A.	 Type A-I Citizen's Petitions.
 
Petitions relatinq to Rulemaking.
 

Destroy 1 year froM date of request. 

B.	 Requests for clearance. 
Requests of former FTC eMployees to parti-
cipate in an investigation which wa s pend-
ing in the Commission while the eMployee
served with the CO~Mission. 

Destroy 1 year from date of request. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

12 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579...387 FPMR (41 CFR) 101-11.4 
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9.7. 8. DESCRIPTION OF ITEM	 10.SAMPlE	 OR
ITEM NO. (With Inclusive Oates or Retention Periods)	 ACTION TAKEN JOB NO. 

RECORDS DIVISION 

Tne Records Division includes the Minutes Branch 
Document Processinq Branch (Puhlic and Non-Public 
Records) and the Records Management Branch. 

Sec. 8 Office of the Director 

All records in this office are covered in 
Section 1 of this schedule. 

Sec. 9 Minutes Branch 

9.1 OFFICIAL MINUTES OF THE FTC 

Bound manuscript ribbon copy of official minutes 
of neetings of the FTC since 1915. Official 
record of Commissioners' decisions related to 
progran and other activities of the Conmission. 

A.	 Bound record copy. 

Annual accuMulation--1 cubic foot,

arranged chronologically.
 

in 5-year blocks 10 year.s
PERMANENT. Offer to N~.P.SK ~<x.W3 after date of 
last meeting in volu~e. 

B.	 Truncated version of minutes distributed 
to FTC staff. 

Destroy when 1 year old. 

C. All other copies·of minutes. 

Destroy when no longer needed for reference. 

9.2 INDEX TO OFFICIAL MINUTES OF THE FTC 

Original card file used as reference or finding
aid to actions taken by the Commissioners from 
1915 to present and recorded in official FTC 
minutes; arranged alphabetically, consisting of 

Four Copl.l, Ineludlng original, to be submitted to the National Archlv ••	 STANDARD FORM 115-A 
Revised July 197413 
Prescribed by General Services 

Administration 
fPMR (41 CFRI101-1'.4 

115-203 
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9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO. (WIth Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Minutes Branch (cont.) 

respondent name, case number (if any), action
 
, taken, dates, and other similar information.
 

Annual accuMulation--less than 1 cubic foot;
arranged alphabetically. 

~ ~ ,,-"I:'jv'/--b'~_ . rp l~~<-£ 
PERMANENT. Offer J:.oNARS w 1 r- ftccded ~ ./: _ 
for :referefloe. e'v~ ~~ .AL~~ ~ f.U..L, 9,~ 

Sec. 10 DOCUMent Processing Branch 

Public Recoras Section 

All records in this of::ice are coverec. in 
Section 1 of this schedule. 

DocuI'lentFilinq Unit 

All records in this office are coverea in 
Section 1 of this schedule. 

Non-Public Records Section 

10.1 7-DIGIT HISTORY SHEETS -

Case file indices used by the Co~mission staff 
for reference or finding aids. These sheets 
contain infornation such as case n~ers,
respondents' naMes, brief description of docu-
Ments in case file regarding the proceedings,
service dates, etc. 

~ Original History Sheets. 

A. Destroy 25 years after final COMMission action
 
except for those history sheets corresponding to
 
case files selected for perManent retention by

NARS. These sheets will be offered to NARS ,·lith

related case files.
 

B. 
PERl1t>.NENT. Offer history she e t s for oermanent capes 
~o NARS with the related case. 

115-203 Fou' ~I ••• Includlrig original. to b. submitted to the National Archives STANDARD FORM 115-A 

14 Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



PAGE OFRequest for R'ecords Disposition Authority - Continuation 

7. 
ITEM NO. (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Sec. 11 

11.1 

Records Management 

RECORDS FILES 

Branch 

A. Records Disposition Files. 
(Included in GRS 16, IteM #3, 3/30/77). 

Descriptive inventories, disposal authori-
zations, schedules and reports. 

1. Basic oocumentation of records 
description and disposition
prograMs, includinq Standard 
Form 115, Request for Records 
Disposition Authority; Standard 
ForM 135, Transmittal and Receipt
and related documentation . 

•Destroy when related records are destroyed, or 
when no longer needed for administrative or 
reference purposes. 

2. Extra copies and routine correspon-
dence and memoranda. 

Destroy wh en no longer needed for reference. 

3. Working papers and backqround
J""Iaterial. 

Destroy 6 months after final action on project
report or 3 years after completion of report if 
no final action is taken. 

B. Records Manaqement Files. 
(Included in GRS 16, Item #11 3/30/77). 

Reports, correspondence, authorizations, techni-
ques and related records concerning the develop-
Ment and inprovement of the manaqement of files 
forms, correspondence, Mail, reports, microfilm,
automatic data processinq, vital records, and 
and related records not covered elsewhere in 
this schenule. 

Destroy when 6 years old. 

Four copies, Includlrig original, to be submitted to the National Archives STANDARD FORM 11S-A 

15 Revrsad July 1974 
Prescribed by General Services 

Administration 
GPO, 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



. ' PAGE OFRequest for Records Disposition Authority ~ Contin'uation 

9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO. (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

cords ~1a	 ement Branch (cont.) 

11.2	 FORM FILES (Included in GRS 16, Item #4,
3/30/77). 

A.	 One record copy of each form created 
for agency-wide use. 

nnual accumulation less than 1 cubic
 
footi arranged nUMerically.
 

-, 

PER~1ANENT. Offer to NARS e~-try 5 years JI'~4-t!A4" /U~-e-c.....-1 
/' pi ~R~ ~~/,. 

B.	 One copy of each form created by an 
agency with related instructions and 
documentation showing inception, scope,
and purpose of form. 

estroy 5 years after form is discontinued,

superseded, or obsolete.
 

C.	 Working papers, background materials,
requisitions, specifications,
processing data, and ~ontrol records. 

estroy when related form is discontinued,

superseded, or cancelled.
 

11.3	 DIRECTIVES 

Issued within the agency to establish and 
iMpleMent policy or disseminate inforMation. 
Issued by or for the ChairMan, Executive 

rector, Secretary, Bureau or office heads 
f FTC units with supporting case files if any. 

A.	 Staff Bulletins. 
Staff Bulletins relate to administrative 
or procedural changes in COMmission 
policy. 

Annual accumulation-less than 1 cubic foot;
arranged numerically. 

~ PERMANENT. Offer to NARS Q¥cry 

&v~ /t:1 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 

16 Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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9.7. 8. DESCRIPTION OF ITEM	 ~10.SAMPLE OR
 
ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKEN
JOB	 NO 

~ecords ManaqeMent Branch (cont. ) 

R.	 notices to the Staff. 
These notices disseMinate inforMation to 
CO~Mission staff. 

Destroy when no lonaer needed for reference. 

11.4 7-DIGIT CASF FILE' 

.".. inquiry (referred to as a Idetailed f o rraa

investi0ation), into an alleqed violation of law
 
that the ComMission is empowered to enforce that
 
generally proceeds froM a preliMinary investi-
gation. DOCUMents include such itens as rneno-
ran~a, subpoena returns, correspondence, or
 
transcripts.
 

A.	 Or iqinal case file (non-publ ic) . 

1.	 Closed without further action; 

F'ist.ory case f i Le , inclu0ing all 
internal Material. 

a.	 Transfer to m1FC 3 years after close of case.
 
Destroy those cases not considerea "lan0-
nark" cases 25 years after close of case.
 

Criteria for deter~inina "lan~nark" cases will 
he	 nade on a case-by-case hasis an~ will be 
~roa~ enough to include all possible situations.
 
The Genera1 COllnsel should oeternine Hhether a
 
tparticular case is an exa~ple of a significant

extention of or restriction on the COMMission's
 
authority to regulate unfair Methods of cOMpet-
ition or unfair or deceptive acts or practices
~y innovative or untestea metDods, where the
 
result has a substantial effect on the
 
Commi ssLo n t s powe rs of regu lation. 

b.	 PERMAl"ITENT. "Landmark Ca s e s!", Transfer to \fNRC 3 years a r ce r close ( 
e~ Non-history material. case. O1'1'er to NA~s 25 year-ee 

a1'ter close 01' ca3e. 
Transfer to WNRC 3 years after close of case,

destroy wh en 5 years 01d.
 

d- Physical exhibits. 

Destroy 5 years after close of case. 
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9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE	 OR 
ITEM NO. (WIth Inclusive Oates or Retenllon Periods)	 ',CTIQN TAKENJOB NO. 

Records ManageMent Branch (cont. ) 

2.	 Closed pending further action (e.~.,
recoMMendation for issuance of 
cOMplaint, Part II or Part III of thE 
COMMissioners' Rules of Practice). 

History case file, including all 
internal material. 

Retain original case file for subsequent

action to be incorporated into Docket or
 
Consent case file.
 

B.	 All remaining files, including

correspondence, interviews,

exhibits, etc., and docunenta=y

exhibits, if any.
 

Transfer to WNRC 3 years after close of case.
 
Destroy 5 years after close of case.
 

11.5 DOCKET CASE FILE (PUBLIC) 

These files consist of documents generated after
 
the issuance of a cOMplaint which are crucial to
 
litigation and compliance. Docur"lentsinclude
 
such items as pleadings, orders, subpoena

returns, motions, transcripts and documentary

exhibits.
 

Complete record set. 

A.	 Closed without further action. 

1. Transfer to WNRC 5 years after final Corn~ssion
 
action. Destroy 25 years after final Commission
 
action, except for those cases determined to be
 
"landMark" cases. See criteria item 11.4.
 

2. PER1"h!\NEliJ?hJ.rat1ff'elh.tt?tJ~RC 5 years after final pommiss'on.....	 action. 
• 'x ca e l. l. • Offer to NARS 25 years af't.er final Com-

Destroy 5 years after final Commission action. m ssion ~ction. 
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ITEM NO. (WIth Inclusive Dates or Retention Periods)	 ACTIO~ TAKENJOB NO. 

Records Management Branch (cont.) 

11.6 DOCKET CASE FILES (NON-PUBLIC)
\ 

These files consists of material relating to
 
proceedings during the formal investigational

stage (7-digit) of a case which has resulted in
 
the issuance of a complaint (Part III of the
 
Comnission's Rules of Practice). They consist
 
of the history, correspondence, interviews and
 
exhibits files. Documents include such items
 
as inter-office material, transcripts, interview
 
reports, docUMentary exhibits, subpoena returns
 
and confidential material as well as in-caMera
 
pleadings, orders and motions.
 

Original case file. 

A. Closed; final order issued. 

1.	 Transfer to ~mRC 5 years after final COMMission
 
action. Destroy 25 years after final COMmission
 
action, except for those cases determinea to be
 
"landmark" cases. See criteria item 11.4 of
 
this schedule.
 

Destroy 5 years after final COMmission	 action. 

11. 7 CONSENT CASE FILES (PUBLIC) 

These files consist of documents generated after
 
issuance of a complaint which are crucial to the
 
case in order to substantiate the consent order.
 
DOCUMents include such items as pleadings,

MOtions, orders and compliance reports.
 

Complete record set. 

A. Closed without further action. 

1. Transfer	 to WNRC 5 years after final Commission 
action. Destroy 25 years after final Comnission 
action, except for those cases determined to be , 

;.". ~" "landmark" cases. See criteria iten 11. 4 of t.hLs
 
schedule.
 

2.	 ?ERIvIAlmNT. See 11.5-A-2. 
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Records Hanaaement Branch (cont.) 

B. Physical exhibits. 

Destroy 5 years after final Commission action. 

11.8 CONSENT CASE FILES (NON-PUBLIC) 

These files consist of materials relating to the 
proceedings of a formal investigation which has 
resulted. in the issuance of a complaint and order 
(Part II of the CO~Missioners' Rules of Practice)
and which has been settled by consent negoti-
ations or by joint agreeMent. Documents include 
such items as inter-office material, interview 
reports, documentary exhibits, subpoena returns,
in-camera and other confidential Material. 

Original case file. 

A. Closed without further action. 

1. Transfer to WNRC 5 years after final COMMission
 
action. Destroy 25 years after final COMMission
 
action, except for those cases determined to be
 
"landmark" cases. See criteria iteM 11.4 of
 
this schedule.
 

2. PERr1ANENT. See 11.5-A -2. 
B. Physical exhibits. 

Destroy 5 years after final ComMission action. 

11.9 RULEMAKING PROCEEDINGS CASE FILE 

Public documentation of the preparation, review 
and clearance of all rUlenaking proceedings,
e.g., 203 - Ouality Limit Rule, 204 - Wool & 
Fur Products Labelings, 205 - Flammable Fabrics,
206 - Textile Fiber Product, 207 - Fair Packagin~
& Labeling, 208 - Fair Credit Reporting, 209 -
Miscellaneous Public Record, 215 - Trade Regu-
lation Rule, 216 - Public Hearings, 217 - Trade 
Practice Conference, and 218 - Guides, 219 -
Proposed Recessions, 222 - Rules of Practice, ._;<~.. -, and 223 - Mergers •. These files include such 

. iteMS as public COMMents, transcripts of hearing~ ,

notices, memoranda or dOCUMentary exhibits and
 
physical exhibits. (Non-public portions of
 
ruleMaking proceedings are included in general

files. )
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ITEM NO (With Inclusive Oates or Retention Periods) 1\CTION
JOB NO. TAKEN 

Records Management Branch (cont.) 

A.	 Co~plete case file, including docu~entary
exhibits. 

Transfer to WNRC 3 years after final Commission1. action. Destroy 25 years after final
 
Cbm~ission action, except for those cases
 
determined to be "landmark" cases. See criteria
 
item 11.4 of this schedule.
 

2.	 ?ERlvIANENT. Seell.4-A-l-b.B.	 Physical exhibits. 

Destroy 5 years after final COMMission action. 

11.10 AD SOBSTANTIATION 

The Commission is responsible for assur~ng the
 
existence of a reasonable basis for advertising

claiMs. This prograr.1requires advertisers,
 
upon FTC demand, to file a special report and
 
to submit all tests, studies or other data
 
existing prior to disse~ination of the ad
 
purporting to substantiate any claims, state-
ments or representations regarding the safety,

performance, efficiency or comparative price of
 
the product advertised.
 

Record file and any indices. 

it. Transfer to WNRC 5 years after final Co~mission
 
action. Destroy 25 years after final Commission
 
action, except for those cases determined to be
 
"landmark" cases. See criteria ite~ 11.4 of this
 
schedule.
B. 
PERHANEliT'k See 11~-A-2.11.11 - ADVISO!<Y OPINIvl'JFILES 

These files are COMpiled fro~ the proceedinqs of
 
fornal investigations consisting of discretiona~
 
responses by the COMMission on opinions developed

on various legal problems and are assigned

7-digit numbers.
 

priginal file consisting of history, correspon-
dence, etc.
 

115-203 Four copies, Including original, to be submitted to the National Archlv •• STANDARD FORM 115-A 
Revised July 197421 Prescribed by General Services 

Administration 
CPO: 197~ o· 579-387 FPMA (41 CFR) 101-11.4 



•	 ·e·
 
I	 PAGE OFJOB	 NO.Request for Records Disposition Authority-Continuation 

9.7. 8. DESCRIPTION OF ITEM	 1.0.SAMPLE OR 
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Records Manaqenent Branch (cont.) 

A. Transfer to WNRC 2 years after final COMMission 
.	 action. Destroy 25 years after final COMMission
 

action, except for those cases oeterMined to be
 
"landmark" cases. See criteria iten 11. 4 of this
 
schedule.
 

B.	 PERtJIANENT.Transfer to WNRC 2 years after final ommission action. 
11.12	 ASSURANCE OF VOLUNTARY COHPLIANCE FILES Offe" to NAFp 25 years

afte final Commission 
~hese files co~sist of docuMents subMitted by action. 
respondents indicating their willingness to 
comply with a Commission directive regarding an
 
unlawful business practice. Documents include
 
such items as memoranda, minutes, correspondence

and	 corrective sales advertisements. 

A.	 Original file consisting of history,

correspondence, etc.
 

l.~ransfer to v~TRC 2 years after final Commission
 
~ction. Destroy 25 years after final COMmission
 
~ction, except for those cases determined to be
 
"landnark" cases. See criteria It.em 11. 4 of t.hi s'
 
schenule.
 

2.	 PEHHl\NENT. See 11.11-36 
B.	 Physical exhibits. 

pestroy 5 years after final COMMission action. 

11.13 OFFICIAL FTC GENERAL FILES 

~iscellaneous non-public series naintainea as a
 
~ecord for documents which do not have a specific

~ase-related designation. Documents include
 
such iteMs as general correspondence, correspon-
~ence \'lithCongress, other qovez nme nt; agencies,
 
~nd FTC Regional Offices. Also included are
 
~esolutions, Rules of Practice, procedures,

~rade Regulation Rule procedures, and general

policy and procedures. The file is arranged by
 

·subject in chronological order by fiscal year. 

·~Record set. 

···~nnual accumu Le t.Lon-o-S cubic feet; arranged

~umerically by date.
 

~ERMANENT. Transfer to WNRC when 3 years
 
pld. When 10 years old, offer to NARS.
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R~cords Manacre~ent Branch (cont. ) 

11.14- COURT CASF. FII,ES 

Proceedings froM a fornal investiqation, or
 
miscellaneous case which has resuited in judicial

action.
 

99	 Series Case Files 

These files are miscellaneous court actions 
derived from EEO complaints, formal investi-
gations (7-digits), class action suits or 
unclassifiable court documents. Documents 
include such iteMs as subpoena enforceMents, 
summons conp Iai.nt.s , pleadings, history and Zo r 
correspondence files. 

Original case file, closen without further
 
action.
 

A.	 Transfer to WNRC 3 years after final Commission
 
action. Destroy 25 years after final COMMission
 
action, except for those cases determined to be
 
"landMark" cases. See criteria iteM 11.4 of this
 
schedule.
 

B.	 PERl1ANENT.See 11.4-A-l-b. 

. ,.. 
J: 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

DIVISION 

Sec. 12 

e Services Division includes 
anch, Rules and Publications 
tion and Duplication Branch. 

of the Director 

the Micrographics
Branch ann Distri 

11 records in this office 
Section 1 of this schedule. 

all covered in 

Sec. 13 ics Branch 

11 records in this section 
Section 1 of this schedule. 

are covered in 

Sec. 14 Rules and Publications Branch 

14.1 RULES AND PUBLICATIONS FILES 

lications printed
fice or within the 

by the GovernMent 
COMMission. 

Printina 

A. Manuscripts, canera ready copy, page
proofs, wo rk.i.nqpapers, machine readable 
tape and similar material. 

1. Used in preparation of FTC Rules 
of Practice, Statutes, Court Decis-
ions, VolUMes of Decisions, annual 
reports, various studies, reports,
etc. 

stroy 1 year after'publication. 

2. Used in preparation of inforMation 
preparen for consumers (pamphlets,
guides, etc). 

ew file annually; destroy when publication
obsolete. 

i 

R. FTC ~aterial published in 
Register. 

1. Background Material,
orders. 

the Federal 

invoices and 

Destroy 1 year after publication. 
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7. 
ITEM NO. 

14.2 

14.3 

14.4 

Sec. 15 

15.1 

(With 
8. DESCRIPTION OF ITEM 

Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

ules and Publications Branch 

2. Tear Sheets. 

(cont.) 

estroy 5 years after 

FEDERAL REGISTER 

publication. 

Complete copy of entire Federal Register. 

stroy when 1 year old. 

NATIONAL TECHNICAL INFORMATION SERVICES 
ACCESSION INDEX 

3 X 5 file cards recording accession numbers 
FTC material available through NTIS. 

stroy when no longer needed for reference. 

PUBLICATIONS 

of 

lications include ~aterial that is printed by
e GovernMent Printin9 Office or within the 

Mission. Publications consist of such items 
Rules of Practice, VolUMes of Decisions,

nnual reports, and indices thereto. 

record set--original or master file 

nnual accuMulation--one cubic foot; arranged
ronologically. 

PERMANENT. Transfer to WNRC when 5 years old. 
fer to NARS when 20 years old. 

Distribution and lication Branch 

FTC PUBLICATIONS 

tock of brochures and pamphlets prepared by FTC 
Used to fill requests from the public. 

view stock of publications annually; destroy
en obsolete or when no longer needed. 
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