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Social and EconolllicStatistics Administration 
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.Bm-eau of EconomicAnalysis 
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GwynethS. Weedin	 967-4550 
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achedule of __ pqea ....e propooed for diapoaal fot the realon indicated, ("X" only one) 

A The r e c o r d s have B The records will cea.e to have lulllcient value

D cealed to have luffi- to warrant rurther retention on the expiration 
dent value to w&nant of the period or time ODdicated or on the occur-
further retention. rence or tile event .peclfled. 

Ptj)lication Ii Records 
~y 39 1972 Mana~lIImt Office1' 

(Date) (TIlle) 

9.7.	 8. DESCRIPTION OF ITEM SAMPLE ORITEM NO.	 (WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. 

BURFAUOF BaHlMIC ANALYSIS 

SOCIAL AND ECtNlMICSTATISTICSAOONIS'IRATI~ 

General. On January 1, 1972, the Social and Economic
 
Statistics Admdnistration (SESA)was established by con-
solidating the Bureau of the Oensus (Census) and the
 
Office of Business EconOlllics(OBE). In the new Adminis-
tration, the Bureau of the Census retained its name; the
 
Office of Business Economics was redesignated the Bureau
 
of EconomicAnalysis.
 

In the initial reorganization, the following activities
 
were trans ferred from Census to BFA:
 

The statistical indicators program inc:ltding the
 
issuance of Business Conditions Digest and related
 
work, and
 

The	 special analysis of economic and social condi-
tions in various foreign countries. 

From the OBEftmctional array, the following were trans-
ferred to Census:
 

Sales Expectations and Travel and Transportation
 
survey act1V1ties.
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• • At present BEA is composed of thirteen program and 
operating divisions and eight executive units including
the Director, Deputy Director, Associate Directors and 
Assistant Directors. 

BEA is responsible for p rov i.di nq c_ r:-: 0ar picture of the 
state of the U.S. economy through the preparation,
development, and interpretation of the national economic 
accounts. Its work in this area covers the overall 
national income and product accounts, summarized by the 
Gross National Product (GNP)~ input-output accounts 
which trace the inter-relations among industrial markets~ 
personal income and other economic series by geographic 
areas~ and the U.S. balance of international pa~nents.
This work is supplemented by the preparation of other 
tools of analysis designed to aid in the prediction of 
economic developments. These tools consist mainly of 
the plant and equipment survey, which provides informa-
tion on business investment outlays and programs~ econo-
metric models of the U.S. economy~ and a system of busi-
ness .indi cators. The data and analysis prepared by BEA 
are disseminated mainly through its monthly publications,
Survey of Current Business (including periodic supplements)
Business Conditions Digest, and Defense Indicators. 

Information developed by BEA is recognized as essential 
~or both the establishment of government policies and 
the conduct of private business. Actions to maintain 
economic stability and a desirable rate of growth, and 
to reduce the deficit in our international transactions,
hinge upon the data it provides. Private business plans
its production, price, and investment programs against
the same background information. 

'1'0 prepare its various forecasts, measures, and analysis
of the economy, BEA collects data in two ways: (1) by
sending survey questionnaires to individuals and firms 
reauesting return of pertinent economic information, and 
(2) by collecting printed or processed (secondary source)
materials produced by other government agencies and 
private organizations which contain useful economic 
information. 

Completed survey forms returned by individuals or firms 
are statutorily restricted by Section 4 (b) of the Federal 
Reports Act and Section 8 (c) of the Bretton Woods 
Agreement Act. 

The recordkeeping system of BEA is decentralized and each 
organizational unit maintains its own records, and within 
the unit, economic analysts maintain the files pertaining
to their particular specialty or subject assignment.
Since 1965 an increasing
into the system has been 

amount of 
automated. 

the paperwork flowing 
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•All automatic data processing is handled on an open shop basis 
which utilizes a centralized configuration of electronic data 
processing equipment managed and operated by a staff with the 
added capability of assisting economic analysts with any data 
processing systems or programming problem which they might 
encounter. With this technical assistance, as needed, each 
economic analyst prepares and controls the computer program
for his subject assignment. This arrangement effectively
decentralizes automatic data processing records to about the 
same extent and manner as the predecessor manual records. 

The long retention periods for BEA records grow out of the 
following circumstances: 

(1)	 there is approximately a 6- to 8-year tline lag in 
chronology of the data collection, the analysis
of it, and preparation of it for benchmark year
purposes; 

(2) the	 current benchmark year data need to be retained 
in the office by the analyst as a guide and reference 
in preparation of the following benchmark year data; 

(3) the	 full use of accumulated data over a significant
analytical period in estimating or forecasting the 
future economy is often broadened or narrowed by
events which occur within the first 5 or 10 years 
after collection of the data; and 

(4) the	 energence of econometric models, new data processes
and technologies, and new concepts of economic analysis
require the retention of historical data. 

For these reasons, BFA data and records must he retained, both 
within the offices and at the Washington National Records Center,
much longer than data found in other statistically oriented agencies. 

Binder. Although this schedule is presented in an organizational
format, a change of title or organizational location of any unit 
shall have no effect on its provisions so long as the files described 
continue to accumulate and serve the same purpose. 

All	 provisions of General Records Schedules issued hy the General 
Services Administration are superseded by the provisions of this 
schedule which includes all general and housekeeping records of 
the	 Bureau of Economic Analysis. 
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OFFICE OF TIlE DIRECTOR 

1. Special Subject File. This contains doa.unentation collected 
or generated by the DIrector pertaining to existing economic 
measurements and new areas of such measurements under exploration
and definition. All of the subjects involved are either under the 
jurisdiction of the Director or of special interest to him he cause 
of personal participation or professional importance. Subject
heading include BCD Advisory Committee, Interagency Committee on 
Financial Statistics, President's Commission on Financial Structure 
and Regulation, Construction Price Index, Inventory and Sales 
Expectations Survey. and others. 

Retain. Transfer to Washington National Records 
Center (WNRC) when 3 years old. 

2. 1ntra-lJepartmcntal Corre~ondence File. This contains incoming
and outgoing correspondence WIth other organizational units of the 
I~partmcnt including the Secretary and other Secretarial Officers. 
The papers contain infonnation on planning, policy, program imple-
mentation and the hroad aspects of executive direction. Record 
copies of weekly briefings are included in the file. These are 
specially noted since these briefings accumulate in various divisions 
,... they may be disposed of after expiration of a short period.here 

Hetain. Transfer to WNRC when 3 years old. 

3. Government Ap,encies Correspondence File. This is an incoming
and outgoing correspondence hIe with other (;overnment Agencies 
having a prime interest in the establishment and use of national, 
regional, and international economic measurement. 

DIsr::~AL NOT Transfer to WNRC when 3 years old and dispose when 15AI')fr.::'.JJ years old. 

4. Director's Chronological File. This contains the record copy
of every outgOIng document generated hy the Director. The criteria 
ordinarily applied to chronological files do not apply in this case 
because of the unique arrangement of the suhject files, thus the 
chronological file constitutes a valuahle finding aid to other files 
created in the office. 

Hetain. Transfer those over 3 years old to WNRC when 
there IS a change of Director. 

5. General Correspondence Subject File. This file contains 
incoming requests fOr Information and/or advice on OBE program 
and operation wi th copies of outgoing replies. of the f'.10st
requests are from nongovernment sources, however, the file does 
contain Congressional and foreign correspondence. 
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Transfer to WNRC when 3 years old and dispose when 10 
years old. 

6. Professional Or anization Corres ondence File. This contains 
incomIng an outgoIng correspon ence WIt nongovernment professional
organizations dealing with economic matters. 

Transfer to WNRC when 3 years old and dispose when 10 
years old. 

7. Administrative Subject File. TIlese are office copies of house-
keeping papers maintained for convenience including hudget, personnel 
actions, travel, and similar papers. 

Dispose when 3 years old. 

8. Intra-Office Correspondence File. This is composed of copies
of instructions, procedures, and papers relating to staffing,
organizations, and workload generated within OBE. 

Retain. Trans fer to WNRC when 3 years old. 

9. Author File. This contains copies of professional articles 
for pUblication and papers prepared for official or semi-official 
presentation authored by the Director and other members of' OBE 
staff. TIlis is a technical reference file arranged by authors' 

nj:~~ t/17I',iJIi>n e J er7 1;"Kf: Tltt/f/ do c (/~ 
• • -. •• 1/ /f>heJ",J'1fSposeof indi vIduat\joa.unents when superseded or when
 

they have served their purpose, whichever is sooner.
 

Office of the Deputy Director 

10. Inter~overnment Agency Correspondence Subject File. This 
comprises ocumentation generated or collected by the Deputy
Director in the course of directing the program and operational
activities of OBE. This includes data on the various facets of 
OBE responsibility for analyzing and forecasting the economic 
condi tion of the count ry , The papers are arranged hy the names 
of government agencies, foreign governments, and titles of special 
projects. 

(a) Budget material - dispose when 15 years old. 

(b) All other papers - dispose when 5 years old. 

11. Intra-Office Qperating File. Contains incoming and outgoing
correspondence between organizational elements of OBE with a 
quantity of informational copies of memoranda used hy Deputy 
Director to coordinate internal programs and activities. 
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Start a new file every 10 years. Transfer to WNRC1 
year later. Dispose when 15 years old. 

12. r~nera1 Correspondence File. This contains documentation 
of general applicatlon to operating matters under the jurisdiction 
of the Deputy Director. Also included are papers on subject areas 
of special concern or interest to him, Arranged alphabetically by 
suhject. 

Start a'new file every 10 years. Transfer to ~mRC 
1 year later. Dispose when 15 years old. 

13. Committee Files. These are papers relating to conmittees 
on whiCh the Deputy Director serves or is represented and to 
conferences and meetings on the same basis. 

Retain. Transfer to WNRCwhen 3 years old. 

14. lnrono1ogica1 File. This consists of 1 copy of every 
outgoing paper prepared by the Deputy Director. 

Dispose when 2 years old. 
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OFFICE OF lliE ASSOCIATE DIRECfOR
 
FOR INTERNATIONAL ECOOCMIC ANALYSIs
 

15. International Economics Subject File. General doetmtentation 
generated by the ASsocIate Director In the process of providing 
executive direction in the analysis of major economic developments
and problems in this area affecting the balance of payments accounts, 
Also included are papers related to the preparation of special
studies and briefings of senior officials of the Department, other 
Federal Agencies, and private organizations. Papers reflecting 
surveillance of the reporting forms , teclmiques of the reporters,
and the quality of the data submitted by reporters are included. 
The participation of the Associate Director in planning and 
coordinating research, data collection, and special studies in the 
broad area of international economics are also documented herein. 
The papers are arranged alphabetically by subject. 

PISPOSAl Nor Start a new file every 5 years. Transfer to WNRC 2 :, \ APPROVED I years later. Dispose when 15 years old. 

16. ClCneral Correspondence File. This contains incoming and out-
going correspondence relating to definitions of U.S., and foreign
direct investments, collection of uniform data, concepts of 
economic data analysis, the validity of data available to OBE,
analyses of various economic questions and other correspondence.
The papers are arranged by the names of Federal and local government
agencies and by the names of foreign countries or agencies. Official 
correspondence with other persons or organizations of the Associate 
Director is also kept in this file hy name. 

Start a new file every 5 years. Transfer to WNRC PISPOSAl NOT 
1 year later. Dispose MIen IS years old. " APPROVED 

17. Administrative Subject File. These are copies of housekeeping
papers pertaining to such things as allotment of funds, budget,
procurement, personnel actions, recrui tment, space and equipment
and supplies. Since the Associate Director has a special responsi-
bility for recruiting of personnel, there are some papers on this 
subj ect in this file, which do not ordinarily appear in similar 
files at this level. 

Dispose when 2 years old. 

18. Teclmical Information File. These are reprints, clippings,
and processed copIes of materIal which the Associate Director 
draws upon for information for preparation of professional pre-
sentations and documents. 

Dispose of individual documents or contents of file
 
folders when they have served their purpose.
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OFFICEOF TIlEASSOCIATE DIRECI'OR 
f:OR NATIoNAL ECCNCMtt' ~A"NALYsts 

19. :l\dministrative Subject Pi.Ie , "This 'contains "office 'copies 
'of 'papers relating to hOusekeeping 'matters, 'such 'as budget, 
prirtting, 'program descr ipt ions , <:!6mptite'rs, 'persortne I :pol1CY 
'and 'recruiting. 

'[Di-sposewhen 2 years old. 

,20. '~edmica1 Reference File. 'This consists 'of 'printed copies
of ~ptiblications, articles, and clippings 'of 'special interest to 
the ;J\ssociate Director. 

Di.spose of individual documents or contents 'of file 
rfolders when they have served 'their purpose. 

21. ~Survey of Current Business ~miling.Lists. These are mailing 
lists "of' individuals, organizations, both within and outside the 
Federal Government, and foreign organizatioris 'eligihle to receive 
free !0r exchange copies of the monthly 'Surv~y 'of Current. Business. 
Also .mcluded is correspondence reqUesting 'copies of the SUrvey
free '01" on exchange. 

Purge mailing list entries 'and 'correspondence in 
~accordance with the annual circUlarization. 
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ASSOCIATE DIREcroR R)R 
REGIONAL EcoOOMIc ANALYSIS 

This office was established July 7, 1971. Since that date 
the Chief, Regional EconomicsDivision has served in both
capacities, and no records have been created that are attri-
butable to the Associate Director's position. Space is 
left below for a description of such records whena sufficient 
quantity of them have accumulated. 

RESERVED 
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OFFICE OF mE ASSISTANT .DlRECfOR RlR EmNCMITRICS 

22. EC9~Ol1etrics Subject File. 'TItis 'is ~compfisea~of'basic 'source 
documentation "used ,to devise an 1econometric~mathematica1 'nodel 
formil a i'for ~forecasting various segmertts ,o'f rthe 'national economy. 

~n...: ~Start a new file every :10 ,years. 'Transfer to 
c ::-5 years later. 

RESERVED 
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OFFICE OF TIlE ASSISTANT DIRECTOR FOR ECON~IC ACCOUNTS 

23. National Economic AccOlIDts sub~ect File. This contains 
documentation created or collectedy the ASsistant Director for 
Economic Accounts concerning the concepts, structure, and 
adequacy of the national economic accounts. Also included are 
papers pertaining to the review of the structure of national 
economic accounts to ascertain the need for changes. 

Start a new file every 5 years. Transfer to WNRC PjsPOSAC Nor 
1 year later. Dispose when 15 years old. ~\~fBOVEQ; 

24. corres~ondence with Other Government Agencies File. This 
is comprise of incoming and outgoing correspondence pertaining
to a specific account ing change or problem with an agency of 
our Government or with a fore ign government. Arrange alpha-
betically by the name of the government agency or foreign government. 

Start a new file every 5 years. Transfer to WNRC DISPOSAl Nor 
1 year later. Dispose 'men 15 years old. \~~BOvm 

25. Administrative Subject File. These are office copies of 
housekeeping papers on subjects such as budget, allotment of 
funds, personnel matters, space, requisitions for printing, 
and other things, and related matters. 

Dispose when 2 years old. 
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OFFICE OF ,TI-IE
ASSISTANT DlREGTOR'FOR'STATISTICS 

',This:toffice, has not been in,existence long- enough for the 
incumbent to create enough documentation to· provide. a 

~reCQr9~J<e,epingpattern _that . .is ,broad- or.jinclus ive ~enough 
r(for,1.4,.lse.r:asE a basis for determining.eehat., papers \ wi Ll -be 
~"accUJ.1lJllat,e<.l~ future.in the 

RESERVED 
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~~Gb\~NT SERVICES DIVISION 

The division provides general management support services for 
BEA in accordance with requirements and guidelines issued hy
the Social and Economic Statistics Administration and hy the 
Department. Specifically, the division has operating respon-
sibility for management analysis, budget preparation, procure-
ment, personnel, space, office services, and similar activities. 
Certain personnel and accounting functions are performed by 
SESA for REA. 

Office of the Chief 

26. Management Suhject File. Documerrtat ion created by the 
DivisIOn Cfilef pe rtammz to the management of the programs,
organization, staffing and financial affairs of REA. TIle file 
also contains copies of a variety of operating reports which 
are analyzed for management purposes, and papers concerning
problems received !tover the counter" and their resolution. 

Start a new file every 5 years, transfer to WNRC PISPOSAl NOT 
2 years later. Dispose when 15 years old. '\~~ROVED 

27. Special Studies.and Project Files. TIlese are comprised
of correspondence, proposals, inventories, survey data and analyse~
with a copy of the related study or project. 

Start a new file every 5 years, transfer to WNRC PISPOSAl NOT 
2 years later. Dispose when 15 years old. ,"NPROVED 

28. ~lanagement Improvement File. TIlis contains copies of the 
various manpower reports submitted to the Secretary, o~·rn, the 
Congress, and others; with copies of the Hanagement Iarrovement 
Plan Report, tv1anagement Improvement Status Report, an related 
papers. 

Dispose when 10 years old. 

(Administrative Officer's Files) 

29. Administrative Suhject File. TIlis contains incoming and 
outgoing correspondence pertaining to the usual areas of 
administrative management and office services including such 
suhjects as automatic data processinp, emergency readiness,
3 E Improvement Program, manpower reports, plans and policies, 
printing costs, requisitions, position management control 
reports, pos ition ce i1Ings , and space and huilding management. 

Mar 72 
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Also included in the files are copies of directives, circular 
letters, and other authoritative issuances pertaining to 
administrative management matters. 

Start a new file every 5 years. Dispose of old
 
file 2 years later.
 

30. Security Classified Documents. These are security classified 
documents receIved by the DIrector and other BEA officials and 
sent to the Security Officer for safekeeping. The level of classi-
fication is seldom higher than Secret. With very few exceptions, 
the material involved is security classified by agencies other 
than the Department of Corrrnerce. Such documents are sent to BEA 
officials only for information purposes or to satisfy their need 
to know. When a classified document requires a substantive action 
hy BEA, the language in any internal instructions that may be 
necessary is paraphrased so as not to compromise security classified 
information. 

(a)	 Information Copies - Dispose when they have served 
their purpose. 

(b)	 Documents requiring BEA Action - Dispose 6 months 
after transaction is completed. 

(c)	 Documents security classified by BEA, SESA, or the 
Department - Make disposition in accordance with the 
retention period assigned to the open file in which 
the document would have been filed had it not been 
security classified. 

31. Personnel Special Reports File. This contains papers relating 
to personnel management activities such as awards, equal opportunity, 
sumre r employment, monthly personnel report, position classification,
merit promotion plan, and others. Record copies are in the Personnel 
Division, SESA. 

Dispose when 2 years old. 

32. Active f~loyee Personnel Folders. These are office copies of 
notifications of personnel actions and related papers used for 
purpose of internal operations. Record copies are in the Personnel 
Division, SESA. 

Dispose 1 year after subject employee is separated
 
from REA employment.
 

33. F~loyee Record Card (Form SF-7B.) These are office copies
used fOr internal control purposes. Record copies are in the 
Personne I Division, SESA. 
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Dispose whensubject employeeis separated from BEA. 

34. Security Clearances. This consists of copies of requests 
for clearance for access to security classified material and 
copies of the related authorizations. Record copies are in the 
Office of Investigations and Security (OrS), Office of the Secretary. 

Dispose 2 years after termination or expiration of
 
authorizations.
 

(Publications and Records Management) 

35. Historical Organization Charts and Ptmctional St.atenents , 
This consists of one copy of old organizational Charts and fUnctional 
statenents, insofar as it has been possible to collect them. 

~_~ Transfer to WNRC whenno longer needed for
 
current business.
 

36. Staff Papers. These consist of one copy of studies usually
produced by meJTbersof the staff on the application of newor 
variations of existing economicprinciples, and on the nethodotogy
and techniques of statistical analysis, measurenent, and reporting. 
Areas of the economythat have not been adequately studied an 
analyzed by BFA, or soee other organization in the field, are 
sonetines issued as a Staff Paper. To date Staff Papers have been 
numberedserially. 

Retain ~ Transfer to WNRC whenno longer needed as a
 
worktool for current husiness.
 

37. Office Services Subject File. This contains incoming and 
outgoing correspondence pertaining to auddo-vdsual services, 
di rectories, le1tisl at ion , and requests and replies to various 
subdivisions of BEA. 

Start a new file every 3 years. Dispose 2 years later. 

38. ComnntteeManagenentFile. This consists of lists of all 
com ttees on which BEA is represented with rosters of membership 
of each. Also included are lists of interdepartmental and depart-
mental corrmittees which give the namesof the departnental repre-
sentative or chairman fOr each committee. 

Dispose of individual documentsor contents of DJSPOS/~t NOT
individual file folders whensuperseded or 5 years AfPr,i)',:'/j 
old whichever is sooner. 
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39. Fonus ~1anagementFile. This contains copies of di recti ves , 
internal lnstructions, and a set of fonus used by BEA. These are 
used to TlDnitor new forms, revis ions, and reprints. 

Dispose of individual doc:mnents and contents of file
 
"folders when they have served their purpose.
 

40. '~rical Forns Record File. This is a "S x 8 card control 
of all fonns lssued for use by BEA showing the initiating division, 
office, and person, fonn m.unber, requisition nt.Jl'l'ber,whether new, 
revised or a reprint, and the number of 'copies printed with 
'appropriate dates and description. Mlve 'canis for -di scont.inued 
forms "to an inactive file. 

Dispose of inactive cards when 10 years old. 

41. Publications ManagementFile. Doaunentation on the need for 
publications of other government agencies and distribution of them 
to BEA staff members having a need for such material. Also there 
'are 'papers on BFAutilization of information -from publications of 
other 'agencies and feedback on their use of BEApublications. 
Requests for infonnation and/or publications, with appropriate 
replies are placed in the file. 

Dispose when 3 years old. 

42. Records ManagementSubject File. Contains incoming and out-
going :correspondence and collected 'papers relating to specific 
records management problems, methodology, and the "discipline in 
general. Also included are papers doaunenting records management 
transactions wi thin BFA. A number of items are in the file for 
use -as "think pieces." 

Dispose when 10 years old. 

43. profect File. This consists of a copy of each study, survey, 
report 0 recorranendations, or other published or processed
documentation of a records management project with supporting 
papers showing the authority for, and incertjon, scope, and 
objectives of the project. 

iH.etain. Transfer to WNRCwhen 10 years old.. , ..... 

44. IRe cords Disposition File. These are copies of records 
inventorles, requests for authorization to dispose of records 
(including schedules), and transmittals and shelflists of records 
transfe-rred to the Washington National Records Center with related 
clearances and other "correspondence. 
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Retain. Hold in the office of the Puhlications and 
Records Management Officer. 

45. Time, Cost, and Attendance Reports. These are the "Division 
or OffIce File Copy" of the reports Which are centrally reviewed 
and audited by the Publications and Records Management Officer. 
These copies are kept for a short period for convenience of 
reference and for correction of any error of omission or commission 
which might occur. Record copies are retained in the Budget and 
Finance Division, SESA, long enough to meet all legal and other 
requi rements • 

Dispose when 2 years old. 

(Procurement Records) 

46. Procurement, Safety, and Training Subject File. Documentation 
of procurement including official mailing report, inventory of 
reports, equipment catalogs Work Capital Fund requirements, bills,
and status reports, book and publication purchases, and the like. 

Safety papers include copies promotional literature, program
directives, and accident reports. 

Training papers are case filed under course titles. Also included 
are copies of nomination and recommendations of employees for 
specified traininp, and copies of reports showing the cost of 
training. 

Dispose "'hen 5 years old. 

47. I~suisitions and Purchase (~ders. These are office copies
or reqUIsitions and purchases orders issued by BEA. These are 
sent to the Administrative Services Division, SESA, which performs
centralized procurement services. Copies are also sent to the 
Budget and Finance Division, SESA, which maintains the accounts of 
BFA. Copies of these papers are kept in those offices long enough 
to meet all requirements. 

Dispose when 2 years old. 

(Budget Records) 

48. Budget r~neral Files. These contain papers on subjects such 
as CiVIl rIghts, Federal assistance programs, responses to Depart-
mental requests, and other data generally applying to the BFA 
hudget. Also included are copies of recurrent operating reports.
Special reports to the National Science Foundation and other agencies
are also included. 

f'.1ar 72 

17 



•

(a)	 Recurring Operating Reports - Dispose when no longer

needed for current husiness, or when 10 years old, 
whichever is sooner. 

(b)	 All other papers - Dispose when superseded, or when 
5 years old, whichever is sooner. 

49. Budget History File. Doa.unentation of the hudget request 
with the data sUbmitted by organizational urrits of BF..Ain response 
thereto. 

Dispose of individual documents or contents of individual 
file folders when 8 years old. 

Budget Submissions File. This contains copies of the 
secretarial, OMB, aruf"t'ongressional budget submissions 
for BFA. 

Dispose when 10 years old. 

50. gperating Budget File. This contains, copies of apportion-
ments, allotments,~udget status, fiscal and program plans,
appropriation \varranty and transfers, and similar documentation. 

Dispose when 5 years old. 
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CUv1PIITER SERVI03S DIVISIOO 

The Division is responsihle for maintaining, coordinating, 'and 
improving the use of automatic data processing equipment by the 
Bureau, including the conduct of feasibility studies; preparing
automatic data processing systems and programs; and providing
data processing services for the Bureau. 

It operates an open shop arrangement in which most of the economic 
analysts, or their representatives, prepare their own computer
programs, calling upon the Division for technical assistance as 
needed. 

51. Information Bulletins File. These are intermittent issuances 
prepared by the Division for the guidance of the operating divisions 
of aBE as users of the ADP installation. The bulletins include the 
specifics of all requirements of the Computer Services Division and 
also technical information to assist the operatinp units in pre-
paring their programs and using the computers. 

Ret~. Transfer a set of 1 copy each to WNRC when 
no longer needed for current business. 

52. Tape File Record. This is a form to be filled out only by 
the user and sUbmitted to the Chief, Computer Services Division 
when the user utilizes the programming services of the Division. 
It shows the type of data, density and size of data fields, and 
identification of data fields, and the retention period assigned 
to the tape. 

Dispose when 15 years old, or for the life of the tape file. 

53. Teclmical Bulletins File. These are authoritative issuances 
preparea-Dy the Division containing technical instructions and 
other mandatory directions for the guidance of aBE operating units 
that utilize ADP equipment. 

~J~in~. Transfer a set of 1 copy each to WNRC when no 
longer needed for current business. 

54. Administrative Files. These files are associated with various 
federal and departmental programs such as the Management Improve-
ment Program, the Office Audit Study, training programs, and reports
for the Office of Management and Organization, etc. 

Dispose when 10 years old. 
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55. Computer Files. These files contain documentation associated 
with the justification and installation of our various computers
including feasibility and upgrading of studies. 

Dispose when superseded or obsolete. 

OMagnetic Tapes) 

56 . BEA Execut ive s • The
 
r~ecutlve DISC rating ystem IS comprise 0 two -generation

tapes, one of SPT (Symbolic Program Tapes) and the other of BRT
 
(Binary Iam Tapes) maintained on .a semiannual basis; a copy is
 

·made.of	 the latest version of the system and placed in a security
area. To create a new generation, the earliest revision is up-
dated by adding selected data from the last revision, maintaining
3 semiarmual revisions at all times. Within each 6-month revision,
tilere,may be any number of intermittent revisions that have been 
executed. 

Scratch when superseded by a new generation revision. 

57. Computer Log ~1aster File Tape. Thi s contains the detail for 
each run processed by the computer showing time started and stopped,
type of job, project member, and the name of the user. This data 
is printed out on a monthly basis. The data is also maintained on 
tape for each fiscal year. 

Dispose when no longer needed·for current business or 
when 15 years old, whichever is sooner. 

Tape - Scratch when no longer needed for current business 
-or when 15 years old, whichever is sooner. 

(Computer Printouts) 

58. C0l!'PuterUtilization Reports. A series of monthly reports

reflectIng current month, previous months, and cumulative data
 
on a fiscal year basis. The machine usage report provides a
 
detailed breakout of productive and non -product ive time. The
 
remaining 4 reports indicate frequency of use and amount of
 
computer time used by: major program type, individual, project

and division.
 

Dispose when 10 years old. 

59. AUP pruect Cost Report. A monthly cost report which shows 
current mon ,previous months, -and cumulative costs to date by 
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type of ADP service provided the Office's operating divisions. 
The report is sunmar ized and produced by type of appropriation,
by project number, ~d by sub-project number. 

Dispose when 5 years old. 

60. ~1anpower Utilization Report. A monthly and cumulative report
indicating systems analyst and computer programmer man-hours worked 
on a regular and overtime basis by individual and by project. 

Dispose when 5 years old. 

61. I\))PExpense Report. A cumulative 3-part quarterly report
reflecting all expenses of the Comnuter Services Division at 
detail, cost center, and object class levels. 

Dispose when S years old. 

62. I~S Statistics. A monthly report comprised of 10 tahles 
which reflect van.ous analyses of the use of the computer system 
and the peripheral devices. That is, cards read and punched, 
lines printed, pages printed, tape reads and writes, disc read 
and writes, blocking, record lengths, machine time used by division 
by shift, priority usaRe by individual and division, etc. The 
primary purpose of these tabulations is to provide insight as to 
the internal operation and use of the computer system. 

Dispose when 10 years old. 

63. !;quipment Rental and Purchase Re¥ort. This printout is 
produced as needCd showing the name 0 the lessor, mode 1 number, 
installation date, serial numher,
all equipment rented or purchased
an internal management tool. 

location, and 
within the 

a description of 
Division. This is 

Dispose when 3 years old. 

Tape - None 

64. Tape Listing. This is a monthly printout listing all magnetic 
tapes wrItten In the Division showing the creation date, tape title, 
division, program creating tape, real sequence number, magnetic 
tape number, originator, and tape unit created on. A copy of this 
printout is sent to each user for review of the need for tapes and 
for correction. The next issue of the list reflects tapes that 
have been scratched by dropping them from the list. 

Dispose upon receipt of the next issue. 
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(Punch Cards) 

65. Punch Cards. These are decks of cards punched with data 
for input to process operating and cost analys.is reports. 6 months 
after the end of the fiscal year, the cards are placed on magnetic
tape. 

])ispose when card-to-tape images have heen written. 

66. Program Decks. These cards contain instructions for computer 
production of operating and cost analysis reports. 

Dispose when replaced by revised cards. 
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CURRENT BUSINESS ANALYSIS DIVISION
 

The Current Business Analysis Division edits the Survey of-Current
 
Business and conducts a continuing study of business activity. It
 
also prepares for publication in the Survey regular interpretations
 
of the business situation. Business statistics are prepared period-
ically fram detailed data produced hy the division and other agencies

for publication. Final printer's copy of the Surver and the biennial
 
Business Statistics S~lement are prepared and monItored through the
 
r~vernment Printing 0 Ice.
 

67. General Correspondence Subject File. Contains incoming and out-
going correspondence of general applicability to the operations of
 
the office. Also includes some documerrtat ion related to specific

items submitted for puhlication in the Survey.
 

Dispose of individual documents when 2 years old or when 
superseded, whichever is sooner. 

68. Business Statistics File. TIlis is comprised of printed or 
processed economic, statistIcal reports and other documents created 
hy other government arencies and private sector organizations. They
are used to analyze the current business situation as reflected by
2500 indicators appearing in published volumes on business statistics. 
Also included are exogenous annual reports from the governmental and 

-private sectors. 

(a)	 Armual Reports - retain. Transfer to WNRC when no 
longer needed for current husiness. 

(h)	 All other material - start a new file upon completion 
of the 4 year revision of husiness statistics and dis-
pose of previously accumulated material 1 year later. 

69. Business Analyses Record Cards. These are work cards on which 
figures are entered that are derIved from an analyses of available 
raw data for each indicator. These figures are posted to the cards 
monthly and are eventually puhlished in the Survey and Business 
Statistics Supplement. For the cards of each Indicator, there is an 
analYSIS card ShOWIng the sources of the data posted. Armual averages
and monthly data are compiled and puhlished in various formats covering
the whole period for which such figures are availahle. Consequently
these controls nrust be kept in the operating un it for a long period 
of time since they constitute a basic worktool for the economist 
involved in analyzing the economy. 

Retain. Transfer to WNRC when no longer needed for current use. 
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70. Survey of Current Business File. This consists of I copy of 
the monthly publication titled as above maintained as a record set. 

Retain. Transfer to WNRC when no longer frequently needed--.for current reference. 

71. Puhlic Infonnation File. This is comprised of incoming requests 
for information and pUblications with copies of replies. 

Dispose when I year old. 

72. Administrative Subject File. Contains copies of housekeeping 
papers, such as budget materials, space requests, personnel actions,
requisi tions for printing services and equipment, and on similar 
matters. 

Dispose when 2 years old. 

73. S~cial Articles and SE¥:ech ~Ianuscri~ts. These comprise authors' 
manuscr-ipt conies sUbmitted or review an approval for confonnity 
wi th policy and adequacy of content. As a general rule, all of the 
copies submitted is either edited or rewritten. To meet special
situations, some articles and speeches are written in their entirety
in this office. 

(a)	 Published articles and delivered speeches - dispose

when published.
 

(b)	 lmpublished articles and undelivered speeches - return 
to the author. 

74. Press Release File. These are processed copies of press releases 
edited, reVIewed, or written by this office. They are maintained 
primarily to answer inquiries. 

j)ispose when 2 years old. 

75. Bac~ground File. This is comprised of newspaper clippings, reprints, 
teclmICa papers ana some typescript material collected by the incuroent 
for use in the preparation or revision of articles, s~eclles, and simd-
lar presentations. J J

(hsl'cse. w6el'J;LYfj a/~, 
76. Survey of Current I3usiness Makeup File. This contains copies of 
clearances, printers proofs, schedules of deadlines, master proofs,
and similar papers. 

Dispose when 5 years old. 

77. Survey of Current Business Drawings. These are rough drawings, 
data sheets, illustrations, InstructIons, and similar graphics 
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prepared for publication in the Survey of Current Business. 

Dispose when 5 years old. 

78. Requisitions for Graphics and 
submitted for preparation of above 

Printing.
items. 

Copies of requisitions 

Dispose when 2 years old. 

79. Special Job File. These are rough drawings of graphics for 
special jobs such as speeches, conferences, and other presentations
given by top level officials with occasional proof copies. 

Dispose when 5 years old. 

80. Qriginal..1\rt Work Fik. This is comprised of the original art 
work of tables, charts, illustrations, and cover of the Survey of 
Current Business. 

Dispose when 2 years old. 

81. Printers Negatives File. TIlese are selected negatives of 
graphics or other portions of the Survey of Current Business kept
to meet a likely need for future use. 

Dispose when 2 years old. 
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ECON<J-nc GRmffil DIVISI(]\1 

The Division is an integral part of an interdepartmental effort to 
study problems relating to the Nation's economic growth. Each 
participating agency receives funds for its part of the program 
from the lAhar Department which budgets for the total program. 

om: receives a portion of such funds for projects that are assigned
to various divisions of OBE for completion in accordance with the 
coordinating guidance of the Economic Growth Division. 

Data generated by OBE, and from other sources, are used by the 
Economic Growth Division to prepare analyses and to project what 
the impact on the economy wi th alternative assumpt ions about 
economic policies. 

Original research is done seeking new techniques for measuring and 
forecasting the economic growth. The Division has no regular re-
current requirement to publish studies or projections. From time 
to time, the results of its efforts are puhlished in the Survey of 
Current Business. 

A long-term Econometric Hodel and other tools for studying economic 
growth are maintained. 

82. Input-(~tput Table File. This contains tahulations and worksheets 
used in aggregating 1947 industry output in order to he statistically
and conceptually consistent with 1958 industry output. Also included 
are source data, calculations supporting price deflators, conceptual
differences between 1947 and 1958 I/O tables, and related incoming
and outgoing correspondence. 

Start a new file when a new base year for measuring the 
national income account is established. Transfer to 
WNRC 5 years later. Dispose 2S years later. 

83. Incut-Output Technical Papers File. This contains data of a 
profeSSIonal or techriical nature generated or collected hy the 
Division for analysis of input-output structures to keep ahreast 
of all new developments in the field. 

Start a new file every 5 years. Transfer to WNRC 2 years 
later. J)ispose when 10 years old. 

84. Administrative Subject File. These office copies of house-
keeping papers arranged under sUbjects such as hudget, proposal for 
management of OBE computer facilities, executive assignment system, 
OBE seminars, OBE tYUSt fund accourrt, personnel management question-
nai res, job applicants and the like. 
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Dispose when superseded or when 2 years old, whichever
 
is sooner.
 

85. Thurow ~-1odeland Growth Studies File. The Thurow r'10delis an 
econometric model designed to provide long-term projections of the 
U.S. economy. The file contains the technical description of the 
model and all pertinent data and information related to constructing
and maintaininp, it. Also included are reports on the procedures and 
the results using other tools for studying the economic growth. 

Start a new file every 10 years. Transfer to ~NRC 2 years
later. Dispose when 20 years old. 

86. Input-Output As a Predictive Tool File. This contains work-
sheets, tabulations, and bjl1s of goods components of (individual
GNP by l/() industries). The hills of goods are used in projecting 
total output of the I/O industries. 

Close file 2 years after project completion. Transfer to 
WNRC 3 years later. Dispose when 15 years old. 

87. Industry Reports File. These are documerrtation for the hasic 
HIS l~nput-output tables. 

I~etain. Transfer to WNRC when no longer needed for current 
tmsiiless. 

(Printouts) 

88. Reworked 1947 lmallocated Distrihution - Consuming and Producing
Sort. This is an intermediary TIm used to balance the fmal input-
output tahles. 

Dispose of when no longer needed for current husiness. 

(Ahove printout derived from the tape: 1947 Current Dollar 
Distrihution of Unallocated) 

89. Reworked 1947 Cell by Cell Def'lator's. 1his printout contains 
the denved cell by cell price deflators used to convert the 1947 
current dollar transactions to 1958 dollars. 

,(?/~/'f)$~ or 
Tr8fUifey to WNR€ when no longer needed for current business. 

(Above printout derived from the tape: 1947 Input-Output
Deflators (1958=100)) 

90. Primary lntenrediate Flows Using 1947, 1958 and 1961 Technology
- PrOduc1ng SOrt. Th1S conta1ns data and calculat10ns used 

to baCl<lip a spec1al study on Changes Over Time in Input-Output 
Coefficients for the United States. The Division is responsible 
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for the recurrent production of such studies. 

Dispose when 10 years old. 

~Notape.) 

91., Data Used to Reestimate Thurow "1bdel thrOU~h 1968. These are 
the data series used to reestimate the Thurow ~aeI from 1947 
through 1968, resulting in new parameters for each equation. 

Dispose 5 years after the next reestlmation of the 
ThuIUN~lode1. 

(No tape - or cards) 

92. Thurow 1-1odel. This is a printout of the program of the Thurow 
~bdel and the results of an OBE test of the model to determine its 
accuracy. 

Retaiu. Transfer to WNRCwhen no longer needed for 
current business. 

(M)ove printout derived from Thurow tapes.) 

Transfer to when no longer for current husiness.l'v'NHC needed
 
Dispose when 2S years old.
 

(Above printout derived from the following tapes: 1947 
Final Current Dollar Flows by Type, and 1947 Deflated 
Flows by Type.) 

94. Reworked 1947 In Transactions in Hatrix Fonnat. These 
are prtntouts 0 e rewor e mterm ustry transact ions in 
current and constant dollars. 

Transfer to WNRCwhen no longer needed for current business. 
fJA~rvv S"~~ ...e~ 
(Above printout derived from the following tapes: 1947 
CUrrent Dollar Flows-Mat r.ix Format , and 1947 Deflated 
Flows-Matrix Format.) 

9S. J~worked 1947 Primary Intermediate Direct Coefficients in Current 
and Constant Dollars--Consuming and PrOducing Sort. These show 

the printouts primary inputs the consuming industry requires from each 
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of the producing industries to produce a dollar of its own primary 
output. These coefficients are derived from the primary transactions 
fl~vs and are used for special studies. 

Dispose of when no longer needed for current business. 

(Above printout derived from the following tapes: 1947 
Current Dollar Primary Direct Coefficients, and 1947 
Primary Direct Coefficients in 1958 Dollars.) 

96. Reworked 1947 Second.a1tFlows by constunin~ and Producing Sorts 
In Current Dollars .is shows the secon ary transactions, and 

is an intennediate worKstep to produce final input-output tables by 
type of transaction. 

Dispose of when no longer needed for current husiness. 

(Above printout derived. from tape: 1947 Final Current 
Dollar Flows by Type , ) 

97. Hodel SiJTU.llationsand projections. These are listings of input 
data and the results of siJTU.llations and projections of the U.S. 
economy using the Thurow Fiscal Policy f\lodel. 

Transfer to WNRCwhen no longer needed for current business. 
Dispose when 25 years old, whichever is sooner. 
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REGIONAL DmSIONECONOMICS

The Division's funct.ion is to measure and analyze the level and 
change in economic activity in the various regions of the Nation. 
This funct ion is i1'l1'lementedin three major ways: 

(1)	 The Division measures personal incomeand ent>loyment 
by industry for JOOrethan 2,800 local areas of the 
Nation. These can be grouped in any way desired for 
analysis. 

(2) The Division analyzes the regional	 measures to identify
changes and thei r causes. Long term trends in economic 
areas are projected and the economiceffects of proposed 
alternative remedial or developmental programs on such 
areas are measured. 

(3) The Division provides	 to other agencies, pubI ic and 
pri vate , the results of these measurementsand analyses. 

The work of the Division is highly automated. Consequently, hard 
copy record materials consist principally of computer printouts. 
Other hard copy material is of incoming and outgoing COJI1>Osed
correspondence and reports developed for use by various Federal 
agencies. 

Office of the Chief 

98. Subiect File. This comprises doa.unentation collected or 
generatea by the Chief in the process of implementing the programs
of the Division and directing its operations. The papers pertain 
to all facets of the program and include copies of aU correspond-
ence produced by aU smdi visions for correspondence with field 
offices and other governmentagencies. Administrative and housc-
keepinp, papers are also interfiled here. 

Dispose of individual documents or the contents of 
individual file folders when 5 years old. 

99. Water Resources Council and Sub,ect File. This file reflects 
the Division's participation in theater Resources COlDlcilpro-
gram through supply of special economic studies and data. Also 
included are papers generated and collected by BEArepresentatives 
on various conmrrtees of the Water Resources Counc'il , both in 
Washingtonand in the field. 

~ 
file to 

Start a new file every 10 years. 
WNRC2 years later. 

Transfer old 
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100. lmiversities Correspondence File. Includes incoming and 
outgoing coresponaence concerning requests for information,
publications, professional advice on methodology and economic 
techniques, and suggestions concerning academic interests. 

Start a new file every 5 years. Dispose of old files 
2 years later. 

101. Administrative Subject Files. Contains incoming and out-
going materials pertaining to housekeeping affairs such as 
requests for information, technical reference material, taxi 
vouchers, travel, personnel, and a copy of each outgoing item 
arranged alphabetically. Also included are mtra-departnent and 
intra-bureau correspondence. 

Dispose of individual documents or contents of file folders 
when 3 years old. 

Office of the Assistant Chief 

102. Administrative Subject File. Comprises documentation of 
the participation of the ASsistant Chief of the Division in 
administrative management of operations with particular emphasis
on the analysis and projection of the budget on a S-year cycle, 
and on billing customers for reimbursable services rendered. 
The file also contains papers on such activities of the Division 
as may require the decision of the Assistant Chief. 

Dispose of individual documents or contents of file folders 
when 5 years old. 

103. Growth Patterns in 10 This publication
shows t e ange In employment or ea county in the Nation with 
the amount by which the change exceeds or falls of the national 
average change separated into national growth, industrial mix 
and regional share components. The influence of each of 32 . 
industries on these employment changes is detailed statistically. 

~~. Transfer 1 copy of the comprehensive study to 
WNRC in 5 year increments. 

(Magnetic Tapes) 

104. National Prooection Model I ut/Ou ut Ta s. Tapes con-
tain emp oyment, earnIngs an gross p uct orIginating for the 
lhited States, hy industry, and related analytical naterials in 
both current and constant dollar terms. They are suhject to 
intermittent correction and updating and are printed out at 
intervals as noted above to facilitate required publication. 
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Scratch whensuperseded or no longer needed for current 
bus iness , 

(C,omputerPrinto1l!,t) 

lOS. National Projection ModelPrintout. Printouts showemploy-
ment~ earnings and gross prodUct ori-ginating for the United 
States, 'by mdus trv, together with statistical elaboration of 
analytical material in both constant dollars and current dollars. 
Theprintouts pertain to ,historical years 194a forward and to 
projected years at 10 year intervals for a span of SO years.
These data are maintained and updated on a nas ter fj Ie tape and 
are published at intervals in Stmmary fom. 

Dispose of whensuperseded or no longer needed for cur-
rent business. 
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Economic Heasurement Branch 

106. General Subject Files. These contain correspondence request-
ing personal income data from Federal, State and local officials 
and copies of the replies. Also included is doa.unentation per-
taining to the resources of the Branch and of requests from govern-
ment officials and private individuals for data files. 

Dispose of individual doa.unents or contents of file folders 
when 5 years old. 

107. Cotmty Employment and Wage Data File. This covers doaunenta-
tion of requests for, and receipt of, wage and emplo~nt data 
from the various State Bureaus of Employment Security. 

Dispose of individual documents or contents of file folders 
when 5 years old. 

108. Property Income File. This file contains copies of inquiries
to var10US State and local officials as to the availability of 
various types of data needed by the Economic ~asurement Branch 
together with responses from the officials. 

Dispose of individual documents or contents of file folders 
when 5 years old. 

109. State Technical Information File. This is comprised of pro-
cessed and printed material on personal income, employment, and 
population collected from other ~overnrnent agencies and organiza-
tions in the private sector. 

Dispose of documents when superseded or no longer needed 
for current business. 

110. County Personal Income Files. These contain purchase orders 
(correspondence) from government officials and private individuals 
for county or State personal income data from the Regional Economics 
Information System. The files also contain appropriate replies
and are arranged alphabetically by State and county. 

Dispose of individual documents or contents of file fOlders 
when 5 years old. 

111. Cost Estimate File. This is comprised of a transmittal of 
material WLth cop1es of an Official Cost Estimate and Acce~ance 
Form requesting the addressee's signature so that the Bran can 
collect payment for the material. 

Dispose of when 1 year old. 
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112. Seconda~ Source Materials Files. The Branch does not make 
surveys or sen out questionnaires requesting data. It uses data 
collected and compiled by other governmentagencies and organiza-
tions in the private sector. These data are collected in such 
form as the donor agency makes them available, including tapes, 
punch card decks, printouts, and processed and printed material. 
Dat a from these sources are refonnatted, recorded, edited, and 
WTitten~on nine master tapes (see Master Data Input Tape File
below) which comprise the input data base for the RF.ARe~iona1 
Econonncs Information System. 

Dispose of whensuperseded or whenno longer needed for 
current business. 

~gnetic Tapes) 

113. Haster Data Input Tape File. These tapes contain data com-
piled from statistical reports on cards, tapes, and lists received 
from the SO State Bureau of F~loyment Serurity Offices (unemp loy-
rent insurance data) the Social Secrri ty Administration (Old Age 
Survivors Disability Health Insurance data) and from a variety 
of other sources. The data written on tape is fonnatted, coded,
and edited to build up a tmifonn data base file by comtv , city,
and State for a national data input system. 

The file is upgraded by armual Iy adding data for each successive 
year and correcting the file (s) for previous years. This is 
necessary to maintain the validity of the roost current estimates. 
Detailed data on elTployment,wages, personal incone , and farm 
income are written on 9 input tapes. The numberof these tapes 
may increase or decrease in the future to reflect changes that 
mayoccur in the data processing system. At present the total 
data input to the system is written on the following tapes: 

(a) UI-OASIFile 
(b) Census of Agrirul ture File 
(c) Census of Housing File 
(d) Census of Gove~nt File 
(e) Decennial Census File 
(f) Industrial Censuses 
(g) All Other Data Files 
(h) Governnent Data File 
(i) Special Studies File 

As noted above the validity of the roost recent personal income 
and e~loyment estimates must be validated by an historical 
justification. Thus, periodic adjus tnerrts and revisions are made 
of data throughout the chronological span of the input base files. 
The earliest data in the system is sometimes as pertinent to the 
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current work as the JOOstrecent data. This heing the case, the 
input tapes will not be available for transfer to "'NRC unt iI the 
present data processing system is discontinued. 

Retain. Transfer to WNRCwhen no longer needed for current 
business, or when the system is discontinued. 

114. Master Data Output Tape File. The data from the 9 input 
master tapes after being processed through a series of estimating 
techniques are converted into estimates of personal mcone , These 
are then refonnatted and written on four master output tapes show-
ing personal income by type of mcone and broad industrial source 
by States, regions, and counties. Per capita incore estimates by 
States and regions are also derived from this file. Personal 
incore estimates for the Nation's 252 standard retropolitan sta-
tistical areas are also derived from the data bank. ~tJre 
specifically, maximumdetail is available on the following tapes: 

(a) MaxiJl1lD11 Personal Income FileDetail 
(b) MaximumDetail BFA F.rnploymentFile 
(c) MaximumDetail Farm Income File 
(d) REA-CensusEmployment File 

After the annual estimates have been made, these tapes are edited 
and become the Regional Economics Infonnation System. The system 
has the capability of producing personal income and employment 
estimates for any geo~aphical locality or any combination of 
such localities, so long as the area is not helow the county level. 

Erase when no longer needed for current business. 

115. Intermediate or Subset Tapes. Over 800 tapes are produced 
in the course of converting theMa:Ster Data Input File into the 
four Master Data Output T~e Files described above. These are 
work tapes and a summary~ the data written on them are essentially
duplicated by the master output tapes. 

Scratch when the annual estimates are approved. 

(Computer Printouts) 

116. In~ut Data Printouts. A large quantity of printouts are 
generate in processing a great mass of raw data and building 
from it the Master Data Input Tape Files. Once these data have 
been analyzed and placed on one of the four Master Data Output 
Tapes, and the final 
no further value. 

estimates prepared, these printouts have 
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Dispose after the related tape is written and verified. 

118. Haxinn.JllDetail Ou*ut Printouts. These are printouts of 
the annual update of ea of the MaSter Data Output Tapes
(listed above) which showJOOstnearly all of the data on the tapes 
in the Regional EconomicInfonnation System. These printouts con-
tain all of the essential raw data used to prepare personal 
mcone , wages, eimloynent , and all other personal income com-
ponent estimates. The retention of these data should reet all • 
needs for research and other purposes. 

~tain. Transfer 1 copy to WNRC6 mmths after coimlet ion
 
of the~7-year revision.
 

(Punch Cards) 

119. Punch Cards. These are punch cards created to translate 
personal inCOJIEand enp loynent data into machine language for 
processin~ by the computer. 

Dispose of 6 months after the subject data has been written
 
on tape.
 

120. Automatic Data Processing Systems and ProJ!Tam Ptmch Cards. 
The systems punch card decks contain comnandsto the maChineto 
moveto the proper program instructions for processing stored 
data. 

Disponse of individual cards when replaced by new cards 
in the deck or when the system or program is discontinued, 
whichever is appropriate. 
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Analysis Branch 

The main work of the Analysis Branch is to develop a general 
system for public project or program evaluation. A National-
Regional Impact Evaluation Systemis gradually being estab-
lished with the developm::mtof various submdels. This system 
facilitates consistent balancing of regional benefits and costs 
to net national benefits, and it yields a specification over 
titre of the regional redistributions of population, labor force, 
employnent and earnings that can be expected from the execution 
of a proposed program or proj ect. Additionally, the Branch 
performs other data analyses and studies utilizing the outputs 
of the other Branches as well as secondary source materials. 

121. Administrative and Technical Subject File. This contains 
papers relating to attendance at various professional organization
neet ings , and Branchpresentations of materials at such treetings. 
The file also contains office copies of housekeeping papers per-

~ taining to personnel actions, budget, correspondence, and to other 
things and services performed or required by the Branch. 

Dispose of individual doa.urents or the contents of the file 
folders when 5 years old. 

122. ManualTabulations and WorksheetsFile. These are manually
prepared compilations and computations for the purpose of com-
paring the results of various analytical experinents and calcula-
tions perforned by the computer. 

Dispose of whenthey have served their purpose or 
when1 year old. 

123. Secondary Source ~mterials File. This consists of tapes, 
cards, lists, and printed and processed material obtained from 
other governmentagencies and organizations in the private sector. 
Data from these sources are compiled and analyzed to provide a 
basis for treasuring and estimating the economicand denographic 
relationships in the deveIopnerrt of the National-Regional Impact
Evaluation System. These data are used in conjunction with or • 
to suppletrent the larger body of data in the Regional Economics
Information System. 

Dispose of whensuperseded or whenno longer needed
for current business. 
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~1agnetic Tapes) 

124. \~er In t/<b ut T act 
Eva1uat1on System. ese mput output -tapes contain e rna e-
matical relationships wi thin each subJOOde1and the Linkazes between 
submde1s. They contain mathematical instructions -to ·.the com-
puter rto-se Iect data and process it to produce inpact evaluations. 
The tapes are continuously expanded and revised as required to 
i~rove .and define the system, and to .make changes in economic 
relationships. 

Ret ain , Transfer to WNRCwhen-the-system or-program is 
aiscontinued. 

125. Submode1Relationships and Output Data T~S. These con-
tain data -that have been written on a niDribero1ntenrediary 
·tapes that have been interpreted and analyzed to produce the 
data essentially as they appear in a table or some other pub-
lished presentation. These tapes also show certain mathematical 
relationships developed from them constitute a part of the develop-
ment and foTl1lllation of the National- Regional I~act Evaluation 
System. These tapes have a relatively long-term value as work-
too1s,essential for executing the National-Regional Impact Evalua-
tion System. 

Scratch when superseded or 1 year afteT all relevant 
.data are incorporated in the National-Regional J~act 
Evaluation System. 

126. antermediate Tapes. These contain data drawn from 
various secondary sources and from the Regional EconomicInfor-
mation ~ystem in the-process of analyzin~ and incorporating 
data .into a SubJOOdelRelationship and Output Data Tape. 

Scratch when superseded or 6~monthsafter the data have 
been incorporated in accepted subJOOdelequations, or 
when the proj ect is terminated, whichever is appropriate. 

(Computer Printouts) 
• 

• 
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of the study essentially the same as the data provided in the 
published study. Both groups of printouts serve only an 
internal purpose since the first would be very difficult to use 
to reconstruct the mathematical and other steps that were 
executed, and the second group is essentially duplicated by the 
final report. These printouts are created primarily to check 
the contents of the tapes and reports, but do have a secondary 
use in some smaller manual analyses which are performed on an 
ad hoc basis. 

Dispose of 6 nonths after publication of the study or 
termination of the project, which ever is appropriate. 

128. HaxiJll.lJT\ Subrmde1 Re1ationshi s and Ou ut Data~tai1 
Printouts. ese prIntouts contaIn rmst 0 e ta wrItten 
on the SUbJlDde1Relationships and Output Data Tapes, or stun-
maries thereof. They are produced to check the contents of 
the tapes, and to perfonn occasional ad hoc analyses on a 
manual hasis. 

Dispose of 30 days after the tapes have heen checked 
and found satisfactory. 

(Punch Cards) 

129. Conputer Systems and Programs Ptmch Cards. These are 
cards containing instructions to the conputer to select the 
proper data indicated in the program and how to treat or pro-
cess that data. 

Dispose of individual punch cards when superseded by a 
revised card. 

130. Source Data Ptmch Cards. These cards are punched to 
translate raw data to maChine language and are the nedium 
which activates the computer to write the data on magnetic 
tape. 

Dispose of 1 nonth after the data are written on 
tape. 
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Service Rranch 

The Service Branch prepares projections of expected economic 
activity in specific geographic areas, assunnng that past
trends are maintained. The result of this wOTkis a break-
down of the national projection series as represented by 
sunmary printouts. Regional and other subllDdels are used so 
that projections can be made on demand for any given geo-
graphic area conposed of one or IIDre com ties. 

131. Subject File (Project File). This file contains incom-
ing and outgoing correspondence and collected materials per-
taining to the socio-economic components of a ~ographic 
projection. The material is arranged mder a classifica-
tion schene using the nanes of committees, conmissions, and 
similar organizations with a few broad primary subject cate-
gories mder each. The papers are generally related to earn-
ings and eJ'l'f)loymentby industry, other mcone conponents , 

coming and outgoing correspondence pertaining the admin-

total personal incone, and population. 

Dispose of individual documents or contents of file 
folders when superseded or 10 years old, whichever 
is sooner. 

132. Adndnistrative Subject File. This file contains in-
to 

istration of the Branch and to housekeeping matters, such 
as persorme1 actions, budget , requisi tions for services and 
materials, space, training, travel, and related objects. 

Dispose of individual documents or contents of file 
folders when 5 years old. 

133. Bureau of Economic Analysis Economic Area Map File. 
BEAEconomic Areas are drawn on a base map, scale 1:10,000,000. 
The detail inc1tlies the nanes of comties in each area. A 
legend is provided identifying the area in which certain cities 
are located. 

Retain. Transfer to WNRCa set of 1 copy of each of 
the present edition and I copy of each successive 
edition, in 5 year increments. 

134. Secondary Source Materials File. These include tapes, 
punch cardS, printouts, printed and published materials 
generated by other government agencies and by organizations 
in the private sector. This material contains data on earn-
ings and employment by industry, other income components, total 
personal income, and population. 
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a.	 Tapes, printouts and publications -- dispose of 
when the program is discontinued 

b.	 Punch cards - - dispose of 1 nonth after the data 
have been written on tape. 

135. COllJ?uterPro~ Cards. These cards contain comnands 
to the computer on at data to select and how to treat and 
process it. These card decks comprise the Projection System
which includes 25 model routines. 

Dispose of individual cards when superseded by a new
card or by a new conputer program. 

OMagneticTapes) 

136. Master Input Histo~ File. These tapes contain selected 
data from tapes maintaine in the Regional EconomicInfonnation 
System. The data on these tapes the maxiJ'lllJ1tconstitute input
of source data into the system. These tapes are periodically 
revised for use on upcoming projections. _0&- 4~_ 

Retain. Transfer	 tape to WNRCthe terminal when the 
program is discontinued. 

137. Master Ou ut Prooection and Histo These tapes 
contain all 0 e appropr1ate stOT1 ta fonnatted within 
and responsive to the controlling projection model. These tapes 
are periodically revised for use on upcomingprojections. 

Retain. Transfer	 tape to WNRCthe terminal when the 
program is discontinued. 

138. ~~ter au ut Prooection Print T es. This shows the 
projectIon ata resu1tln~ rom ananalysls of the data on the 
Master Output Projection and History File described above. 
The data on this tape are in the sane format and arrangement 
as they will appear on the final published tables of projec-
tion. These tapes are periodically revised for use on up-
comin~projections. 

Retain. Transfer the terminal	 whenthe tape to WNRC

~gram is discontinued.
 

139. Master au These tapes contain 
the historlca ta t at are summarIze and published in tables. 
The data support projected data on related economic components. 
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These tapes are periodically revised for use on upcomingpro-
jections. 

Retain. Transfer terminal tape to WNRCwhenthe program 
15 dlscontinued. 

140. Intennediate Tapes. These=tapes showthe data- developed 
for' eaCh of' 2S or nore routines involved in the construction of 
a projection model. 

Scratch whensuperseded. 

(ComputerPrintouts) 

141. Printout ReviewTables. These are printouts of data from 
intermediate tapes written in the course of processing the data 
through 2S projection routines. The printouts are used to review 
the tables and to makerequired changes. 

a.	 One copy of the first and last printout and one copy 
of each printout between them showinga change --
Rets(it_Transfer to WNRC longer needed for whenno 
current business. Dispose of when 15 years old. 

b.	 AU others - - dispose of whensuperseded by a printout
of the next routine. 

142. Final Printouts of Historical and Projection Tables. These 
are' printouts of the historical data table and the projection 
table showing the samedata in the sane fonnat as in the pub-
lished tables. The printouts serve as the printer's camera 
copy for the reproduction of multiple copies of the subject
tables. They are useful as a convenient worktool for a period 
of tire. 

Dispose of 1 year after publication of the related tables. 
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(Special Studies) 

143. State and Regional Analysis. These materials consist 
principally of authors' manuscripts of articles and related papers.
~bst of these articles refer to the State and regional personal 
income series from year to year and quarter to quarter. Other 
articles range widely, treating of such topics as long run regional
income trends, shifts in employment and income by geographic area,
the characteristics of economic areas and migration patterns among
the States. 

Since these manuscripts are typically published in the Survey of 
Current Business, they have no permanent value in themselves. 

Dispose of manuscripts	 subsequent to publication. 

144.	 Ie. 
POSSI e y t e eve opment 0 a special
They measure varying facets of the economy

of an area as revealed in the demographic characteristics of the 
work force. They often supplement or highlight the significance
of findings in the State and regional income series developed by the 
Economic Measurement Branch. 

With few exceptions these studies are produced at the request of 
another government agency or an organization in the private sector. 
The work is highly automated. Any computer printouts or other paper
records generated are included in the subject file in the office of 
the Chief. 

Dispose of individual documents or contents of file folders 
when 5 years old. 

(r-.1agneticTapes) 

145. CMrS ~ster Input Source Data Tapes. Ahout 15 tapes are 
received per year from the SOCial Security Administration pertaining
to OASOHI, plus an occasional tape from other sources, which contain 
data on the demographic characteristics of the covered workers in a 
particular area at a particular t~e. Comparison of such data for 
two or more points in time permits measurement of migration patterns
of workers from one place of \O.Urkto another. Upon request, data 
are drawn from this file to produce a master output tape for each 
analysis or study desired. These tapes are needed for current 
operations for an indefinite period of t~e since for most purposes
the studies produced either cover or are extended to cover a period
of 5 to 10 years. 

Since these are duplicates of tapes produced by the Social Security
Administration and other Government Agencies, it is assumed that their 
u1t~ate disposition as record copies will be determined by the agency
of origin. 
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Retain indefjDjte1~ 

146. Standard t-1etroolitan Statistical Area (9'1SA.) Master In t 
TaKes. ese contaIn t e m1grat10n patterns tween s a 

regions of the country. The data in the files are drawn 
from the CWHS Master In~ Source Data Ta~s described above. The 
file (tapes) is maintai~ as a part of t~ Regional Economic 
Information System. This provides a capability for measurement of 
the impact of migration into and out of any 9-fSA. Consequently,
it is a basic file Which the Division should keep indefinitely in 
its custody for its measurement and analytical capabilities. 

For mstance, 25 or so years fran now there is probability that 
these data, set up in a Vietnam War period, will have special
historical and/or analytical significance. 

Retain indefinitely . 
.....".. -.-- ----.... 

147. Standard ~1etro olitan Statistical Area (S\1SA) Master Out t 
Tapes. uS1ng su set tapes or ey ape mac 1nes, master output
tapes are developed fran the master input tapes. The end product
study of the economic impact of migration from one area to another 
is a printout from the tape. 

Retain indefinitely. 

148. Subset Tapes. These tapes are written to check data, to 
collect data for transcription to master tapes, or to make a 
selectioli from alternative arrays of Jata. These tapes serve 
the same purposes and have the same value as ordinary hard copy
wor kpaper s. 

Erase when they have served their purpose. 

(Computer Printouts) 

149. ~.!i~ration Study Printouts. These printouts present the 
demograp ic characteristics of income recipients and their migration
activity from one area to another. As such they provide a measure-
ment/analytical capability concerning relevant economic factors 
involved. 

a.	 Retain. Transfer selevted 5 and 10 year studies to WNRC. -
b.	 All others - dispose of when superseded by improved 

output. 
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(Personal Consumption Expenditures) 

Two major projects are involved: (1) an attempt to measure 
personal consumption expenditures by State, and, if successful, 
by smaller geographic areas and (2) incidental to (1) an attempt
to measure the distribution of families and individuals by size 
of income. The ultimate objective is to establish the Consumers 
Outlays National Account at the State and possibly smaller area 
levels. 

150. Personal Con tion E enditures Secondar 
These are car s, tapes, a pr1nt processe
by other government agencies, and other units of the Bureau of 
Economic Analysis. Data are drawn fran these materials for a 
research and development project to measure personal consumption 
expenditures by State and to measure the distribution of families 
and individuals hy size of income as noted above. 

Dispose of when superseded or no longer needed for current 
husiness. 

(Magnetic Tapes) 

151. Maximum Detail Input Tare. This tape is under devel.opnent
in the course of resolution 0 problems underlying the concepts 
of personal consumption expenditures. 

Retain. Transfer to WNRC when no longer needed for current 
business, or when the program is discontinued. 

152. Maximtun Detail Output Tape. These tapes contain data 
supporting State Income tables similar to those published as a 
part of the National Income statistics. 

J~etain. Transfer to WNRC when no longer needed for current 
business, or when the program is discontinued. 

153. Intermediate or Subset Tapes. These are work tapes con-
taining data developed in one or more worksteps for analytical
purposes. 

Scratch when they have served their purpose. 
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~ISPOSAL Nor 
\ IJPfllOVED 

INTERINDUSTRY ECON(}fIlICS DIVISION 

TIle Division is responsible for input-output estimates and analyses,
and for work on gross national production (GNP) originating in each 
of the industries of the Nation. 

The first set of input-output tables conceptually and statistically
integrated with the national income and product accounts was pub-
Lished in the Survey of Current Business for November, 1964, with 
additional results and analyses apnear mg in subsequent issues. 
Detailed input-output tables are scheduled for every five years,
for years covered by the economic censuses. The most recent table 
is updated to an intervening year by summary methods. 

The Division is responsible for establishing and improving the 
theoretical framework of the input-output tables, for compiling 
the estimates, for refining and developing techniques of input-
output analysis, and for conducting related special studies. 

Work 'on the industrial origin of the gross national product, which 
has resulted in annual time ser.ies for the postwar period, is an 
important aid in the examination of industry patterns of production 
.as related to the growth of the economy a~a whole. It also yields
information essential to studies of the cost-price 'structure and 
of profits. 

TIle industrial sectors found in the Standard Industrial Classifica-
tion ·are divided in groups of one 'or more sectors, and each group
is .assigned to a designated analyst(s). To differentiate the 
records dealing with one industry sector from another, the assign-
ments of the industry sectors are 'shown as parenthetical center 
headings. 

Office of the Chief 

154. Interindustry Suhject File. This contains incoming and out-
going correspondence and men~randa generated hy the Chief, of the 
Division and his assistants having general application to the 
Input/Output structure of the lmited States and to the gross
national product . The papers arc arranged aphabetically by suhject. 

·Start a new file every 5 years. Transfer to WNRC 1 
year later. Dispose when 10 years old. 

155. Budget and Personnel. This file contains budget suhmissions 
to Congress, documentation of reimbursable contract agreements 
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with other government agencies, 5-year Program Planning and
 
Budgeting, 3-E ~nagement Improvement Program and all other
 
Personnel materials.
 

Dispose when 5 years old. 

156. Requests for Information, Publications, and Tapes - Input!
Output Studies. This contains requests for information 

and publications on the input/output studies with appropriate
replies. Also included are purchase requests for various mag-
netic tapes and printouts created during the input/output study.
The requests for tapes are accompanied by the necessary program
and operating information needed by the requestor to use the tapes. 

Dispose when 5 years old. 

157. Chronological File. This contains a copy of each outgoing
item generated by all elements of the Division. 

Dispose when 3 years old. 

158. Seminar and Conference File. This includes documentation of 
the participation of staff members in seminars, conferences, and 
similar professional meetings concerning the input/output structure. 
Included are copies of speeches and other presentations some of 
which are unpublished. 

,AEr~l~ Transfer to WNRC material over 5 years old at the 
~ end of each decennial year. 

~~ 1~9.Administrative Subject File. These are office copies of 
housekeeping papers; group health insurance, parking requests,
requisitions for services and things, n~ndivision press releases. 

Dispose when 2 years old. 
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Input/Output Structures Branch 

a~gnetic Tapes) 

160. Input/(~ltput Study Work File Master Computer Tapes. This file 
contains aU of the detailed, individual estimates of sales and 
purchases by industries and final markets which were developed
durjng the construction of the input-output study. Aggregation of 
these data to the industrial classification of the input/output
study provided the published data. 

This file contains, for each estimate, producer's value, the trade 
and 'transportation costs, and the purchaser's price. In addition, 
a short note listing the source of the estimate is included. 

This file must be kept to permit revising the preliminary tahle;
to provide detailed information for users of the data, and use 
in special studies such as updating the table, comparing changes 
in input/output coefficients over time, etc. 

These master tapes contain data generated hy all elements of the 
Branch. 

Transfer to IVNRC 1 year after the second subsequent
benchmark year is established. Scratch when 25 years old. 

(Coremn icat ions and Service Industries) 

161. Secondary Source Material File. All of the data utilized is 
extracted from secondary source materials nroduced hy government 
agencies or by organizations in the private sector. Selected data 
from these sources are compiled in various frames of reference and 
analyzed to produce the input/output tables and studies of the 
communications and service industries sectors. 

Dispose 5 years after accentance of the next benchmark 
year. 

162. Benchmark Year Data (Worksheets) rile. This contains tahu-
lations and compUtatIons o-rcra~wl th the related analyses to 
derive the weights and measures to establish the henchmark year
and thereafter to prepare periodic tahles showinr. the economic 
flows of the corrmunications and service industries sectors. 

Transfer to \~NRC 10 years after the next benchmark
 
year is accepted. Disnose 10 years later.
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(~"agnetic Tapes) 

163. Intermediate and Suhset Tapes. These are work tapes developed 
to collect and analyze data which ultimately is written on a master 
file maintenance tape. 

Scratch when the tape has been fully exploited or
 
served its purpose.
 

(~omputer Printouts) 

164. Intermediate Printouts. These are printouts of data entered 
in the-computer for computation in deriving conmurricat ions and 
service industries estimated. Ultimately the data as analyzed is 
written on a master file maintenance tape for use in the prepara-
tion of the input/output structure table. 

Dispose when they have served their purpose or
 
superseded, whichever is appropriate.
 

(Ptmch Cards) 

165. Punch Card Decks. These are program source decks of ptmch 
cards subject to updating, and single-use data decks which are 
prepared for one job or purpose. 

(a)	 Program source decks - Dispose when no longer

needed for current husiness.
 

(b)	 Single-use decks - Disnose when the printout has 
been received and accepted. 

(Construction) 

166. Secondary Source Material File. All of the data utilized is 
extracted from secondary source materials produced by government 
agencies or by organizations in the private sector. Selected data 
from these sources are compiled in various frames of reference and 
analyzed to produce the input/output tables and studies of the 
construction industry. 

Dispose 5 years after acceptance of the next henchmark year. 
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File. This contains tabulations 
t-:-Tlon-s-o-T-r-a~t';""a-w-"'l""-:-''--:t'''-e-r-e~l-a-:-te--'-analand cOmpu~-=-:-t""';a yses to derive the 

weights and measures to establish the benchmark year and thereafter 
to prepare neriodic tab les showing the economic flows of the con-
struction industry. 

Transfer to ~NRC 10 years after the next benchmark year

is accepted. Dispose 10 years later.
 

(Magnetic Tapes) 

168. Intennediate or Subset tanes. These are work or intennediate 
tapes -cIerived from or wri tten 'toproduce a portion of one of the 
5 master input/output files maintenance tapes. 

Scratch when the data has been moved to a master tape

or when it has served its purpose, whichever is sooner.
 

(Computer Printouts) 

169. Producing List - Construction Detail. This contains a detailed 
listing of the prOducts purChased by the construction industry
arranged first by product and thereunder by the types of construction. 

Transfer to WNRC 10 years after the next benchmark year

is accepted. Dispose 10 years later.
 

170. Construction Incut ~1atrices. This contains the detailed data 
for the 49 constructIon subsedes that is surmnarized in totals 
appearing in 2 construction series in the input/output tables. 

Transfer to WNRC 10 years after the next benchmark year

is accepted. nispose 10 years later.
 

(Finance, Insurance, Real Estate, Utilities, and Business Services) 

171. Finance, Insurance, Peal Estate, Utilities, and Business 
Services Basic Data File CWorksheets). This contains com-

pilatIOnS-~data from secondary sources and analyses prepared 
in the course of determining the industries input/output and 
control totals. Also included are related correspondence, articles,
and the like. These data are surmnarized in the input/output
structure of the U. S. published in the Survey of Current Business. 

Transfer to \\NRC 10 years after the next benchmark year

is accepted. nispose 10 years later.
 

Har 72 
50 



172. Secondary Source Materials File. These copies of 
publications collected from other governmentagencies and 
from the private sector. Data from these publications are 
corrpiled and analyzed to produce input/output tables and 
other issuances. 

Dispose 5 years after acceptance of the next
 
benchmarkyear.
 

OMagneticTapes) 

173. IRS Data Tape. This contains data in detail that supports
the corporate incone statistics derived from corporate tax 
returns and published by the Internal RevenueService. This 
data is used by the branch to prorate certain economicweights 
in the input/output table. This is an internediate tape used 
as a secondary source of data. 

Scratch whenthe data has been fully exploited or when 
replaced by an updated tape, whichever is sooner. 

174. Noncol1'orate IRS Figures with Manufactures Breakdown. This
contains detail data supporting the manUfacturers series appearing
in Statistics of Incone published by Internal RevenueService. 
This is an internediate tape used as a secondary source of data. 

Scratch whenthe data has been full exploited or when 
replaced by an updated tape, whichever is sooner. 

175. Rents and Royalties. This is an intenrediate tape containing 
the detailed data supporting corporate rents and royalties statistics 
published by the Internal RevenueService. It is used as a secondary 
source of data by the activity. 

Scratch whenthe data has been fully exploited or when 
replaced by an updated tape, whichever is sooner. 

(ComputerPrintouts) 

176. ReworkedInbut/~ut Tables. This showsthe intennediate 
flow table with y-p ct adjustnents, coefficient table-donestic, 
and the inverse table. This is a reqork of the 1947 coefficients 
so as to makethem comparable to the 1958 coefficients. 

Transfer to WNRC whenthe fourth subsequent benchmark 
year has been accepted. Dispose when 3S years old. 
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177. Final	 In ut Rtms and Co utation of tJnallocated Ou ut. This 
statIstICS e to the 

Dispose 6 months after publication of the next input/output
tahle. 

178. State and Local Gross Purchases Sample Blowup. This shows a 
sample ot gross State and local purChases of water and otller 
sanitary services which has been projected to cover the urriverse , 

Dispose 6 months after publication of the next input/output
table. 

179. Reconciliation	 and Commodit 
Bra ers, ; ectricity an las. IS IS use to compare re ated 

statistics to make the necessary adjustments to reconcile data in 
the input/output tahle. 

Dispose 6 months after puhlication of the next input/output
tahle. 

180. Prorates Computations (Worksheets). This is the prime source 
doclUTIcntscontaining handwritten data used to derive the weights 
for prorating the cost of the finance industries rnltput. 

Dispose 6 months after publication of the next input/output
table. 

Dispose 6 months after publication of the next input/output
table. 

182. Final Demand Run tr producin~ Industries. 1nis shows the 
detail comprising the fInal deman in the input/output table. 

Dispose when the second suhsequent henchmark year
is accepted. 

183. Bureau of Labor Statistics l~olesale Price Index Data Bank. 
BEA purchases the BLS-WPt data bank on tape with 1 printout. This 
is used to derive deflators for the input/output tahle, and the 
real prOduct by industry work. 

Dispose upon receipt of a revised issue. 

Mar 72 
52 



(Government) 

184. Secondary Source Material File. All of the data utilized is 
extracted from ~econdary source materials produced by government 
agencies or by organizations in the private sector. Selected data 
from these sources are compiled in various frames of reference and 
analyzed to produce the input/output tables and studies of the 
government sectors. 

Dispose 5 years after acceptance of the next benchmark year. 

185. Benchmark Year Data (Worksheets) File. This contains tabulations 
and computations of data with the relatea analyses to derive the 
weights and measures to establish the benchmark year and thereafter 
to pre~are periodic tables showing the economic flows of the government
sectors. 

Transfer to WNRC 10 years after acceptance of the next
 
henchmark year. Dispose 10 years later.
 

(~fagnetic Tapes) 

186. Intermediate or Subset TaEes. These are work tapes developed 
to collect and analyze data WhICh ultimately is written on a master 
file maintenance tape. 

Scratch when the tape has heen fully exploited or 
served its purpose. 

(Computer Printouts) 

187. Government Commodity Distribution. This shows the source of 
the individual commodity and the intermediate transactions before 
it reaclled the government. It is a reorganization of the government
sector of the master input/output transactions tahle. This is used 
to answer requests for information and data. 

Dispose when superseded by a new issue. 

188. Intermediate Printouts. These are printouts of data entered 
in the computer for purposes of analyzing the data as a preliminary
workstep in preparing the final input/output table as published. 

Dispose when they have served their purpose or when 
superseded, whichever is appropriate. 
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(Manufactur-ing) 

189. Secondary Source Material File. All of the data utilized is 
extracted from secondary source materials produ~ed by government 
agencies or by organizations in the private sector. Selected data 
from these sources are compiled in various frames of reference and 
analyzed to produce the input/output tables and studies of the 
manufacturing industry sectors. 

Dispose 5 years after acceptance of the next benchmark 
year , 

190. Benchmark Year Data (Worksheets) File. Th i.s contains tabula-
tions and computations of data with the related analyses to derive 
the weights and measures to establish the benchmark year and there-
after to prepare periodic tahles showing the economic flows of the 
manufacturing industry sectors. 

Transfer to \VNRC 10 years after the next benchmark
 
year is accepted. nispose 10 years later.
 

(Computer Printouts) 

191. Intermediate Printouts. TIlese are printouts of data entered 
in the computer for computation in deriving manufacturing industry
estimates. Ultimately the data as analyzed is written on a master 
file m~intenance tape for use in the preparation of the input/output
st~cture table for 52 manufacturing industry sectors. 

Dispose when they have served their purpose or 
when superseded whichever is appropriate. 

(Capit~l Flows) 

192. Benchmark Year ca~ital Flow Data File. This contains the 
det.ai Ied data collecte and posted on tabulation sheets, in the 
course of preparation of a special project to weight and measure 
interindustry transactions in new capital. L ~~M~~ 

~;..f-A'W/V~C- 1()~4;(Jw-~/7~/V4f" -tr-· 
~~ ~~~/o~Magnetic Tapea)tt --, - -..£~ - _ 

193. Capital flow ~aster Tape. This contains all of the data and 
estim~~~s of the capIta! flow table and all of the L,formation
needed -to use the capital flow data. 

- - J / 1_ f( L.n-./"'" I .. J ~;,Jt:-~wfJ.{~ w/V'/?e- A.V-f~1 ~ ~7y ~u..a -7r~' to-r« 

A~ J-~~ JS-~~~ 
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(Computer Printouts) 

194. ~apital Flow Printout. thIS is a copy of the printout of the 
data file, the intermediate estimates, and of the final estimates, 
as published in the capital flow table. 

Transfer to WNRC 2 years after acceptance of the next 
benchmark year. Dispose 10 years later. 

(Mlolesale, Retail, and Foreign Trade) 

195. Secondary Source Material File. All of the data utilized is 
extracted from secondary source materials nroduced by government 
agencies or by organizations in the private sector. Selected data 
from these sources are compiled in various frames of reference and 
analyzed to produce the input/output tables and studies of the 
wholesale, retail, and foreign trade sectors. 

Dispose 5 years after acceptance of the next benchmark year. 

196. Benchmark Year Data (Worksheets) File. This contains tab-
ulations and computatIons o~a Which the related analyses to 
derive the weights and measures to establish the henchmark year and 
thereafter-to prepare periodic tables showing the economic flows of 
the wholesale and retail trade sectors. 

Transfer to WNRC 10 years after the next benchmark year
is accepted. Dispose 10 years later. 

197. Benchmark Year Data (Worksheets) File. This contains tab-
ulations and computations of data with the related analyses to 
derive the weights and measures to establish the benchmark year
and thereafter to prepare periodic tables showing the economic 
flows of the foreign trade sector. 

Transfer to \~NRC10 years after the next benchmark year
is accepted. Dispose 10 years later. 

(~1agnetic Tapes) 

198. Intermediate and Subset Tapes. These are work tapes developed 
to correct and analyze data '~lich ultimately is written on a master 
file maintenance tape. 

Scratch when the tape has been fully exPloited or 
served its purnose. 
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(Computer Printouts) 

199. Intermediate Printouts. These are printouts of data entered 
in the computer for computations in deriving commodity line based 
qholesale and retail margin estimates. tJ1timate1y the data as 
analyzed is written on a master file maintenance tape for use 
in the preparation of the input/output structure table for whole-
sale and retail trade. 

Dispose when they have served their purpose or
 
when superseded, whichever is appropriate.
 

200. Intermediate and Final Printouts of Forei~ Trade. These are 
the final export and import trade estimates. is copy is main-
tained in the office for convenience of reference. 

(a)	 Final printout - Transfer to WNRC 10 years after the 
next benchmark is accepted. Dispose 10 years later. 

(b)	 Tntcnnediate printout - Dispose when they have served 
their purpose or when superseded, whichever is appropriate. 

(Ptmch Cards) 

201. Punch Card Decks. These are program source decks of punch cards 
subject to updating and single-use data decks which are prepared for 
one job or purpose. 

(a)	 Program source decks - Dispose when no longer needed 
for current business. 

(b)	 Single use decks - Dispose when the printout has been 
received and accepted. 

(Transportation) 

202. Secondary Source Material file. All of the data utilized is 
extracted from secondary source materials produced hy other 
government agencies or by organizations in the private sector. 
Selected data from these sources are compiled in various frames 
of reference and analyzed to produce the input/output tables 
and studies of the transportation industries. 

Dispose 5 years after acceptance of the next benchmark year. 
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203. Trans ortation Benchmark Year Data Worksheet This 
conta1nS ta ulations and computations of data wit t e related 
analyses to derive the weights and measures to establish the 
benchmark year, and thereafter, to prepare periodic tables 
showing the economic flows of the transportation industries. 

Transfer to M~RC 10 years after the next benchmark
 
year is accepted. Dispose 10 years later.
 

204. Disaggregated Transportation Flows File. This contains detailed 
information for 20 transportation industries that support the summary
figures appearing for 7 transportation industries in the input/output
structure table. 

Transfer to WNRC 10 years after the next benchmark
 
year is accepted. Dispose 10 years later.
 

205. Frei~ht ~1argin Expeditures by Producing Industries File. This 
contaInSetail data showing a breakdown of freight Charges received 
by the various types of transportation industries from other industries. 

Dispose upon acceptance of the second subsequent benchmark 
year. 
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Rese~rch ann Analysis Branch 

206. Research and Analysis Subject File. This contains incoming
and outgoing general correspondence, Which does not apply to a 
specific proposed or on-going project for BEA or for some other 
government agency. Also included are correspondence concerning
the methodology and techniques applicable to such studies, copies
of progress and status reports, and documentation of the operations
of the activity. Record copies of these papers are maintained in 
the Interindustry Subject File in the Office of the Chief. Arranged
alphahetically hy suhJect. 

Start a new file every 3 years. Dispose 2 years later. 

207. Project and Study Work Folders. These contain papers,
collected or generatea~y analysts in the process of preparing
a final report or study. Some of the studies are made for BEA;
others are produced for other government agencies on a reimbursable 
basis. In either case, a copy of the agreement or authority for 
the study, a copy of the final report or study, an all relevant 
correspondence pertaining to the project are in the Interinclustrx 
Subject File, Office of the Chief, which is earmarked for retentIon 
long enough to meet all requirements. These papers are filed first 
by project thereunder alphabetically by subject. 

Dispose 1 year after acceptance (approval) or publication
of final report or study. 

~1agnetic Tapes) 

208. Innermediate or Subset Tapes. Data is written on these tapes
so as to manIpulate It arid thereby automatically accomplish one or 
more worksteps involved in the production of a final report or 
study. 

Scratch when they have served their purpose, or 1 year after 
approval of final report or study, whichever is sooner. 

(Computer Printouts) 

209. Intermediate Printouts. These are printouts of data and 
related calculations documenting one workstep or phase of the 
process· to produce a final report or study. 

Dispose when they have served their purpose or 1 year
after approval of the final report or study, ~)ichever 
is sooner. 
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(Punch Cards) 

210. Punch Cards. Preparation of a final report, or study,
involves the compilation and analysis of a large mass of data. 
Often much of this data is transferred to punch cards and the 
computer is used to arrange the data in various formats and 
perfonn certain calculations that are an integral part of making 
a final analysis. 

Dispose 6 months after the data has been written on 
magnetic tape and it has heen checked for accuracy. 
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(Gross National Product by Industry) 

211. Standard Industrial Classification File. This contains 
incoming and outgoing correspondence, minutes of meetings, lists 
of documents, proposed revisions of the 1972 SIC, International 
Standard Commodity Classification material, and proposed enter-
prise classification of 1967, generated or collected by the BEA 
representative. 

a.	 Proposed International Standard Commodity Classification 
dispose 6 months after publication of final version. 

b.	 Proposed enterprise classification - dispose 6 months 
after publication of final version. 

c.	 All other papers - dispose 6 months after publication
of related revision of the Standard Industrial Classifi-
cation. 

212. GNP Methodology and Procedures File. Documentation of the pro-
fessional techriiques, methods, and proceaures for compi! ing and 
analyzing raw data to produce the GNP figures hy industry. 

DISPOSAL NJf Transfer to WNRC 2 years after finalization of the next 
.: APfBOVW benchmark year. Dispose when 20 years old. 

213. Wholesale Price Index, 1957-1959= 100 File. These are copies
of the Wholesale price indexes issued by Department of Labor showing
price indexes for commodities, subgroups, and groups of commodities 
based on the years 1957 through 1959 equals 100%. .Selected entries 
have been annotated to show the index price using the year 1958 as 
100%. These are historical source materials used as such or to 
prepare ·special price indexes for arr.iving at a historical constant 
dollar series. It will be necessary to·retain this documentation 
in the,operating unit for an indefinite period. 

Dispose 2 years after conversion to the next base year
for 'the gross national product. 

214. Secondary Source ~~terial File. These are copies of printed
or processCd materIals collected from other government agencies
and from the private sector from which selected data is compiled 
for analysis to'support official puhlications on the gross national 
product. 

Dispose 1 year after publication of the final gross national 
product issuance. 
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215. Consumer Price Indexes File. These are processed copies of 
the consumer prIce Index Issued by the Department of Labor using
the years 1957-1959= 100% which have been annotated with the price
index using the year 1958 as 100%. 

Dispose 2 years after conversion to the next base year

for the gross national product.
 

216. Su~rting Data for GNP Articles and Tables in SCB File. 
This contaIns compilations of aata and relatea analysis created 
in the process of preparing a gross national product table and 
article for the Survey of Current Business. 

Dispose 3 years after JXlblication of the related article
 
or data.
 

217. Intut-Output Benchmark Year File. This contains the data 
showing ~ow the value added for 1nput-output industries were 
calculated and documentation of the methods and procedures used 
for the benchmark year. 

Transfer to WNRC when the second subsequent benchmark PJSPOSAL NOT year has been accepted. Dispose when 25 years old. , l\PPROVED 

218. Real GNP Benchmark Year File. This contains data showing
procedures and derivation of weights used to derive gross national 
product originating by industry, and procedures and methods used 
in applying the benchmark weights. 

Transfer to WNPL wllen the second subsequent benchmark J)JSPOSAL - NOT 
year has heen accepted. Dispose when 2S years old. '(lPPROVfD . 

219. ~bnuscri ts and S rtin Pa rs File. This contains the 
author s manuscrIpt In varIOUS ra t stages ~th the supporting
data and analysis used by the authors in preparing articles and 
other material for publication outside of the house organs. 

Dispose 3 years after puhlication of the related article
 
or data.
 

220. This contains 
supporting

data and analysis prepared in response to a request from an organi-
zation or qualified individual. This includes copies of question-
naires completed for United Nations and European Economic Committees. 

Dispose when 5 years old. 
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221. Basic Data Workbooks File. These contain basic data compiled
by hand for the period preceding automation of the program in 1965. 
There are workbooks for components of the GNP including wholesale 
derivation of deflators for inputs to·manufacturing industries,
inventor.ies, and the like. The data in these books may be placed
in the computer later. 

Dispose 2 years after the next benclmark year is accepted 
or 1 year after the data are written on magnetic tape,
whichever is sooner. 

(Magnetic Tapes) 

222. ~Taster History Maintenance Data All
 
of the ta use In pr clng enc ar ta es num ers are
 
written on these tapes. The linkage between the first and most
 
current benchmark data must be maintained to validate the bench-
mark series. All data for benchnark years are revised by a
 
"write over," or "write on end" process to make them reflect and
 
agree with the most recent f ird ings of fact. These tapes are
 
always needed for current operations.
 

1(611~erminal Tape - Transfer to \\fNRC when the program is 
discontinued. 

223. BenclJnark Year Master ~1axirm..un Detail Output Tapes. These 
tapes contain maxllnum detail data supporting benchmarks after 
analysis .and a degree of summarization. These tapes are con-
tinuously updated and are always in service as a current worktool. 
The consensus holds that duplication of these tapes upon expira-
tion of a given time span would not provide a useful source for 
long term administrative, legal, or research purposes. ·The last 
update invalidates all preceding versions. 

~t~&V:Terminal Tape - Transfer to WNRC when the program is 
discontinued. 

224. BenclJnark Year- Master Matrix Tapes. These are the matrices 
for tables and tabulations in the same format as the matching items 
when published. 

Scratch 1 year after preparation of a new matrix for the 
next benchmark year. 
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225. Intermediate or Subset Tapes. Many tapes are written in the 
process of producing a master output tape from data stored on the 
Master History Maintenance data file. These tapes are analogous
to workpapers usually found in manual paperwork. They are generally
concerned with only one workstep in the whole process and they are 
written to produce the catalyst, or a sum of data that triggers
movement of analysis to the next step. 

Scratch when superseded or when they have served their 
purpose. 

(Computer Printouts of Gross Product by Industry) 

Dispose when superseded, or when it is determined that 
the project will not he re instatcd . 

227. Iktai led Cl1rrent Dollar 
(GPO) y n ustry . 
industry, beginmng \vlth It)47
the components which comprise the 5 aggregates published for gross 
product originating (GPO). The 14 detail components are as follows: 
(1) wages and salaries, (2) supplements to wages and salaries, (3)
net interest paid, (4) corporate capital consumption allowances,
(5) noncorporate capital consumption allowances, (6) indirect 
business taxes, (7) business transfer payments, (8) corporate 
profits, (9) income of unincorporated enterprises, (10) corporate 
inventory valuation adjustment, (11) noncorporate inventory valuation 
adjustment, (12) rental income of persons, (13) surpluses (or deficits) 
government enterprises, and (14) subsidies. 

The industry classification is based on the 1957 edition of the 
Standard Industrial Classification (SIC) Manual and the 80 industry
groupings are identical with those for which national income figures
are published. Capital consumption allowances and profits by industry 
may differ from figures published elsewhere by BEA because these two 
items have heen reallocated by industry from a company to an establish-
ment basis. 

The last 2 digits of the above code indicate the year when data were 
prepared. 

a.	 Historical data supporting the current benchmark year -
dispose when third subsequent benchmark is instituted. 
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b. All others - dispose 3 years after the next benclmark 
year is institutCd. 

228. Gross Product Ori~inatin~ by Indust¥, Published and 
lmaublishea Data (WF HI 05-02- 1). AririUa~eries, by SIC 2-digit
in ustry, beginning with 1947 shOwing the totals for gross product 
originating (GPO) and the 5 published components (employee compensa-
tion, net interest, capital consumption allowances, indirect business 
taxes, and profit-type income) in current dollars. The GPO totals 
are also shown in constant (1958) dollars; other statistics included 
are indexes (1958=100) of the constant dollar series; and GPO 
~plicit price deflators (1958=100). All money figures are in 
millions of dollars. 

The industry classification is based on the 1957 edition of the 
Standard Industrial Classification (SIC) Manual and the statistics 
are consistent with the industry definitions and data included in 
BFA file 1205-01-01. Includes data for industries which have 
been puhl ished in the July issues of the Survey of Current Business, 
as well as statistics for other industries. 

Dispose 3 years after next benchmark year is instituted. 

229. Wholesale Price Indexes (WF #1205-04-00). These are the 
annual and DeCember index (1957-1959-100) for years heginning 
with 1966. 

Dispose when a new price base is instituted by BFA. 

230. MaT4.lfacturers' Shi ent Values of Product GrOll s as Classified 
in the ensus . ua serles, y ensus 
product classes, and aggregates for 4-, 3-, and 2-digit SIC product 
groups, 1958-66, showing current and constant (1958) values (in
thousands of dollars) for manufacturers' shipments, ~p1icit price
deflators (1958=100) and indexes (1958=100) of the constant dollar 
series. The coding is based on the 1958 Census of Manufacturers. 

Transfer to WNRC when the second subsequent benchmark year
is instituted. Dispose when 25 years old. 

231. Malrufacturers' Shi ent Values of Product Gro 
in the .ensus . a ser ies y ensus 
prOduct classes and aggregates for 4-, 3-, and 2-digit SIC product 
groups, beginning with 1963, showing current and constant (1958)
values (in thousands of dollars) for manufacturers' shipments, and 
the ~p1icit price deflators (1958=100). The coding is hased on 
the 1963 Census of Manufactirrer s , 

Transfer to WNRC when second subsequent henchmark year
is instituted. Dispose when 25 years old. 
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232. Shipment Values of ~faJUlfactu~ Establishments - 1958 
Classification (WF #1205-04-04).al series, by 4-, 3-, and 
2-digit SIC manufacturing industries showing shipment values 
for establishments in current and constant (1958) prices in 
thousands of dollars; implicit price deflators (1958=100); and 
indexes (1958=100) of constant dollar series, beginning with 
1958-66. 

The classification reflects the numbering system and definitions 
appearing in the 1958 Census of Manufactures. ilrrplicitprice 
deflators for 4-, 3-, and 2-digit SIC indUstries differ from 
those shown in file 1205-04-02 for approximately 40 industries 
whose composite price indexes reflect the significant secondary
(primary to other industries) products shipped hy the producing
plants. This series is superseded by 1205-04-05. 

Transfer to WNRC when second subsequent benchmark year
is instituted. Dispose when 25 years old. 

233. Shi ent Values of ~fumufacturin Establishments - 1963 
Classi lcatlon . a serIes, y -, ,
and 2-digit SIC manufacturing industries showing shipment values 
for establishments in current and constant (1958) prices (in 
thousands of dollars); and implicit price deflators (1958=100),
beginning with 1963. 

The classification reflects the numbering system and definitions 
appearing in the 1963 Census of Manufactures. bnplicit price 
deflators for 4-, 3-, and 2-dIgit SIC indUstries differ from those 
shown in file 1205-04-03 for approximately 40 industries whose 
composite price indexes reflect the significant secondary (primary
to other industries) products shipped by the producing plants. 

Transfer to WNRC when the second subsequent benchmark year
is instituted. Dispose when 25 years old. 

234. In~uts/OutPuts and Value Added by Input/Outiut Industry
OWF #120 -04-06). AnnUal series, beginning with 947, by 

manUfacturIng Industry, showing value of output; total cost of 
materials, parts, supplies, fuels and electricity, and contract 
work; Census value added plus excise tax; value of shipments;
total value of changes in finished goods and work in process 
inventories; excise tax, and Census value added excluding excise 
tax. 

In addition to 2-digit SIC manufacturing industries, figures are 
also shown for approximately 50 industries which, with few exceptions,
represent the groupings used in the 1958 and 1963 input-output tahles. 
Data are shown in millions of dollars in current and constant (1958)
dollars, with corresponding indexes and implicit price deflators 
(1958=100). Current dollar data for production and "cost" are 
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based on infonnation appearing in Census of r-tanufactures or 
Annual Survey of Manufactures. For 1948, only the implicit
deflator IS valId since other information represents 1947 data 
adjusted for 1943 inventory changes. 

a.	 IJ1 storical data supporting current benclmark year -
dispose when third benchmark year is instituted. 

h.	 All others - dispose 3 years after the next benchmark 
year is instituted. 

23S. Retail Trade by Store Type (WF H20S-0S-01). Annual series 
heginning with 1947 in current and constant (1958) dollars (millions).
Totals and margin weighted. 

a.	 Historical data supporting current benchmark year -
dispose when third benchmark year is instituted. 

b.	 All others - dispose 3 years after the next benchmark 
year is instituted. 

236. Wholesale Trade Sales (WF #1205-0S-02). Anrual series,
beginning with 1947 showing totals by type of wbol esal er (marufac-
turing sales offices and sales branches, merchant wholesal€'rs,
petroleum bulk stations, etc.) in current and constant (1958)
dollars (millions), totals and margin weighted. 

a.	 Historical data supporting current henchmark year -
dispose when third benchmark year is instituted. 

b.	 All others - dispose 3 years after the next benchnark 
year is instituted. 

237. BFA/FRB Comrarisons CWF #1208-01-00). Selected measures of 
manufacturing actIvity, series bCginning with 1947. 

Dispose when new benchmark is established by BFA. 

238. Productivity Analysis (WF #1208-02-02). This shows manholrrs 
worked and manhours paid, annual series, beginning wi th 1947. This 
project may be resumed. 

Dispose when new benchmark is established by BfA. 

239. Value Added and its
 
1963 (

output table.
 

Dispose when 2 subsequent benchmark data periods are 
instituted. 
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240. Indirect 
indirect taxes 

Business Taxes,
by input/output 

1963 (WF #8006-04-02). 
industries. 

This shows 

Dispose when 
instituted. 

2 subsequent benchmark data periods are 

241. Intermediate Printouts. These are printouts produced in 
process of developing work files of data such as those above. 
Among other things, they are used to check the completeness and 
accuracy of data, format or arrangement of data, and in some 
cases to ascertain that the analysis and compilation of the data 
are sound and that it is responsive to the purpose. 

Dispose when superseded or when it has served its purpose. 

(Punch Cards) 

242. Systems Ptmch Cards. These are cards punched to feed the 
computer coImiliirids Wfuit part of the machine program is recalled on 
for execution. 

a.	 Card Deck - Dispose 3 months after the system is 
discontirued. 

b.	 Dispose of individual cards when replaced by a new 
card. 

243. Program Punch Cards. These are cards punched to direct the 
machine to the data desired and how to process it. 

a.	 Card Deck - Dispose 3 months after program is 
discontjnued. 

h.	 Dispose of individual cards are replaced with a new 
card. 

244. Data Input Punch Cards. These are cards punched to feed 
data in machine language to the computer which writes it on magnetic
tape, or some other device. 

Dispose 3 months after data is written on tape or other 
device and results have been checked. 
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INTERNATIONAL INVESTMENT DIVISION 

The International Investment Division provides statistical 
data and analysis on direct investment capital flows, on 
the return from these investments in the form of income 
flows of various types, and on the financial and operating
data of" the parent firms and affiliates. These data are 
collected directly from original sources on a quarterly
basis, and are a significant part of the data used in 
the official balance of payments accounts of the United 
States. 

In addition, the Division is also responsible for pro-
ducing annual statements on the value of these invest-
ments, on sales, sources and uses of funds, and, irregu-
larly, on the exports by direct investors. More detailed 
benchmark studies are made at wider intervals~ the last 
one covered the year 1966, and the next one is expected
to cover 1972. 

Office of the Chief 

245. Operating Subject File. This contains incoming and 
outgoing correspondence, and internal communications re-
lating to the specifics of a given project or situation. 
For the most part these papers are significant for only
a short time after the project is completed or the situ-
ation is- settled. However, there are a few plans for 
studies' and data systems prepared by the Division. Care 
should be taken to keep these plans in case they have any
usefulness as precedents or for current operating purposes. 

Other types of papers, found in the file, include copies
of Departmental orders, SESA directives, and other authori-
tative material from higher authority. Record copies of 
this material are retained in the originating office. 

a.	 Study and Data System Plans or Procedures -
Dispose when 5 years old or as soon thereafter 
as they have served their purpose. 

b.	 All Other Papers - Dispose when they have 
served their purpose. 
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246. Administrative Subject File. This contains copies
of housekeeping papers such as budget submissions, requests
for information or publications, requisitions, space allo-
cations, personnel actions, time and attendance reports,
and the like. 

Dispose when 2 years old. 

247. Authors File. This contains tabulations, graphics,
drafts, and other workpapers supporting items for publica-
tion prepared by various members of the staff. 

Dispose I year after publication of related item. 

248. Technical Information File. This contains incoming
and outgoing correspondence, printed and processed material 
generated or collected by the Division Chief to keep
abreast of progressive thinking and developments in his 
subject field. 

Dispose of individual documents or the contents 
of file folders when they have served their purpose. 
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Data Systems Branch 

This office was established July 7, 1971. No records 
have been created that are attributable to this Branch. 
Space is left below for a description of such records 
when a sufficient quantity of them have accumulated. 
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Direct Investment Branch 

The Direct Investment Branch of the International Investment 
Division is primarily responsible for developing quarterly
and annual data for net capital flows and income receipts
resulting from foreign investments of U.S. companies. 

Foreign investment data are obtained from two basic source 
documents, the BE-577 and BE-578 confidential quarterly
reports of transactions of U.S. companies with foreign
affiliates or branches. The required reports are authorized 
by U.S. Code, Title 15 Commerce and Foreign Trade, Chapter
VIII, Part 803. All replies are held in confidence under 
the provisions of Section 4 (b) of the Federal Reports Act 
and Section 8 (c) of the Bretton Woods Agreements Act. 

The BE-577 and BE-578 forms are computer processed. Computer
output includes quarterly and annual listings and summaries 
of net capital flow items and income receipt items. Also, 
a Master Control File by U.S. parent company and its foreign
units is maintained quarterly. 

Quarterly direct investment data appear in the balance of 
payments article in the Survey of Current Business. Annual 
direct investment data appear in the Survey of Current 
Business article, "The International Investment Position 
of the United States, and U.S. Direct Investments Abroad 
in 1970." 

249. Correspondence Subject File. This contains incoming
and outgoing correspondence with reporting firms con-
cerning the non-receipt of survey forms sent to them for 
completion. Also included are some transmittals of 
delinquent forms, and requests for information with copies
of the related replies. 

The survey is conducted on both a quarterly and annual 
basis. About 150 of the firms queried in each survey
fail to return the completed forms. This correspondence
has no value beyond identifying and establishing a track 
record for delinquent firms. 

Dispose of the contents of individual file 
folders when they have served their purpose, or 
when 2 years old, whichever is appropriate. 
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250. Historical File of Reporters. This contains clippings
from a variety of printed sources, and some copies of cor-
respondence that contain information on name changes,
mergers, change of type of industry, movement to another 
foreign country, etc., of parent finms and their affiliates. 

This file is a worktool that must be continuously upgraded
to historically reflect the development of reporter or-
ganization. This information must be available to establish 
and increase the accuracy of foreign direct investment 
reports. 

Dispose of individual documents or the contents 
of file folders when they have served their 
purpose, or when the firm is dissolved, whichever 
is sooner. 

251. Quarterlv and Annual Foreign Direct Investments 
Survey Forms. All of the data used to produce an analysis
of the international investment position of the U.S. and 
of U.S. direct investments abroad are derived from the 
following forms which are filled out and returned quarterly
and annually by respondents: 

BE-35 Transactions 
and Branches 

with Foreign Subsidiaries 
of U.S. Motion Picture Companies 

BE-577 Transactions with Foreign
Affiliated Corporation 

Subsidiary or 

BE-577A Transactions 
Enterprises 

with Associated Foreign 

BE-577S Transactions of Primary Foreign Organizations
with Secondary Foreign Organizations 

BE-578 Operations of 
Unincorporated
Reporters 

Foreign Branches or Other 
Foreign Business of U.S. 

BE-578B Operations of 
Banking Firms 

Foreign Branches of U.S. 

BE-578I Transactions 
Branches of 

of Foreign Subsidiaries 
U.S. Insurance Companies 

or 
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Upon receipt each report is logged in, arranged according
to a coarse screen classification of transaction sizes, etc. 
Each report is coded to show name of firm, type of firm, 
etc. The code number of the parent firm matches the code 
of its affiliates. 

New investment transactions are logged and the reports are 
sequentially numbered starting with number 1. The reports
are then batched and sent to the Computer Services Division. 
Using a Key Tape machine, data are transcribed from the 
forms to a master input tape. The forms are then returned 
to the Branch and arranged in alphabetical order. 

Transfer to WNRC when 2 years old. Dispose 10 
years later. 

252.. Benchmark Year Data Files. These are large worksheets 
on which foreign direct investment data were hand posted
during the pre-automation period. The only difference in 
the record value between these manually prepared sheets 
and those of magnetic tapes is a matter of physical form. 

Transfer to WNRC 10 years after acceptance of the 
next benchmark year. Dispose 10 years later. 

(Magnetic Tapes) 

253. Master Foreign Direct Investment Control Tapes File. 
This file contains the identification of the parent firm 
and its foreign affiliates, foreign country, industry, and 
type of foreign unit (branch or affiliate). 

The tapes are produced on a quarterly basis and the one 
for the current quarter updates those for previous quarters
of the year. At the end of the year, an annual tape is 
written which consolidates all viable data from the four 
quarterly tapes for the year. 

To provide a record copy of the data, a duplicate of the 
annual tape is made. The operating set of tapes must 
always remain in the Branch because of the updating pro-
cedures involved. 

a.	 Duplicate Annual Tape - Transfer to WNRC
 
and retain indefinitely.
---------------------~ 

b.	 All Others - Scratch when they have served 
their purpose. 
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254. Master Foreign Direct Investment Capital Flow Tapes.
These are quarterly and annual listings of short- and long-
term capital flow transactions which include current inter-
company accounts, notes, bonds, and advances outstanding.
Included also are changes in U.S. companies' holdings of 
capital stock. The data in this file are published in 
tables and articles in the Survey of Current Business. 
These tapes are generated in the same manner as those 
described in the item above. 

a.	 Duplicate Annual Tape - Transfer to WNRC and 
retain indef~nitely.----..::.-

b.	 All Others - Scratch when they have served 
their purpose. 

255. Master Foreign Direct Investment Income Tapes.
These show the income {dividends, interest, royalties and 
management fees} received by U.S. firms having foreign
direct investments. These data are consolidated in quar-
terly income receipts statements. 

a.	 Annual Duplicate Tape - Transfer to WNRC and 
retain indefinitely. 

b.	 All Others - Scratch when they have served their 
purpose. 

256. :Subset Tapes. These are work tapes generated in the 
process of producing the master tapes or in the process
of updating them. 

Scratch when they have served their purpose. 

{Computer Printouts} 

257. Foreign Direct Investment Control. This printout
identifies by name, parent firms having foreign direct 
investments, and their respective affiliates. It also 
identifies by codes the country, industry, and type of 
foreign unit {branch or affiliate}, etc. 

Transfer to WNRC when 3 years old. Dispose

when 20 years old.
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258. Foreign Direct Investment Capital Flow. These 
printouts are quarterly and annual summary listings of 
capital flow transactions between U.S. companies and 
their foreign affiliates. 

Transfer to WNRC when 3 years old. Dispose when 
20 years old. 

259. Foreign Direct Investment Income. These are quar-
terly and annual summary listings of income received by
U.S. companies from their foreign affiliates. 

Transfer to WNRC when 3 years old. Dispose when 
20 years old. 

260. Data Processinq Program Printout. This is a run 
of the program tape used to review and update the program
as needed. 

Dispose when superseded. 

(Punch Cards) 

261. Computer Program Deck. Punch cards which translate 
into machine language, commands to the computer to select 
the proper data and how to process it. 

Dispose of individual punch cards when superseded by
a new card. 

(Foreign Direct Investments in the United States) 

262. Reporters General Correspondence File. This file 
contains incoming and outgoing correspondence with reporters
concerning submission of reports, clarification of data,
additional data needed, whether or not a report is required,
change of name or affiliation, transmittals, and the like. 
This correspondence loses its value in a short time after 
pUblication of the survey results. 

Dispose of individual papers or contents of file 
folders when they have served their purpose. 

263. Historical File of Reporters. This contains copies
of memoranda, notes, letters, newspaper and other clippings, 

Mar 72 

75 



excerpts from financial publications pertaining to mergers,
name changes, liquidations, and other changes in the 
corporate structure of parent or affiliated organizations. 

Dispose of individual documents or the contents 
of file folders when they have served their 
purpose, or when the firm is dissolved, whichever 
is sooner. 

264. Annual Reports of Parent Companies and Affiliates. 
These are copies of printed or processed annual reports
of foreign parent firms and of their u.S. affiliates. 
Also included are related financial reports that contain 
useful data. These are secondary source materials having
value limited to purposes of keeping up with reporters and 
checking or adjusting the data. 

Dispose of documents when superseded. 

265. Technical Information File. This file contains 
information copies of correspondence, and printed and 
processed material collected to keep up with new develop-
ments and special situations in the foreign investment 
field and in fiscal and monetary policies. 

Dispose when superseded. 

266. Quarterly and Annual Survey Forms for Foreign Direct 
Investments in the U.S. All of the data used to produce
an analysis of the Foreign Direct Investments in the 
United.States are derived from the following forms which 
are filled out and returned by reporters: 

BE-60S	 Confidential Quarterly Report,

Transactions with Foreign Parents
 

BE-606	 Confidential Quarterly Report,
Transactions of U.S. Branches or Other 
Unincorporated U.S. Business with Foreign
Home Office 

BE-606B	 Confidential Quarterly Report,
Transactions of U.S. Branches or Agencies
of Foreign Banking Firms with Home Offices 
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BE-606I	 Confidential Annual Report, Transactions 
of U.S. Branches or Subsidiaries of Foreign
Insurance Companies with Foreign Parent 
or Home Office 

Upon receipt, each form is logged in. Data from the report
is posted to worksheets on royalties, fees, income and 
earnings, and capital. These data are analyzed to show 
capital flow between the foreign parent firm and its U.S. 
affiliates. 

The data for insurance transactions, which are reported
annually, are transcribed on separate worksheets and are 
analyzed in essentially the same manner as the above 
quarterly data. 

The analyses of all data received are published in the 
Survey of Current Business in the quarterly balance of 
payments accounts article and in a special annual article 
on international investments the latest titled liThe 
International Investment Position of the United States: 
Developments in 1970." 

These forms and data are manually processed. 

Transfer	 to WNRC when 2 years old. Dispose 10 
years later. 

267. Special Benchmark Survey Forms File. These special
survey forms are sent to a more extensive list of respon-
dents for which there is a special effort made to locate 
respondents. These reporters are required to report much 
smaller investments than the amount of the established 
ceiling for the regular quarterly and annual surveys.
Submission of these survey forms, as well as for the quarterly
and annual surveys are mandatory under the Bretton Woods 
Agreement Act. Since these data will be used to establish 
a benchmark for future analytical purposes, the broadest 
base of data possible is collected including financial 
balance sheets, statements of employment, profit and loss 
statements, and the like. Special forms are designed and 
appropriately cleared for each benchmark survey. 

Dispose 3 years after publication of the next 
benchmark. 
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268. Quarterly and Annual Worksheets File. These are 
tabulation sheets on which data extracted from the survey
forms are formatted in detail and in summary to provide
the necessary array of numbers used in the preparation
of articles and tables published in the Survey of Current 
Business showing the U.S. position on foreign investments 
in this country by foreign firms. 

Dispose 10 years after publication of the next 
benchmark. 

269. Special Benchmark Survey Worksheets File. These 
are tabulations of data taken from the special benchmark 
survey forms used to prepare analytical tables and articles 
that are based on additional pertinent data not included 
in the previous quarterly and annual reports. The pub-
lished benchmark establishes a point of departure for 

are 5" x 8" cards showing the name of the reporting company, 

future analyses of investments by foreign firms in the U.S. 

Dispose 10 years
next benchmark. 

after publication of the 

270. Quarterly and Annual Survey Forms Log File. These 

its mailing address, the year and quarter of the survey,
date of receipt of the completed form, name of the country
in which the parent firm is located and pertinent other 
information. This log is used to control receipt of the 
forms, necessary followup actions, and as a basic mailing
list for the next survey. 

Transfer to WNRC with the related survey forms 
when 3 years old. Dispose 5 years after pub-
lication of the next special survey which 
establishes a benchmark. 

271. Special Benchmark Survey Forms Log File. These 
are 5" x 8" cards which show the name and address of the 
U.S. affiliate of the foreign parent company, date reports
are mailed, date reports are due, date extended, number 
of reports received, and the dates in and out of all 
correspondence with the reporter, appropriate industry
code, and other pertinent remarks. 

Dispose 3 years after publication of the next 
benchmark. 
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(Plant and Equipment Expenditures by Foreign Affiliates
 
of U. S. Corporations)
 

272. Reporters General Correspondence File. This contains 
incoming and outgoing correspondence concerning reporting
requirements, delinquent reports, change of firm's name 
or location, mergers, dissolution of firm, failure to 
submit data, explanation or clarification of data supplied,
and similar matters. With a few exceptions, this corres-
pondence has no value after publication of the survey
results. Exceptional items are moved forward to the current 
file and maintained as a current worktool. 

Dispose of individual documents or contents of 
file folders when they have served their purpose. 

273. Sources and Uses of Funds of U.S. Direct Investments 
Abroad--Annual Survey Forms File. The forms are sent to 
U.S. companies to collect data on gross capital expenditures,
sources and uses of funds, and sales. These data are used 
to get a measure of foreign investment by U.S. companies
more consistent with and comparable to data on gross
capital investment in the U.S. and in foreign countries. More 
More specifically the forms involved are: 

BE-133	 Confidential Annual Report--Sources

and Uses of Funds of U.S. Direct
 
Investments Abroad, 19
 

BE-133B	 Follow-Up Schedule of Expenditures for 
Property Plant and Equipment of u.S. 
Direct Investments Abroad for the 
Years 19__ and 19__ 

BE-133C	 Schedule of Expenditures for Property,
Plant and Equipment of u.S. Direct 
Investments Abroad for 19 (Actual)
19__ and 19__ (Projected) 

All of the data collected on these forms are written on 
magnetic tape. After analysis it is published in tables 
and special articles in the Survey of Current Business. 
Furthermore, the Maximum Detail Sources and Uses of Funds 
Master Input Tape is earmarked for retention long enough 
to meet all requirements for administrative, historical, 
or legal purposes. 

Dispose when 3 years old. 
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(Magnetic Tapes) 

274. Maximum Detail Sources and Uses of Funds Master 
Input Tapes. All data collected on Forms BE-133, BE-133B 
and BE-133C are written on these tapes. As needed, data 
are drawn from these tapes and written on subset tapes
and intermediate printouts in the process of analysis.
The results of the analysis are published in tables and 
special articles in the Survey of Current Business. 

These tapes are maintained as a part of a broad based 
data bank on the balance of payments. 

Retain indefinitely~ Transfer to WNRC when
 
10 years old.
 

275. Universe Estimates Master Input Tapes. These are 
derived from the Maximum Detail Sources and Uses of Funds 
Master Input Tapes. The data written on them include the 
estimates and projections for U.S. owned foreign affiliates 
for the universe of various data items reported, such as 
sources and uses of funds, sales, and expenditures for 
plant and equipment. 

These tapes are maintained as a part of a broad based 
balance of payments data bank. 

Retain indefinitely. Transfer to WNRC when 10 
years oTa. 

276. Subset Tapes. A number of subset or work tapes
are produced in the course of processing and analyzing
data from the master tapes described above. All of these 
tapes are superseded by the tapes representing the next 
worksteps leading to publication of special articles 
and/or tables in the Survey of Current Business. 

Scratch when they have served their purpose. 

(Computer Printouts) 

277. Intermediate Printouts. These are listings and 
computations produced to edit, revise, or test data at 
various work stages involved in preparation of articles 
and tables published in the Survey of Current Business 
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on sources and uses of funds, sales, and plant and 
equipment expenditures for U.S. owned foreign affiliates. 

The retention of the master input tapes for an indefinite 
period obviates the need to keep these printouts beyond
their operating usefulness. 

Dispose when 3 years old. 

(Punch Cards) 

278. Raw Data Input Punch Cards. These are decks of cards 
that are occasionally punched to transfer data from the 
survey forms described above to magnetic tape. 

Dispose when the data has been written on magnetic
tape and it has been checked. 

279. Computer Program Punch Cards. These are decks of 
cards punched with a computer program consisting of com-
mands to the machine to select the data prescribed and 
process it in the prescribed manner. 

Dispose when superseded or when the program lS 

discontinued, whichever is appropriate. 
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Special Surveys Branch 

The Special Surveys Branch is responsible -for planning and 
executing in-depth research and analysis studies within 
the field of international economics as it pertains to 
the long-term benchmark surveys and censuses as well as 
periodic data collection programs on Forms BE-IO series,
llA and IlB and others undertaken throughout the Division. 
The forms are computer processed, which edits and tests 
the data and provides answers to questions concerning the 
statistical and financial aspects of mul-tinational U. S. 
companies and their foreign affiliates. 'These studies 
concern the various subject matter areas of the Division,
encompassing such topics as the measurement of capital
and income transactions between major international com-
panies and their foreign affiliates, portfolio transactions 
between the u.S. and foreign countries, and other inter-
national capital flows. 

280. Reporters General Correspondence File. This contains 
incoming and outgoing correspondence interpreting the 
instructions for filling out the survey forms~ requesting
specific information from the reporter; requesting ex-
planations of data submitted by the reporter; and requesting
submission of delinquent forms. AI-so it may include publicly
available information such as company reports to stockholders 
and newspaper clippings on mergers, name changes, etc. The 
file is initially arranged alphabetically by the name of 
the company (reporter), later during the full census survey,
the papers are rearranged by company following the Standard 
Industrial Classification system. 

This correspondence is retained until after the data have 
been analyzed and published and until after the next full 
census is made because it contains information that is not 
always provided on the survey form. 

Start a new file for each full census. Dispose
1 year after final publication of the census. 

281. Confidential Source Materials SUPplied by Internal 
Revenue Service and Others. Included in this file are 
direct image copies of reports submitted by firms to the 
Internal Revenue Service and other agencies. Also in-
cluded are printouts, and similar detailed reports of the 
firm's financial dealings. 
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These materials are highly sensitive and are statutorily
restricted. To retain this material longer than is neces-
sary for operating purposes is prejudicial to the public
interest and could result in violation of private legal
rights. 

Dispose by masceration or burning when necessary
data has been extracted and checked. 

282. Foreign Investment Benchmark Censuses and Special
Surveys (Mini-Censuses) Forms. At intervals of about 
every 5 years a census of foreign investments is made by
sending survey forms to the largest possible sample of 
the universe. The data collected is used to establish a 
benchmark for a portion of the balance of payments subject
area. The forms used for the benchmark census are: 

BE-lOA	 Survey of American Business Investments 
in Foreign Countries, Summary Sheet 

BE-lOB Report Form for Allied Foreign Organizations:
Form B Insurance 
Form B Financial 
Form B Non-Financial 

BE-IOC Report for Associated Foreign Organizations:
BE-IOD Continuation Sheet 
BE-IOE Exports from the U.S. to Allied Foreign

Organizations

BE-IOE-S Summary Sheet, Merchandise Exports


from United States
 

Between benchmark censuses, special surveys (mini-censuses)
are made (usually annually) of multinational companies.
A smaller sample of the universe is used for the mini-censuses 
than for benchmark censuses. The forms used for mini-censuses 
are as follows: 

BE-IIA Special Survey of Multinational Companies
(Summary Sheet) 

BE-lIB Special Survey of Multinational Companies
(Report form for Foreign Affiliates) 

In addition to the above, there may be new forms designed
for surveys which will be developed at a later date. 
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The raw data collected on survey forms must be held until the 
published data has been fully substantiated. 

Transfer to WNRC when 10 years old. Dispose

when 20 years old.
 

283. Methodology File. For each census and survey a 
plan is prepared which includes the data processing system,
form edit and review procedures, analytical and sta-
tistical guidelines, and table specifications and layouts
to be used in making the census or survey. These plans
have long-term value as precedents. 

Retain, ffi-de-finite;lr.,:-

(Magnetic Tapes) 

284. Master Maximum Detail Input Tapes. These tapes
contain all of the data provided by reporters to the BEA 
on survey forms for Foreign Investment Censuses and Special
Surveys, sent to them for completion and return. The 
data on the tapes are collected from reporters on the 
survey forms described above. 

Retain inda(initely. Transfer to WNRC when
 
TO yeai-s old.
 

285. Intermediate Output Tapes. These provide special-
ized reports and data from the Master Maximum Detail 
Input Tapes, some of which are published and others are 
used for analytical purposes. 

The primary end product is data on foreign direct invest-
ments of multinational corporations broken down primarily
by country and industry, size and type of corporation,
primary and secondary ownership. Related to these are 
a multitude of specialized reports. 

Scratch when the related report is distri-
buted, or when it has served its purpose,

whichever is sooner.
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286. Subset Tapes. These include tapes written for 
the purposes of proofing, editing, or testing the data. 
They have no value other than for immediate work purposes. 

Scratch when they have served their purpose. 

(Computer Printouts) 

287. Foreign Investment Benchmark Censuses and Special
Surveys (Mini-Censuses). These are printouts of data 
in various arrays from the Master Maximum Detail Input
Tapes and the Intermediate Output Tapes described above. 
At intervals of about 5 years a census of foreign invest-
ment is made using the largest possible sample of the 
universe to establish a benchmark for a portion of the 
balance of payments subject area. The most recent census 
(benchmark) is for the year 1966 which will be published
as a supplement to the Survey of Current Business in 
several parts under the lead title as follows: 

U. S. DIRECT INVESTMENTS ABROAD, 1966 

Part I:	 Balance of Payments Data
 
(Final issued Dec. 1971)
 

Part II:	 Investment Position, Financial and 
Operating Data 

Group 1.	 Preliminary Report on Foreign
Affiliates of the U.S. Petroleum 
Industry 

Group 2.	 Preliminary Report on Foreign
Affiliates of the U.S. 
Manufacturing Industries 

Group 3.	 Preliminary Report on Other 
Industries 

Part II:	 Investment Position, Financial and 
Operating Data - All Industries 
(This is the final version of Part II 
that when issued may supersede the 
preliminary reports issued for this part.) 
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Using a smaller sample than for the censuses, special
surveys ,{mini-censuses} are made of capital and income 
flows between U.s. parent firms and ·their foreign affili-
ates, and between foreign parent firms and their U:S. 
affiliates, and other international transactions. 

These printouts are produced to check, edit, or to 'test 
data on the magnetic tapes, and to answer spot questions
after publication of census or periodic survey data. 
They are workpapers having only short-term value, since 
all of the data that they contain can be retrieved from 
the Master Maximum Detail Input Tapes which are ear-
marked for retention long enough to meet all requirements
for administrative, historical, and legal purposes. 

As time ~ermits, it is planned to put on magnetic tape
matrices which will include all of the data on the 
Master Maximum Detail Input Tapes, that meet BEA stan-
dards, and that can be made available to the public under 
existing statutory restrictions. These matrices will 
make available data accessible to the public with mini-
mum delay and expense. 

a.	 Census Printouts, One Set - Dispose 5 years
after publication of the next census. 

b.	 Census Printouts, All Other Sets - Dispose
when they have served their purpose. 

c.	 Periodic Surveys {Special Studies} Printouts -
Dispose when they have served their purpose. 

{Punch Cards} 

288. Program Punch Cards. A deck of cards is punched
containing a computer program as needed for each end 
product report. The commands are transferred to magnetic
discs or to computer memory, whichever is appropriate.
In both cases the data is cleared when the program run 
1S completed. 

Dispose when the report 1S printed out and checked. 
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BALANCE OF PAYMENTS DIVISION
 

The Division maintains, improves, and interprets
the balance of payments accounts of the united 
States and their current and capital components,
including detail by foreign geographic area,
from the standpoint of throwing lights on the 
effects of the balance of payments on the u.S. 
economy, and on the role of the united States 
in the world economy. It conducts designated
surveys to obtain basic data necessary to 
construct the balance of payments accounts,
including surveys of foreign transactions of 
Government Agencies. 

The Division also does research in the techniques
required to interpret the balance of payments
accounts. Forecasts of the balance of payments
are prepared in cooperation with other agencies. 

Automation of the program was initiated in 1965 
and is now almost complete. Under the system,
each supervisory economist collects the raw data,
by surveyor from secondary sources, needed to 
produce the balance of payments figures or the 
analysis called for by his assignment. Generally,
raw data are preliminarily analyzed and manually
posted on detail (worksheets) sheets. Final 
figures are derived from these preliminary detail 
sheets and posted on a separate detail sheet which 
is submitted to a central point for coordination,
compilation, and transcription on magnetic tape
and inclusion in the balance of payments data 
bank. The computer is programmed to select data 
from the bank and automatically process it and 
produce balance of payments tables for publication. 
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Office of the Chief 

289. General Correspondence Subject File. Docu-
mentation generated by the Chief in the course 
of directing the affairs of the Division including
correspondence with the Congress, other Government 
Agencies, and other Departmental units. Also 
included are requests for information,meeting and 
conference participation papers, memorandum 
instructions to the staff, official record copies
of correspondence prepared within the Division,
and the like. -, 

Transfer to WNRC when 3 years old. Dispose
when 10 years old. 

290. Office of Management and Budget Forms 
Clearance File. This consists of copies of 
public-use forms, and requests for their approval
submitted to OMB for approval with copies of the 
OMB actions on the requests. 

Dispose of clearance papers of individual 
forms 5 years after the clearance is ter-
minated. 

291. Balance of Payments Press Release File. 
This consists of mUltiple copies of each press
release prepared by the Division and maintained 
for distribution and for answering requests for 
information. After the demand reaches a minimal 
point, two or three copies of the releases are 
retained for convenience of reference. Record 
copie!s of these releases are maintained in the 
Ne'Wsro'olh,Office of the Secretary long enough to 
satisfy all requirements. 

Residual copies-Dispose when no longer needed 
for current business. 
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292. Administrative Subject File. These are o f f i.oe 
copies of housekeeping papers pertaining to budget,
ADP costs, personnel actions, requisitions for 
services and other things, space, time and atten-
dance, travel, and similar matters. 

Dispose when 3 years old. 

293. Reading File. This consists of ope copy of 
each outgoing item arranged chronologically. 

Dispose when 3 years old. 

Office of Assistant Chief 1 

294. Balance of Payments Projections Files. ~ese 
contain worksheets and other supporting papers for 
quarterly balance of payments projection exercises 
to establish what the balance of payments outlook 
will be a year or two in the future. This is an 
interagency effort in which BEA is a prime con-
tributor. The files are available only to 
authorized BEA officials since they are primarily
created for use by top level policy makers. The 
information contained in these files is essentially
duplicated in the official analysis issued by the 
Treasury Department. 

Dispose when no longer needed for current 
business. 

295. Balance of Payments Methodology Files. These 
contain manuscript, printed and processed documents 
pertaining to the theory and principles of balance 
of payments accounting, how to collect the data,
and the statistical and economic standards involved. 
Some of these papers are produced by staff members 
of other government agencies and international 
organizations; other are produced in the private
sector. 

Dispose when no longer needed for current -UISPOSAl NOT 
business. '\~PROVED 
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296. Secondary Source Materials Files. These 
contain primarily unpublished statistical data on 
weekly movements in balance of payments. The 
papers constitute a valuable research tool for 
studying the structure and outlook of the balance 
of payments. 

Dispose when no longer needed for current 
business. 

297. Balance of Payments Current Research Files. 
These contain special studies on effects of certain 
current developments on the balance of payments.
The studies usually involve a considerable amount 
of research and analysis. Studies produced
affecting broadly based balance of payments
problems are generally published sooner or later. 

Dispose when no longer needed for current 
business. 

298. General Correspondence Files. These contain 
incoming and outgoing correspondence generated
by the Assistant Chief of the Division for 
convenience or reference. Record copies are 
retained in the Office of the Chief. 

Dispose when no longer needed for current 
business. 

Analysis and Review Staff 

299. Detail (Worksheets) Sheets for Balance of 
Payments Data. These are large spread sheets on 
which raw data taken from survey forms and from 
secondary source materials are posted in the 
prescribed array of data cells after having been 
subjected to a coarse screen analysis. The data 
are arranged on the sheets by area and there-
under by line items of the balance of payments
accounts. 
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These detailed sheets are prepared by the economic 
analyst responsible for the several subject areas 
within the Division and collected here for final 
analysis and revision, and compilation as they
appear in balance of payments tables and special
articles published quarterly and in revised form 
annually in the Survey of Current Business. 

using a predetermined base year, the balance of 
payments accounts published in the Survey of 
Current Business are reformatted and revised 
from the base year forward to date. When this 
occurs, the results for the period involved are 
published as a supplement to the Survey of Current 
Business. As a general rule, when the accounts 
are reformatted from a base year forward, all of 
the data published for prior years are also 
included in the supplement. However, in the past
it has not been the practice to reformat or change
the numbers for the period prior to the base year.
The base year is the closet thing to a benchmark 
year used in the preparation of the balance of 
payments since the benchmark year concept has no 
practicable application in the activity. 

When the detail sheets are received from the 
various economic analysts, data from them are 
posted on a worksheet (Form BE-697-U.S. International 
Transactions), first by year, thereunder by the 8 
balance of payments accounts which are further 
broken down into 55 line item accounts. The data 
from these worksheets are coded and transcribed 
on a coding sheet (Form BE-88) which are sent to 
the Computer Services Division where the infor-
mation is transferred to punch cards and from 
them to magnetic tape. A proof printout containing
the date in precisely same form in which it will be 
published is run. 

The worksheets contain in summary form all of the 
data collected from reporters and secondary
sources, and all of the data on the worksheets is 
written on magnetic tapes. 
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Dispose when no longer needed for current 
business. 

300. Worksheets (Form BE-697 U.S. International 
Transactions). These are large 20-column spread
sheets on which all of the data from the detailed 
sheets are manually posted in summary form, first 
by year, thereunder by line items of the balance 
of payments accounts. 

All of the data on these sheets are written on 
magnetic tapes which are earmarked for retention 
long enough to meet all administrative, historical,
and legal needs. 

Dispose when 20 years old. 

301. Code Sheets (Form BE-88 Worksheets by Area) 
File. Codes for the line items comprising the 
balance of payments accounts and the appropriate
data for each line item from the worksheet are 
posted on code sheets. These are sent to the 
Computer Services Division where the codes and 
data are transferred to punch cards. 

Dispose when superseded by code sheets for 
next quarter. 

302. Balance of Payments Special Reports File.
 
This consists of copies of each special balance
 
of payments report produced quarterly and
 
annually by the Balance of PaymentS' Division.
 
Some special studies produced by other agencies

are reviewed and revised before publication.

They are all prepared for other government agencies.

The studies include the following:
 

Economic Indicators for Council of Economic 
Advisors 

Organization for Economic Cooperation and 
Development Reports


International Monetary Fund Reports

united Kingdom Special Report
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Update of balance of payments data appear in the 
following reports: 

u. S. Statistical Abstract
 
World Almanac
 
Information please Almanac
 
Moody's Investment Service, Inc.
 

The file is primarily comprised of background and 
supporting papers. 

Dispose of individual documents or content of 
file folders when no longer needed for current 
business. 

303. Summary Balance of Payments Tables and Charts 
with Supporting Papers. These are copies of 
summary tables and charts and related papers
containing the detail data supporting them. The 
tables and charts are published in balance of 
payments articles in the Survey of Current BusiRess. 

Dispose when 5 years old. 

304. Secondary Source Materials File for u.S. 
Merchandise Trade Projections. These are printed
and processed materials produced by other government
agencies and BEA and collected by the Analysis and 
Review Staff to produce estimates and projections . 
of u.S. merchandise exports and imports in the 
balance of payments accounts. The raw data selected 
from these sources is compiled in various arrays
and formats useful for the derivation of equations
to make quarterly projections one year ahead. 
These materials also include punch cards generated
in the Balance of Payments Division. 

Dispose when superseded or when 5 years old 
whichever is sooner. 

305. Projection Worksheets File for U.S. Merchandise 
Trade. These are presentations of the projections
using the pertinent equations, assumptions concerning
the portion of trade excluded from the equations, 
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and certain economic assumptions of the future to 
project merchandise trade. The worksheets document 
the development of the merchandise trade projec-
tions. Consequently, they are needed as a worktool 
for ,current business and as a record of <the 
pe~formance of the projection equations. 

Dispose when 5 years old. 

306. Current Estimates of Net Exports of Goods and 
Services. These f~les contain estimates of exports
and i~ports of goods and services for the current 
quar t.er and month. Each quarter is estimated 
~reliminarily	 and later on a final basis. These 
are done for National Income and Wealth Division,
BEA, and incorporated in the gross national 
'product data. 

Dispose when 7 years old. 

307. Bilateral Balance of Payments Estimates Files. 
'These contain unpublished estimates and summary
~heets of u.s. international transactions with a 
limited number of individual countries on an annual 
basis. These estimates have been undertaken on 
request only for other offices of the u.s. Govern-
ment. 

~Ny'Ar~ Wfl/IfC.'_..;Vo/4"ul"v 

Retain indefinitely. ~~s~8e in 15 yearsp41, 
_--------	 - , J • ....-c .. 

308,. Bilateral Balance of Payments Reconciliation 
Files~ These' contain comparisons of U.S. data and 
Country X's data for u.s. international transac-
tions with Country X. Variations in definition, 
coverage, etc. are explored in an effort to 
explain the differences between the two sets of 
data or to improve u.s. data. 

Retain imlefi pi tel}'-- Dispose when no longer
needed for current business. 
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309. Index of Industrial Production in Foreign
Industrial Countries File. These include the 
current index, the data from which it is developed
and its construction for the period 1953 to date. 
Earlier versions and variations of the index are 
also included. The index is used mainly as a 
variable in the projections of u.s. exports. 

"Ret;aifl ipdilfiRi~e.l~t.. Dispose when no longer
needed for current business. 

(Magnetic Tapes) 

310. Master Maximum Detail Input Tape. This tape
contains data appearing on the detail sheets 
prepared by the various balance of payments
economic analysts. 

Data are drawn from these tapes and arrayed in 
various ways to produce all of the published
balance of payments tables. 

~~n indefinitely. Transfer to WNRC when 
no longer needed for current business. 

311. Master Summary Output Tape. These tapes
contain data drawn from the Master Maximum Detail 
Input Tape arranged first by country grouping
thereunder by year and balance of payments line 
items as appear on balance of payments tables 
Nos. 2, 3 and 9. 

Retain indefi~i~~.. Transfer to WNRC when 
no longer needed for current business. 

312. Master Code Conversion Tape. This tape
contains conversions so that when run against the 
Master Summary Output Tape, the data is formatted 
in groupings with appropriate seasonal adjustments
to produce Table 1, u.S. Balance of Payments
Summary. 

Retain indefinitely. Transfer to WNRC when 
no longer needed for current business. 

( 
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(Computer Printouts) 

313. ~Annual and Quarterly Cumulative u.s. Inter-
national Transactions. These printouts contain 
theisame information for -each quarter and for 
each year that appears in the balance of payments
tables.published in the Survey·of Current·Business. 

··a.	 Quarterly Issues - Dispose when superseded
by the issue for the next quarter. 

b.	 Annual Issues - Dispose when superseded
by the next annual issue. 

314. Projection Printouts. These contain the data 
input taken from secondary source 'materials and 
processed in accordance with the DAM 70 Regression
and Data Handling Program. The program directs 
the computer to select specific data and process
it to produce equations which are used to projectu.s. merchandise imports and exports 1 year in 
advance. These printouts contain the data and 
calculations which summarize the development of 
a projection equation or groups of equations. 

No magnetic tapes are produced in this process
since it is a card to printout operation performed
automatically by the computer. 

Dispose when 5 years old. 

315. Intermediate ·Printouts. These are printouts
produced on an "as needed basis" to check, test, 
or revise data in the computer program. 

Dispose when they have served their purpose. 

(Punch Cards) 

316. Maximum Detail Data Punch Cards. This deck 
of cards contains all of the substantive data 
summarized from the detail sheets. This data is 
used to produce all of the balance of payments
tables published in the Survey of Current Business. 

Dispose after the data has been written on 
magnetic tape and verified. 
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317. Projection Data Input Punch Cards. This 
deck contains all raw data used to produceu.s. merchandise trade equations. The data is 
processed from card to printout. 

Dispose when superseded by a new card or 
by a new deck. 

318. Computer Program Punch Cards. These cards 
contain commands to the computer to select 
specified data and process it in a specified
manner. 

Dispose of individual punch cards when 
superseded by a new card or dispose of the 
deck when the program is discontinued. 

(Seasonal Adjustments) 

319. Seasonal Adjustment Worksheets File. These 
are ruled spreadsheets on which selected data 
are posted from the detail sheets submitted to 
the Analysis and Review Staff for computer input
in the balance of payments data bank. The data 
are analyzed and manually maintained to the 
point in time when it is used for computer input
to calculate the factors used to seasonally
adjust the balance of payments accounts. 

Dispose when 10 years old. 

(Computer Printouts) 

320. Seasonal Adjustment Printouts. These are 
printouts containing all of the data on punch
cards and the calculations performed by the 
computer to produce seasonal adjustment factors 
on a quarterly, annual and biannual time-span
for each line account in the balance of payments
accounts. 

Transfer to WNRC when 5 years old. Dispose
when 20 years old. 

Mar 72 

97
 



(Punch Cards) 

321. Seasonal Adjustment Punch Card Deck. All of 
the data- needed for computer input to calculate 
seasonal adjustment factors at least 1 year in 
advance are transcribed on punch cards. All of 
the data- transcribed on the cards- are printed out 
using, a key to printout process by utilizing the-
memory capacity of the computer on magnetic discs. 

Dispose of individual cards when superseded
by a new card. 

322'. Computer Program for Seasonal Adjustment Punch 
Card Deck. These contain commands to the computer
to select specified data and process it in the 
prescribed manner. 

Dispose of individual cards when superseded
by a new card. 
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Government Current Transactions Branch 

323. Secondary Source Materials File. This is 
comprised of printed and processed materials 
produced by other government agencies and 
supplied to the BEA for preparation of the balance 
of payments accounts, in accordance with Office of 
Management and Budget requirements. 

Data from the Department of Defense consist of 
punch cards for computer processing and listings
which show all international transactions which 
enter the current account of the international 
balance of payments. Separate listings and 
supporting cards are received from the Army, Air 
Force, Navy, OSD, and other Defense Agencies. 

/Card data are recorded on magnetic tape and 
destroyed after verification with listings. 

Data from the nonmilitary agency reports are 
recorded in ledgers by agency, by country, and 
by category of expenditure or receipt. (Data
are not put on magnetic tape at this time because 
incoming data are sufficiently summarized that 
work involves more analysis than processing.) 

Transfer to WNRC when 5 years old. Dispose
when 10 years old. 

324. Ledger File. These contain maximum data 
pertaining to government current transactions of 
nonmilitary agencies. Data are summarized on a 
detail sheet and submitted to the Analysis Review 
Staff. 

a.	 Pre-1965 - Transfer to WNRC. Dispose

when 40 years old.
 

b.	 Post-1965 - Transfer to WNRC,when 10
 
years:-eitd. Dispose when 40 -year s 'old.
 

325. General Correspondence File. This file 
contains incoming and outgoing correspondence
mostly comprised of reqqests for inf~~~ation on 
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the balance of payments impact of current govern-
ment transactions abroad. Almost without exception
these requests are answered with a letter and 
attachments. Record copies of this correspondence
are retained in the Office of the Chief. 

Dispose of individual documents or the contents 
of file folders when they have served their 
purpose. 

326. Technical Information File. This is comprised
of a section arranged under names of countries and 
a se~tion arranged alphabetically by subject or 
program. It contains related government documents 
and reports, and related material from u.s. Embassies,
business journals, newspapers, and other pertinent
printed and processed materials used for supporting
data on foreign governments transactions not 
available elsewhere. 

Dispose of individual documents or contents 
of file folders when they have served their 
purpose. 

(Magnetic Tapes) 

327. Detail Work Tapes. All of the data compiled
to analyze and report on the u.s. current defense 
transactions which enter the u.s. balance of 
payments are written on these tapes. This data 
is summarized and written on the Balance of Payments
Master Maximum Detail Input Tape. These work 
tapes, however, must be kept for a rather long
period for purposes of revising or validating the 
figures reported. 

Transfer to WNRC when no longer needed for 
current business. Scratch when 25 years old. 

(Computer Printouts) 

328. Detail Work Printouts. These contain the 
data written on the Detail Work Tapes described 
above arranged in various arrays and formats. 
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They are used in the process of analyzing the mass 
of data collected and in preparing the final figures
as they appear in the various tables and articles. 

Dispose when 5 years old. 

(Punch Cards) 

329. Data Input Punch Cards. This card deck 
translates data to machine language to be 
written on magnetic tape. 

Dispose when subject tape has been checked 
or verified. 

330. Computer Program Punch Cards. These contain 
commands to the computer to select specified
information and process it in a specified manner. 

Dispose of individual cards when superseded
by a new card, or of the deck when the program
is discontinued. 

Mar 72 

101 



Government Grants and Capital Branch 

331. Primary and Secondary Source Materials File. 
This includes typescript copies of operating
documents of other government agencies, reports
prepared by other government agencies to BEA 
specification, and printed and processed documents 
produced for some degree of distribution by other 
govtrnment agencies and organizations. 

These materials contain data that are analyzed,
compiled, and published in the balance of payments
accounts identified below by line item number and 
title as they appear in Table 2 - u.S. International 
Transactions: 

13 - Income Receipts on u.S. Government 
Assets Abroad 

14 - Transfers of Goods and Services Under 
u.S. Military Grant Programs, Net 

28 - u.S. Military Grants of Goods and 
Services, Net 

30 - u.S. Government Grants (excluding
military)

31 - u.S. Government Pensions and Other 
Transfers 

34 - Loans and Other Long-Term Assets 
35 - Foreign Currencies and Short-Term Assets 
36 - Scheduled Repayments on Credits 
37 - Nonscheduled Repayments on Credits 
54 - Nonliquid Liabilities, Reported by

u.S. Government, To Foreign Official 
Reserve Agencies, and 

55 - Nonliquid Liabilities, Reported by
u.S. Government, To Other Official and 
Private Foreigners 

In addition to the materials collected for use in 
compiling the above listed balance of payments
accounts, other source materials are generated or 
collected for use in compiling other balance of 
payments accounts in which u.S. Government 
transactions are a component and to prepare other 
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reports required by statute, such as, National 
Advisory Council on International Monetary and 
Financial Policies Annual Report to the President 
and to the Congress. A large percentage of these 
are copies of operating reports or other action 
documents prepared by the agency to meet its own 
requirements. A few are prepared specially for 
BEA. Some of these documents are restricted or 
security classified. 

a.	 Printed or processed source materials -
Transfer to WNRC when 15 years old. 
Dispose when 40 years old. 

b.	 Copies of operating documents produced by
other government agencies - Transfer to 
WNRC when 25 years old. Dispose when 
40 years old. 

332. Survey Forms (BE-138 and BE-139). These forms 
are distributed periodically to other government
agencies to collect data on foreign currency claims 
and dollar deposit liabilities to "foreigners."
The data are used to respond to requirements
established by the Bretton Woods Agreement Act. 

Dispose 1 year after pUblication of the 
analysis of the data they contain. 

333. Government Grants and Credits Worksheets File. 
Data are posted on these sheets from source materials 
on interest realized on long- and short-term credits 
to the u.S. Government from the rest of the world;
u.S. military grants to other countries; foreign
assistance (nonmilitary); u.S. payments to for-
eigners and Americans in foreign countries and 
other transfers; u.S. loans and other long-term
assets; u.S. exports of farm products for foreign
currencies; u.S. collections of principal on loans 
and other credits; nonscheduled repayments on 
credits to u.S.; net transactions representing
collections for, and repayments against, deposit
and security obligations of the u.S. Government 
to foreign official reserve agencies; and the like. 
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Beginning with a preliminary posting of data,
selected data are posted for analysis, the total 
process often involves the production of several 
worksheets, each of which represents a progressive
refinement step towards the final or prime editing
worksheet. 

The prime editing version contains the data 
suBstantially as it is published and a considerable 
quantity of unpublished supporting data. 

a. Prime editing worksheets - Retain 
nitely-. Transfer to WNRC wnen no 
needed for current business. 

indefi-
ronger 

b. All others 
needed for 

- Dispose when no 
current business. 

longer 

334. Foreign Assistance Worksheets File. Data 
from secondary source materials and from copies of 
operating documents supplied by other government
agencies are posted on worksheets for analysis to 
produce reports and special studies which contain 
measures of international economics of the u.s. 

The reports and special studies produced from 
these worksheets are not a part of the primary
mandate of the Division to publish measures of 
balahce of payments. Some of these reports are 
required by statute; others are required by
international agreement. 

a.	 Prime editing worksheets - Retain indefi.-
~	 Transfer to WNRC when no longer
needed for current business. 

b.	 All others - Dispose when no longer
needed for current business. 
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335. Methodology Files. These contain copies of 
descriptions of data processing systems, proce-
dures, and instructions which show how certain 
projections, estimates, or economic measures are 
derived. 

Retain, ~t':te:ie1§iAj,t.el¥_ Transfer to WNRC when 
no longer needed-for current business. 

336. Development Assistance Committee (DAC) of the 
Or anization for Economic Coo eration and Develo -
ment (OECD Annual Aid Review Statistical Annex to 
the Memorandum of the united states File. This 
consists of input memorandums, worksheets, and 
reports from other government agencies~ compiling
worksheets~ and draft final tables as incorporated
in the u. S. Government's formal submission to the 
Development Assistance Committee. Also included 
are copies of agenda, minutes, issuances, reports,
and other papers generated by the Committee and 
source materials and worksheets on which data are 
aggregated and analyzed to produce projections and 
estimates of u.s. participation in economic assis-
tance to underdeveloped countries. 

Transfer to WNRC when no longer needed for 
current business. Dispose when 25 years old. 

(Magnetic Tapes) 

337. Government Grants and Capital Transactions 
Master Input Tapes. Selected data from source 
materials are compiled on worksheets. These data 
on the major nonmilitary transactions of the 
government are written on these tapes. After 
appropriate analysis, the accounts listed in the 
item covering Primary and Secondary Source Mate-
rials are derived from these tapes. These tapes
are a part of the Balance of Payments Data Bank. 

~j n ; odef.in.Lte.~ Transfer to WNRC when 
no longer needed for current business. 
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338. Balance of Payments Master Input Tapes. 
These tapes contain data for the accounts,
enumerated above, substantially as they appear
in appropriate tables published in the Survey.
In addition, a considerable quanity of unpublished
supporting data are written on these tapes. 

Retain ..in.de.t..io.l-.~ Transfer to WNRC when 
no longer needed for current business. 

339. Subset Tapes. These are work tapes resulting
from utilization of the computer to aggregate,
compile and manipulate data to expedite analysis. 

Scratch when they have served their purpose. 

(Computer Printouts) 

340. Final Run Printouts. These are final printouts
containing the figures for balance of payments
accounts; foreign assistance, and National Advisory
Council tables substantially as they are published
with unpublished supporting data. 

Dispose when 25 years old. 

341. Preliminary Printouts. These are produced
to advance the process of analysis, or to check 
and revise data. Some are produced for test or 
diagnostic purposes. 

Dispose when they have se-rved their purpose. 

(Punch Cards) 

342. Data Input Card Decks. Source data are 
transcribed on these cards for computer input and 
automatic processing. 

Dispose 1 month after the data has been 
written on tape and it has been accepted. 
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343. Computer Program Punch Cards. These contain 
commands to the computer to select specified data 
and process it in a specified manner. 

Dispose of individual cards when replaced by 
a new card, or of the deck when the program
is discontinued. 
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Private Capital Branch 

344. Secondary Source Materials File. These are 
printed and processed materials produced .by the 
Federal Reserve System for the Treasury Department.
Data are extracted from these materials to estab-
lish the balance of payments on the following
accounts by their line number in U. S. International 
Transactions Table 2: 

12 - Income Receipts
Assets Abroad 

26 - Income Payments
Liabilities 

27 - Income Payments
Liabilities 

on Other u.S. Private 

on Other 'Private 

on U.S. Government 

40 - Foreign Securities 
41 - Long-Term Claims Reported by U.S. Banks 
42 - Short-Term, Nonliquid Claims Reported

by U.S. Banks 
43 - Short-Term, Liquid Claims Reported

by u.S. Banks 
44 - Long-Term Claims Reported by u.S. 

Nonbanking Concerns 
45 - Short-Term, Nonliquid Claims Reported

by u.S. Nonbanking Concerns 
46 - Short-Term, Liquid Claims Reported by

u.S. Nonbanking Concerns 
49 - u.S. Securities Other Than Treasury Issues 
50 - u.S. Long-Term Nonliquid Liabilities to 

Private Foreigners, Reported by U.S. 
Nonbanking Concerns 

51 - u.S. Short-Term Nonliquid Liabilities 
to Private Foreigners, Reported by
u.S. Nonbanking Concerns 

52 - u.S. Long-term Liabilities to Private 
Foreigners, Reported by u.S. Banks 

53 - Long-Term Liabilities to Foreign Official 
Agencies, Reported by

56 - u.S. Liquid Liabilities 
Foreigners

57 - u.S. Liquid Liabilities 
Official Agencies 

u.S. Banks 
to Private 

to Foreign 

59 - Transactions in U.S. Official Reserve 
Assets, Net, Gold 
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60 - Transactions in u.s. Official Reserve 

61 
Assets, Net, SDR 

- Transactions in u.s. Official Reserve 
Assets, Net, Convertible 

Transactions in u.s. Official Reserve 

62 
Assets, Net, Currencies 

- Transactions in u.s. Official Reserve 

63 

Assets, Net, Gold Tranche 
position in IMP 

- Allocations of Special Drawing Rights
(SDR) 

After preliminary analysis, the data selected from 
these materials are posted in summary form and in 
various breakdowns on detail sheets. The final 
figures are published in tables and special arti-
cles in the Survey of Current Business. These 
materials accumulate in only small volume. Also,
the concepts in this particular area of the 
balance of payments accounts are in a state of 
flux, therefore, it will be necessary to maintain 
these materials for a relatively long period. 

Transfer to WNRC when 20 years old. Dispose
when 40 years old. 

345. Detail Sheets File. Raw data extracted from 
the secondary source materials are posted on 
detail sheets in summary form reflecting a 
preliminary analysis. Based on further analysis
and processing, final figures are posted on an-
other detail sheet just as they will appear in 
published balance of payments articles and tables 
produced by the computer. Thus, the detail sheets 
contain much data that is never published and that 
is needed for extended analytical study. 

Dispose when 20 years old. 

346. Recapitulation Worksheets File. These are 
large sheets on which data from a number of detail 
sheets are consolidated to provide an analysis in 
depth for a particular line account or a reporter. 
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These sheets are used for long-term analytical
purposes primarily concerned with the validation 
or substantiation of published figures and for 
the refinement of the subject balance of .payments 
accounts. 

Dispose when 15 years old. 

347. Components of Gross Data File. These are 
materials collected from various public sources 
to (monitor the components of gross data produced
by the Federal Reserve System and Treasury
Department. The data published by the Department
and the System is in terms of gross totals. These 
materials are collected and used to convert the 
gross totals into the categories and components
of such totals that are used by BEA in the 
balance of payments accounts and elsewhere for 
analytical use. 

Dispose when 15 years old. 

348. Census Survey of u.S. Holdings of Foreign
Stocks and Bonds. In 1949, using the largest
possible sample of the universe, BEA received a 
compilation of a census of u.S. persons and firms 
having holdings of foreign stocks and bonds. 
This compilation serves the same purpose in the 
Bal-ance of Payments Division as do the papers
referred to in other divisions as a benchmark. 

Transfer to WNRC 10 years after the next 
census is taken. Dispose 10 y€ars later. 

Mar 72 

110 



Trade and Services Branch 

349. Secondary Source Materials File. These 
include a preliminary machine run produced
monthly by Bureau of the Census of u.s. exports-
domestic and foreign-by commodity, country of 
destination, customs district, and methods of 
transportation. A similar run is received on 
exports of foreign merchandise from u.S. to 
other countries containing the same types of 
data. These runs are replaced by a volume 
containing the firm data two or three months 
later. 

A run showing u.S. Imports for consumption and 
general imports by TSUSA commodity country, customs 
district and method of transportation. A companion
report entitled "U.S. Foreign Trade-Imports
Schedule A Commodity by Country" is also received 
from Census. 

Census also produces and transmits counterpart
reports to those described above for imports and 
exports containing the data arranged first by
country, thereunder by commodity, etc. 

Another notable source produced by Census is 
u.S. Foreign Trade, Highlights of Imports and 
Expo~ts produced monthly. 

A quantity of other printed and processed materials 
produced by other government agencies and private
organizations are collected for the extraction of 
raw data. 

a.	 Monthly preliminary runs On exports-
dispose when superseded by the monthly
final runs. 

b.	 Monthly final publication on exports-
dispose when 15 years old. 

c.	 Annual final publications of exports-
retain_indefinitel~. Transfer to WNRC 
when 15 years old. 
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d.	 Monthly run on imports-retain indefinJl~~~ 
~ Transfer to WNRC when 15 years old. 

e.	 Monthly Imports Schedule A Commodity by
Country-dispose when superseded by the 
annual issue. 

f.	 Annual Imports Schedule A Commodity by
Country-retain indefinitely. Transfer 
to WNRC when 15 years old: .. 

g.	 Monthly Highlights of Exports and 
Imports-b~~~ly~ Transfer 
to WNRC when 15 years old. 

350. Merchandise Trade Commodities File. These 
contain exports and imports of major commodities 
by sections such as agriculture, machinery, aircraft,
chemicals, and consumer goods. The vast majority
of the material in the file is printed or processed
by other government agencies and private organiza-
tions. 

Dispose of individual documents or the 
contents of file folders when they have 
served their purpose. for current business. 

351. Domestic Production, Supply, Imports and 
Exports of Metals File. This contains worksheets 
showing an analysis of the domestic production,
supply, and stock changes of various metals with 
offsetting numbers for exports and imports in-
cluding changes in the national stockpile. The 
worksheets are filed with ·supporting processed 
and printed documents. To over simplify this 
constitutes an inventory of critical metals and 
it would therefore appear to have long-term
significance. 

~qin-.inq.ef~!l..:Lt~.Joy_ to whenTransfer WNRC 
no longer needed for current business. 
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352. u.s. Exports and Imports Classified by OBE 
End-Use Commodity categories, File. This is a 
classification of end-product use of commodities 
exported and imported by United States. The 
classification has been published for the period
1923-1968. The classification and data needed to 
update it quarterly in the Survey of Current 
Business, is written on magnetic tape, supported
by background data on hard copy in greater detail. 

Printouts-Retain indefinitel~, and transfer 
to WNRC when 15 years old. 

Master tape-Same tape is updated each year. 

353. Import and Export Merchandise Trade Detail 
Sheets. These are printed ruled sheets with 
captions (BE-114 and 114A) on which data drawn 
from manually prepared spreadsheets are posted.
The data on these sheets are analyzed and 
consolidated in two data cells exactly as they
appear in the published balance of payments
accounts. The file also includes documentation 
of data supporting the Detail Sheets. 

Retain indefinitely. Transfer to WNRC when 
25 years-oIa. -

354. Balance of Payments Adjustment File. These 
are Detail Sheets, with supporting papers, showing
the calculation of adjustments to the merchandise 
trade accounts to balance receipts and expenditures
for items not accounted for in the Bureau of Census 
trade statistics. These are manually prepared. 

Retain indefinitely. Transfer to WNRC when 
25 years-O±d. ... 

355. Country Merchandise Trade Historical File. 
This contains typescript copies of papers,
handwritten notes, newspaper and magazine clippings,
and other printed and processed documents containing
factual data on the import and export merchandise 
trade, or data needed to interperet the trade, of 
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foreign countries. The papers are arranged by
geographical area, thereunder by country. 

Dispose of individual documents or contents 
of file folders when they have served their 
purpose. 

356. Foreign Trade Subject File. This is documen-
tation of events, actions, and situations occurring
in u.S. and abroad that influence changes or 
controls of segments of foreign trade. For example,
data- is collected here on the international monetary
system, fiscal policies, trade controls, changes in 
the tariff structures, and the like for the u.S. and 
foreign governments. This file is a worktool which 
has daily application in the office concerned. 

Dispose of individual documents or the 
contents of file folders when they have 
served their purpose. 

357. Adjustments Pending File. At present the 
file contains copies of reports of imports and 
exports between Guam and other countries prepared
by a representative of its government by BEA 
request. The data in these reports are not 
included in Bureau of the Census statistics and 
part of the task is to get Census to appropriately
establish recording and publishing procedures for 
such- data. 

Another project documented in this file includes 
the collection and analysis of figures on u.S. 
goods returned which at present appear in official 
publications as bona fide imports. Again part of 
the objective is to arrange an agreement with 
Bureau of the Census to determine if the' items 
shown in goods returned for imports were originally
recorded by Bureau of the Census in export tabulations 
or processed by Bureau of the-Census as'tempQrary
exports and therefore excluded from export tabu-
lations. 

a.	 Selected documents-move to the Balance 
of Payments Adjustments File upon
completion of the project. 
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b.	 All other papers-dispose when they have 
served their purpose. 

358. GSA Strategic Stock Pile Data File. This 
contains detail sheets on which are posted summary
figures extracted from secondary sources including
the "Statistical Supplement, Stock Pile Report to 
Congress," GSA Financial Reports, and similar 
statistical supporting materials. 

The data generated is used to analyze trends in 
the merchandise trade accounts resulting from 
changes in strategic metals acquired or released 
from the national stockpile. 

Dispose by burning or shredding when 3 years 
old. 

359. Exports and Imports Related to Production 
File. These are worksheets and tabulations, with 
supporting papers, showing the source and production
of commodities exported by the u.S. The papers are 
arranged by the names of commodities. 

This file is a long-range worktool used periodically
by the office. 

Dispose of individual documents or content 
of file folders when they have served their 
purpose. 

360. Methodology, Procedures, and Special Studies 
File. Documentation of the techniques, statistical 
standards and guidelines, data processing methods,
table specifications, and procedures used to 
produce the merchandise trade accounts as they
appear in the Survey of Current Business and to 
produce any special studies assigned to or 
undertaken by the activity. 

~.~~~RdofiniEel~ Transfer to WNRC when 
they are no longer needed for current business. 
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(Magnetic Tapes) 

361. Master Maximum Detail Merchandise Trade Input
Tape. All of the data supporting the merchandise 
trade accounts as they appear in the Survey of 
Current Business are written on these tapes. The 
most current entries written on the tape, supple-
ment and update all previous data. The current 
tape is updated quarterly and at the end of the 
year the last 4 quarters are combined in the 
annual update. 

In addition to producing the merchandise trade 
accounts, the data written on these tapes are also 
used to produce u.s. Exports and Imports Classified 
by OBE End-Use Commodity Categories, published as a 
supplement to the Survey of Current Business, which 
is revised each quarter. 

Retain indefinitely. Transfer to WNRC when 
no longer needed~or current business. 

(Computer Printouts) 

362. Master Maximum Detail Merchandise Trade 
Printout. This is a printout of all of the data 
written on the Master Maximum Detail Merchandise 
Trade Input Tape. The data is formatted in the 
various arrays needed to support the merchandise 
trade accounts and also the tabular material in u.s. Exports and Imports Classifified by OBE 
End-Use Commodity Categories. 

a.	 Quarterly printouts - dispose when 
superseded by a new issue. 

b.	 Annual printouts - dispose 1 year after 
publication of the next issue of U.S. 
Exports and Imports Classified by-oBE
End-Use Commodity Categories covering
the involved period. 
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363. Seasonal Adjustment of aBE End-Use categories
and Selected Summary Commodity Groupings Printout. 
This printout contains all of the data used to 
calculate seasonal adjustment factors for commod-
ities imported and exported. The printouts are 
produced directly from a card deck through use of 
the buffered memory capability of the computer. 

Dispose 6 months after Bureau of the Census 
has published a firm version of the source 
data used to compile the seasonal adjustments. 

(Punch Cards) 

364. Seasonal Adjustment Punch Card Deck. This 
deck translates to machine language all of the 
data appearing in the Seasonal Adjustment of 
aBE End-Use Categories and Selected Summary
Commodity Groupings Printout. 

Dispose of individual cards when 
replaced by a new card or of the deck when 
the program is discontinued. 

(Remittances and Miscellaneous Services) 

365. Survey Forms File. These are questionnaires
sent to U.S. individuals and firms to collect 
data on a confidential basis on fees and royalties,
other private services, private payments for other 
services, and private remittances and other trans-
fers from unaffiliated foreign organizations.
The data collected on the following forms are 
analyzed and used to satisfy the balance of payments
commitment to publish periodically the position
of u.S. International Transactions: 

BE-40 Institutional Remittances to Foreign
Countries 

BE-47 Foreign Contract Operations of U.S. 
Construction, Engineering, Consulting,
and Other Technical Services Firms 
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BE-48 Reinsurance Transactions With 
Insurance Companies Resident Abroad 

BE-93 International Transactions in 
Royalties, Licensing Fees, Film 
Rentals, Management Fees, Etc.,
with Unaffiliated Foreign Residents 

BE-579 Foreign Personal Remittances 

The data collected&e preliminarily analyzed and 
posted on detail sheets. Essentially all of the 
data on the forms' are written on a Master Maximum 
Detail Balance of Payments Input Tape. 

Dispose when 5 years old. 

366. Private Services primary Source Materials 
File. This file includes some primary source 
materials such as the field notes developed by a 
BEA representative on a visit to the west coast 
to estimate the number of Mexican workers in the 
U.S., direct reports requested from communications 
organizations showing gross receipts and payments
which are used in the communications account,
and British West Indies Central Labor Organization
quarterly reports of remittances to the West Indies. 

Transfer to WNRC when 5 years old. Dispose
when 10 years old. 

367. Private Services Secondary Source Materials 
File. For the foreign expenditures account,
pririted and processed material is collected from 
other government agencies and the United Nations. 
Selected data from these sources are analyzed and 
compiled to show the expenditures of foreign
governments in this country in various breakdowns. 
Printed and processed material is also collected 
from international organizations showing in 
considerable detail their expenditures in the U.S. 

Printed and processed material on insurance writing
are collected from any and all sources discovered. 

Mar 12 

118 



Consular fees are estimated from printed and 
processed material from the Bureau of the Census. 

Transfer to WNRC when 5 years old. Dispose
when 10 years old. 

368. Recapitulation Worksheets File. These are 
ruled and processed spreadsheets on which data 
taken from the Master Maximum Detail Printout or 
other sources are posted to be analyzed to estab-
lish a universe total for the line item account (s)
or parts thereof. The data manually prepared in 
this manner are posted on detail sheets after 
further analysis and incorporated in the appro-
priate balance of payments accounts. 

Dispose when 10 years old. 

369. Forei n Ro alties, Rentals, Licensin 
En ineers and Contractors Record Card File 
This is a 5" x 8" card containing the name of the 
company, address, kind of business, principle
product or service, name and title of official,
dates of receipt and dispatch of the survey form,
notations of incoming and outgoing correspondence,
and remarks. The prime value beyond dispatch and 
receipt of the survey form is as a source of 
historical background data on the respondent. 

Dispose of individual cards when 10 years old. 

370. Reinsurance Transactions Record Card File 
(BE-704). These are 5" x 8" cards containing the 
name of the company, address, company codes, 
company contact, dates of dispatch and receipt of 
forms, follow-up actions, total, transactions of 
net reinsurance premiums, and transactions of 
+einsurance losses. 

Dispose of individual cards when 10 years old. 
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371. Institutional Remittances File (BE-734).
These are 5" x 8" control cards -containing
company name, address, code, contact official,
dates- of dispatch and receipt of forms, follow-up
actions, and quarterly and annual totals. 

Dispose of individual cards when 10 years old. 

(Magnetic Tapes) 

372. Survey Data Included in Miscellaneous Services 
and Private Remittances Accounts Master Detail 
Tape:s:--These consist of 4 separ-ate series of 
tapes on which are written maximum detail survey
data collected to establish the accounts identified 
below by line number and title of Table 1 u.S. 
Int~rnational Transactions: 

7 - Exports of goods and services:	 Fees and 
royalties
from unaf-
filated 
foreigners

8 - Exports of goods and services:	 Other private
services 

21 ~ Imports of goods and services:	 Fees and 
royalties to 
unaffiliated 
foreigners

22 - Imports of goods and services:	 Private 
payment for 
other services 

32 - Private remittances and other transfers 

These tapes constitute a part of the	 broad based 
Balance of Payments Data Bank WhlCh is used to 
respond to balance of payments mandates. 

Retain indefinitely. Transfer to WNRC when 
no longer needed for current business. 
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(Computer Printouts) 

373. Preliminary Printout of Survey Detailed Data. 
These are printouts produced from the tapes
described immediately above to prepare forecasts 
and projections on a quarterly basis. 

They are also used to evaluate and analyze the 
data collected from reporters. The most recent 
issue of these printouts supersede all previous
issues of the same run . 

.Dispose when superseded by a new issue. 
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Travel and Transportation Branch 

374. Travel Receipts and Travel Payments Survey
Forms. These are survey forms supplied to 
immigration and customs officers for distribution 
to travelers from foreign countries to the U.S.,
u.S. travelers to foreign countries, and travelers 
crossing the Canadian and Mexican borders as 
follows: 

BE-536 Questionnaire for U.S. Travelers 
Returning from Visits to Canada 

BE-572-IG Information Requested of Visitors 
to the united States (Italian-

German)
BE-572-SF ditto (Spanish-French)
BE-572-SP ditto (Spanish-Portuguese)
BE-574 Travel Questionnaire for U.S. Residents 

Returned from Trips Abroad 
BE-575 Expenditures of United States Travelers 

in Mexico 

The forms request data showing passenger fares, and 
the amount of money spent in foreign countries 
while the traveler is there, the same data is 
collected from the foreign traveler to the U.s. 
The Canadian Government supplies data on Canadian 
citizens visiting the U.S. and the U.s. does the 
same for the Canadian Government. Data on Mexican 
trave~ers to the u.s. is collected in the same 
manner as on all other foreign visitors except
those that remain in the border area on whom data 
is collected on a cash flow basis from border banks. 

The data from all of these forms is tabulated 
manually and analyzed for quarterly publication
showing the impact of the money spent by U.S. 
citizens in foreign countries and that spent by 
foreign citizens in this country on the balance 
of payments position of the U.S. 
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These forms are primarily useful in answering
outside requests for information for only a 
short period of time. 

Dispose 6 months after publication in the 
June Survey of Current Business tables. 

375. Detail Worksheets File. The raw data from the 
survey forms are tabulated on detail sheets in a 
variety of arrays for analysis which provides the 
number of travelers to geographic areas and the 
average exper.0iture of each of them. These estimates 
and averages are in turn analyzed and used to pro-
duce the line item figures as they are actually
published in the Survey of Current Business. None 
of the data appearing on the detail worksheets is 
published as a general rule. The line numbers and 
account titles in U.S. International Transactions 
Table 2 are as follows: 

4 
5 

- Exports
- 01 

of 
u 

goods
" 

and 
" 

services: 
" .. Travel 

Passenger
Fares 

6 - 01 " 01 01 " Other 

1.8 -
19 

Imports
01 

of 
01 

goods
" 

and 
01 

services: 
" : 

Transportation
Travel 
Passenger

Fares 
20 - 01 " " 01 u Other 

Transportation 

Dispose when 5 years old. 

3'16. Reporters General Correspondence File. This 
contains copies of outgoing correspondence in reply
to some comment or question posed by the reporter. 

Dispose when no longer needed for current 
business. 

377. Record Cards - U.S. Carriers Ocean Freight Revenues 
and Expenses (BE-28). These are 5" x 8" cards on which 
the data submitted by each operator are posted covering
a period of a number of years. 

Dispose of cards when 15 years old. 
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378. Foreiqn Carriers' Ocean Freight Revenues and 
Expenses in the United states Survey Forms, (BE-29).
These forms are sent to foreign carriers to collect 
data on their ocean freight revenues and expenditures
in the united states. This data is collected 
annually. 

Foreign carriers and/or agents engaged in the 
carriage of goods in u.s. foreign trade calling
either on u.s. continental or territorial ports
are asked to report the activities of their liner,
tramp, and tanker services. 

The data is compiled on detail worksheets. The 
final analysis of the data are summary figures
posted on a detail sheet submitted to the Analysis
and Review Staff incorporation in the balance 
of payments tables and articles published in the 
Survey of Current Business. 

Dispose when 5 years old. 

379. Ocean Freight Revenues and Expenses - U.S. 
Carriers Survey Forms (BE-30). These are quarterly
report.s sent to u. S. ocean carriers and/or agents,
engaged in the carriage of goods in international 
commerce, to collect data. The reports show the 
revenue of u.S. operators on outbound, inbound,
and cross-trade cargoes~ charter hire paid to or 
received from foreign residents~ shipping weight
of cargoes by category, and expenses in foreign
countries. 

These data are preliminarily analyzed and summary
figures are posted on a detail sheet. These 
figures are further analyzed and summarized to 
produce final figures, substantially as they
appear in published balance of payments tables. 

Dispose when 5 years old. 
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380. Foreign Airline Operators Revenues and Expenses
in the united states Survey Form (BE-36). This is 
an annual reporting form sent to foreign airline 
operators engaged in carrying passenger or freight
and express to or from the united states. 

Foreign airline operators are requested to report
their import freight earnings and related shipping
weights and expenses incurred in the united States 
associated with their carriage of freight, express,
and passengers, both inbound and outbound. 

The data reported is preliminarily analyzed and 
summary figures are posed on detail sheets. These 
figures are further analyzed and summarized to 
produce final figures, substantially as they
appear in published balance of payments tables. 

Dispose when 5 years old. 

381. American Airline Operators Foreiqn Revenues 
and Expenses Survey Forms (BE-37). This is a 
quarterly report sent to American airline operators
to collect data on their international transportation
transactions. The specific transactions of revenue 
derived· from the carriage of freight from the 
united States to foreign countries; from the 
carriage of freight and passengers between foreign
countries; and of operating expenditures in foreign
countries. 

The data reported is preliminarily analyzed and 
summary figures are posed on detail sheets. The 
data is used, after consolidation, in quarterly
tabulations of the balance of payments in special
tabulations of international transportation
transactions in the Survey of Current Business,
Statistical Abstract, and other government publications. 

Dispose when 5 years old. 
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382. Private Transportation - Payments and Receipts
(BE-I06 and BE-I06A). These are printed forms on 
which are posted total private transportation
payments and receipts broken down by freight, 
passenger fares, port expenditures, other, and total 
payments, thereunder by geographic areas (Western
Europe, Eastern Europe, etc.). 

Dispose when 25 years old. 

383. Recapitulation Worksheets File. There are 
large spreadsheets on which the economist compiles
an analysis, usually covering a period of 5 years
of each reporter's transactions broken down in a 
manner calculated to enable him to answer all 
questions and provide adequate backup for antici-
pated assignments. Though not used in the same 
manner, these are basically the same as benchmark 
worksheets found in other units of BEA • 

.Dispose when 25 years old. 

(Magnetic Tape$) 

384. Foreign vistors Master Detail Input Tape. 
All data collected on foreign visitors to the u.s. showing passenger fares and expenditures in 
this country are written on magnetic tape. The 
data is analyzed and through the programming
of the computer, figures are derived from this 
tape for final calculations needed for pUblication
of balance of payments tables. 

Eetain indefinitely,. Transfer to WNRC when 
no longer needed for current business. 

(computer Printou~) 

385. Foreign Visitor Master Detail Printout. This 
is a printout of essentially the same data that is 
provided on the survey form returned to BEA by
foreign nationals who visited the u.s. 

Dispose when 5 years old. 
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FOREIGN DEMOGRAPHIC ANALYSIS DIVISION
 

The Division conducts highly specialized studies 
of population, manpower, statistical reporting
systems, economics, and social and cultural 
characteristics of foreign countries. This work 
involves the collection, compilation, evaluation 
of relevant data, the preparation of estimates 
and projections, and the preparation of special
analytical and interpretive reports and monographs
for use by strategic and policy-making government
agencies. 

The large bulk of the work of the Division is 
accomplished in four branches-~China~ U.S.S.R./East
Europe~ Social Studies~ and Local Area Data. Each 
branch has its own holdings of research materials,
including books and periodicals, since none of 
these materials overlap with those of another 
branch~ each analyst of the China and U.S.S.R. 
branches maintains a file of his own worksheets. 
The analysts of the other two branches do not 
maintain these worksheets~ they are maintained at 
the branch level. 

The Division maintains a standing capability to 
produce demographic reports on an established 
cycle on the U.S.S.R., East Europe, and China 
areas, and social studies and local area data 
for any foreign country requested by another 
government agency on a reimbursable basis. 

The files are not distributed according to 
organizational subdivisions of the Division 
because it would be needlessly repetitious to 
do so. So long as the papers in the file fit the 
description given and serve the same purpose,
the retention period provided will apply wherever 
the file is found in the Division. 

386. General Correspondence File. This contains 
mostly requests for information with appropriate
replies. However, there are some memoranda on 
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professional matters and internal activities. 

Dispose of individual documents or the 
contents of file folders when 7 years old. 

387. Administrative Subject File. This contains 
office copies of housekeeping papers on such 
matters as accident reports, bond drives, budget
materials, building passes, catalog of Census 
publications, equipment requisitions and inventories,
organization and staffing charts, personnel actions,
security, time and attendance reports, and similar 
matters. 

a.	 Budget materials _.dispose when they have 
served their purpose. 

b. All other papers -	 dispose when 5 yeamold. 

388. Chronological File. This consists of a 
tissue copy of each outgoing unclassified letter 
or memorandum produced by the unit arranged
chronologically. 

Dispose when 2 years old. 

389. Project Agreement File. This contains a 
copy of the agreement, proposals to the sponsor
concerning outlines and specifications of the 
project, monthly progress reports and other 
related papers. These projects are almost without 
exception renewed each year on a reimbursable 
basis by the sponsoring agency. The project and 
all papers pertaining to it from the beginning
are considered to be active and current until 
the contract or agreement is formally terminated 
by the sponsoring agency at which point it is 
closed. 

a.	 copies in the Office of the Chief - dispose
6 years after termination of the project. 

b.	 All copies in other offices - dispose
when they have served their purpose. 
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390. Foreign Demographic Reports File. This 
consists of 1 copy of each report produced by
the Division including classified and nonclassi-
fied, recurrent and one-time reports. 

~ain~ndefi~~~y~ Transfer to WNRC in 
biennial consignments those unclassified 
reports and those classified reports not 
published by another government agency when 
no longer needed for current business. 

391. Primary and Secondary Source Materials Files. 
These are printed and processed materials collected 
from libraries and other sources in this country
and in foreign countries. Also included is a 
small amount of primary source materials produced
to specifications of the Division. The duration 
of the period of usefulness of this collection as 
a viable work tool is dependent on a large number of 
factors such as the amount of material published
by the subject country, export restrictions on 
printed matter from that country and the quantity
and quality of data which the publication contains. 

Dispose of individual items when superseded
or they have served their purpose, either by
deposit (return) in an appropriate library
or by destruction. 

392. Card Catalogs of Secondary Source Materials. 
These are card catalogs showing the origin, location,
and leads to content (sometimes an abstract) of the 
source materials on hand. These cards constitute 
a sophisticated finding aid which must be maintained 
in close proximity to the analysts involved and to 
the source material covered. 

Dispose of individual cards when the subject
source material is disposed of. 
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393. Worksheet and Methodology File. Data are 
selected from materials collected from abroad and 
in this country. The worksheet data is analyzed
through several versions to produce projections
or estimates of the location of population,
industrial activity, manpower, economics, social 
and cultural characteristics. These s~dies:are 
prepared for other government agencies on a 
reimbursable basis. 

Dispose when superseded or when no longer
needed for current business. 

394. Foreiqn Local Area Map Files. These consist 
of a base map, most generally borrowed, with 
overlays that pinpoint the density of population
in urban and surrounding areas by use of circles 
and rectangles showing the locations of the 
population and industrial activity. The popu-
lation and location of industrial activities are 
redone on a 5- or lO-year period as a general
rule. When this occurs, the old overlays are 
destroyed. The base map involved is returned 
to the lendor when it is no longer needed. 

a.	 Base maps - return to lendor when no 
longer needed. 

b.	 Map overlays - dispose when superseded
or no longer needed for current business. 

395. Drafts of Reports and Special Studies File. 
These are typescript drafts of reports and studies 
produced in the process of refining a final version 
submitted for approval. 

Dispose when they have served their purpose. 
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(Magnetic Tape,) 

396. Master Output Tapes. These are duplicate
tapes of those furnished to the customer agency
as a final product on the demography or industrial 
activities of a foreign local area. These tapes
are maintained primarily as a backup of the tapes
provided the requesting agency. 

Scratch when superseded by a new tape produced 
when subject estimates are redone.'" 

397. Subset Tapes. These are worktapes which are 
intermediate to the preparation of master output
tapes. 

Scratch when they have served their purpose. 

(Computer Printouts) 

398. Population Projections for Foreign Countries. 
This printout gives projections of the population
of foreign countries for a 25-30 year period
showing total population, net change, births and 
deaths. These summary figures are supported
by 8 tables each having a different breakdown. 
Each new issue brings forward pertinent information 
from the preceding issue. 

Dispose when superseded by a new issue. 

399. Final Report Computer Printout. This is a 
prin"tout of the data on the magnetic tape supplied 
to the sponsoring agency as a final product for 
selected countries. The data in these printouts
are superseded by the next printout produced when 
the subject estimates or projections for a given
country are redone. 

Dispose when superseded by a new issue. 
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400. Intermediate Printouts of Output Data. These 
are printouts of data on magnetic tape for each 
of the major processing steps performed by the 
computer. They are used to check the accuracy
of the data in the computer and the accuracy of 
the computer processing of such data. 

Dispose when they have served their purpose. 

(Punch Cards) 

401. Data Input Punch Card Decks. These decks 
translate data taken from worksheets to machine 
language for computer input. These decks contain 
a large body of data that are not written on the 
Master Output Tape furnished the sponsoring agency.
These decks serve as worktools until the estimates 
or projections involved are redone. 

Dispose when the estimates or projections
are redone and a new Master Output Tape
has been written. 

402. Computer Program Punch Card Decks. These 
cards contain commands to the computer to select 
specified data and process it in a specified
manner. 

Dispose of individual cards when replaced
by a new card or of the deck when the 
program is discontinued. 
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NATIONAL INCOME AND WEALTH DIVISION 

The Division is responsible for the preparation,
development, and analysis of the U.S. national 
income and product accounts and of the Nation's wealth. 

The u.S. national income and product accounts, sum-
marized by the gross national product (GNP) provide 
an up-to-date overall view of national production,
its distribution, and its use as shown by the inte-
grated receipts and expenditures of producers, con-
sumers, investors, government, and the foreign customers 
of the United States. 

More specifically, the output consists of the following: 

o	 Monthly Personal Income - Estimates of personal
income are provided two weeks after the close of 
the reference month. The estimates are prepared
in considerable detail by type of income (wages
and salaries, dividends, proprietors' income, etc.).
Personal income is the most comprehensive monthly
indicator of economic activity and consumer pur-
chasing power currently available. 

o	 Quarterly GNP - These estimates show GNP by type 
of expenditure, type of product, and sector, 1n 
current and constant dollars; implicit price
deflators and alternative price measures for GNP 
and its components; personal consumption expendi-
tures by major type in current and constant dollars;
national income by type of income and industry
division; corporate gross product in current and 
constant dollars; corporate profits by broad 
industry groups, and corporate income taxes, divi-
dends, and retain earnings: personal income and 
its disposition: the relation between GNP, national 
incume, and personal income; government receipts
and expenditures: foreign transactions; and sou~l~es 
and uses of gross saving. 

Abbreviated projectiom of this information are 
prepared in the middle of the final month of 
each quarter for internal use by government 
agencies concerned with economic po~icy. 
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Two weeks after the end of the quarter, pre-
liminary estimates in considerably greater detail 
are released to the public and subsequently pub-
lished in the Survey of Current Business. 

The full set of quarterly estimates becomes 
available about 6 weeks after the end of the 
quarter and appear in the Survey in the second 
month after the end of the quarter. 

Along with the presentation of the preliminary
quarterly GNP estimates, an analysis of current 
economic developments viewed through the accounts 
is published in the Survey. 

o	 Monthly GNP - Monthly estimates of the GNP by
major market groupings and income types, in 
current and constant dollars, are prepared. 

Benchmark GNP estimates 

o	 Annual GNP - Preliminary annual estimates for the 
preceding year are published each January. In 
Ju1y, these estimates are revised on the basis 
of more comprehensive information. The greater
wealth of underlying data permits the publication
of considerably more detail than is possible for 
the quarterly figures: about 100 tables are 
shown in the July Survey. 

o	 Comprehensive GNP benchmarks - Following the time 
schedule of the economic censuses, new benchmarks 
are established and revisions of earlier estimates 
are prepared. The complete results of such com-
prehensive benchmark revisions' are generally
published in supplements to the Survey. 

Other estimates and compilations related to the GNP 

o	 Nonresidential fixed business capital - Estimates 
of the nonresidential fixed business capital of 
the u.S. are made annually. These cover gross 
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and net capital stock, their average age and 
their age distribution, and other related 
measures. The data	 are provided in constant 
prices and in current period prices, by type 
of	 structure and equipment, for agriculture,
manufacturing, and for all other industries 
combined. 

o	 Residential capital - Annual estimates of the 
Nation's stock of housing are prepared. These 
estimates show in current and constant dollars 

"	 the value of the farm and nonfarm housing stock,
including the value of the stock of 1-4 dwelling
unit structures and mUlti-unit structures, and 
the value of owner- and tenant-occupied units. 

o	 Public and private debt and financial analysis -
Once each year, comprehensive estimates of public
and private debt, classified by borrower group,
are prepared. These estimates are published in 
the May Survey. 

o	 Special compilations for international orqanizations -
The official translations of the U.S. national 
income and product accounts into the forms pre-
scribed are prepared for the United Nations and 
the Organization for Economic Co-Operation and 
Development. 
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DISPOSt.l NOT 
APPROV:L> 

• 

Mar 

Office of the Chief 

403. National Income Accounts Quarterly Estimates
 
File. This file documents executive action to main-
tain quality control of the data. It is used to re-
view the accuracy and construction of each workstep

involved in preparing the national income and product

account tables as published in the Survey of Current
 
Business.
 

~Lu-iR~~~i~¥ ..Transfer to WNRC 
when no longer needed for current business. 

404. National Income Accounts Annual Estimates
 
File. These are preliminary estimates submitted to
 
higher authority for review of the worksteps and
 
methodology used in preparing tables proposed for
 
pUblication. The review involves evaluation of data
 
collected on 13 quarters for each annual pUblication.

This also documents executive action to maintain 

quality control of the data. This file also includes 
an historical set of annual national income estimates 
for the period 1909-1928 produced as a one-time project. 

~~D_indefini~_, .Transfer to WNRC when 
no longer needed for current business. 

405. Alphabetical and General Subject File. This
 
contains incoming and outgoing correspondence includ-
ing requests for information, intra- and inter-Depart-
mental communications and Congressional and foreign

correspondence which are case-filed within the alpha-

betical arrangement. More specifically the file con-
tains information on all facets of the Divisionis
 
functions and activities, and a quantity of papers on
 
the professional concepts and principles applied.
 

Start a new file every year. Transfer to 
WNRC when 5 years old. Dispose when 10 years
old . 

406. Chronological File. This consists of a carbon 
copy of each outgoing item developed in the Division. 
This file is maintained to help keep all members of the 
staff informed of current developments. 

Dispose when 1 year old. 

72 

136 



407. Administrative Subject File. This consists of 
housekeeping papers including copies of requisitions
for services and things, personnel actions, travel 
authorities and vouchers, requests for and allocations 
of space, and the like. Also included within the 
alphabetical arrangement are case-filed copies of 
papers produced by the key officials of the Division. 

Dispose when 2 years old. 

408. Press Releases File. This consists of mUltiple
copies of each press release generated by the Division. 
The file is used for distribution and as a source of 
precedence. A record copy of these releases is main-
tained in the News Room, Office of the Secretary. 

Dispose when no longer needed for current 
business. 

409. National Wealth Project Secondary Source Materials 
Fileo This consists of printed and processed material 
produced by other government organizations and the 
private sector. They contain raw data which is being
compiled and analyzed to determine the feasibility of 
adding to the national income and product accounts a 
new Wealth Account which will provide an annual balance 
sheet of the real and financial wealth of the United States. 

Dispose when 30 years old. 

410. N-::tiona1\-vealthProject Worksheets File. This 
consists of worksheets with tabulations and other 
supporting papers developed in the process of examining
the need for a new national wealth account and to 
provide the conceptual as well as the statistical 
framework for it. --/ Dispose when 30 years old. 

411. Special Unpublished Reports and Studies File. 
This consists of one record copy of each unpublished
special study or report produced by request of another 
government agency or by direction of a Departmental
or bureau authority. 

Transfer to WNRC when no longer needed for 
current business. fr f T/f W ____til. 7= -, 
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412. 
These 

forms sent to reporters to be completed and returned to 
BEA for a compilation and analysis of data needed to pro-
duce a special study or report for a government agency
concerned with economic policy. Also included are work-
sheets and other tabulations showing how the numbers pre-
sented in the study or report were derived. 

Dispose 5 years after the requesting agency has 
accepted the report or study. 

(Capi tal Stocks) 

413. Fixed Investment Worksheets File. This consists 
of worksheets containing a preliminary analysis of 
raw data showing gross private fixed domestic invest-
ment of the U. S. from these worksheets the capital
stock of the U. S. is calculated annually. The--c apLt.a.L 
stock is a component of the total wealth of the U. S. 
This is part of an ongoing interagency project to 
measure the total national wealth. To date the follow-
ing have been measured: total residential capital stock,
and private nonresidential business capital stock. 

Dispose when 10 years old. 

414. Fixed Investment Methodology File. This con-
tains documentation of methodology of the capital
stock studies, including data systems, procedures,
statistical standards and formats considered in the 
course of planning the project. This includes I copy
of Fixed Nonresidential Business Capital in the United 
States, 1925 - 1970, published in Novew)er 1971 and 
future editions. 

Retain ind~~j~itel~. Transfer to WNRC when no 
longer needed for current business. 

(Magnetic Tapes)
415. Master Maximum Detail Input Tape. Essentially 
all of the data on the Fixed Investment Worksheets 
are written on magnetic tape and retained as a broad 
data base for generating a number of master output
tapes. 

Scratch when 15 years old. 

416. Master Maximum Detail Output Tape. The data written 
on these tapes are taken from the Master Maximum Detail 
Input Tapes and are automatically processed by the 
computer to calculate and arrange fixed investment 
figures in the various arrays and formats published
in the Survey of Current Business and the Fixed 
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Nonresidential Business Capital in the United 
States, 1925-1970. 

Scratch when 15 years old. 

417. Master Price Index Input Tape. This consists 
of unpublished data that goes into estimating the 
gross national product. From this tape quarterly 
measures of price changes for gross national pro-
duct are derived. 

Scratch when the next GNP benchmark revision 
is completed. 

418. Subset Tapes. These are work tapes generated
at various stages in the process of producing a 
mater input Ot output tape. Also, work tapes are 
frequently written to test or check calculations or 
data in certain arrangements. 

Scratch when superseded or when they have 
served their purpose. 

(Computer Printouts) 

419. Preliminary Printouts. These are printouts
of data produced at the various stages of preparing
the capital stock tabulations of the quarterly
measures of price changes for GNP. With one major
exception, the printouts are produced to test, edit, 
or revise data processed automatically to produce
published material. The exception is that all of 
the data published in Fixed ~onresidential Business 
Capital in the United States, 1925-1970, and a large
amount of unpublished supporting data are included 
in the printouts for future use. 

Dispose when superseded or when they have 
served their purpose. 

(Punch Cards) 

420. Data Input Punch Card Decks. These are decks 
of punch cards which translate data into machine 
language to be written on master input, output,
and other magnetic tapes. 

Dispose when the 
has been checked 

data on the subject tape
and found acceptable. 
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421. Computer Program Card Decks. These are punch
cards containing commands to the computer to select 
specified data and to automatically process it in 
a specified manner. 

Dispose of individual cards when superseded
by new cards. 

(National Economic Accounting
Training for Foreign Nationals) 

422. Foreign Aid Trainee Files. These comprise an 
individual file on each participant in the international 
training program on national economic accounting.
The file is arranged alphabetically by country and by
trainee name within the country. Also included are 
the original application for training, education and 
biographical information, itineraries, curriculum,
assignments, and correspondence for each international 
trainee. 

Dispose when no longer needed for current 
business or when the program is terminated. 

423. Training Program and Plans File. Included in 
this file are outlines of programs with subjects and 
units covered, publications for teaching aids, in-
structor's class notes, bibliographies, and other 
materials essential in the teaching curricula. 

~I~crnw, ~~~86~ 
~	 Dispose when superseded by a revision or
 

update of individual documents.
 

424. Arnninistrative Voucher Files. These are ar-
ranged alphabetically by trainee name and contain 
e~penditure vouchers for subsistence, travel, and 
misceLlaneous expenses for foreign trainee partici-
pants in each international training program. These 
are informational copies only as the SESA Budget and 
Finance Division is responsible for the official 
record copy. 

Dispose 1 year after trainee is terminated 
from the program. 
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425. International Training Program Statistical Re-
ports File. This contains monthly and quarterly re-
ports submitted to the Agency for International
 
Development and the Pan American Union covering

man months of training, arrival and departure dates,

and other statistical data in connection with each
 
training session. These are information copies as
 
the abovementioned agencies are responsible for the
 
official record copies.
 

Dispose when no longer needed for current
 
business.
 

(Alternative Estimates of Monthly GNP) 

426. General Correspondence File. This contains in-
coming and outgoing correspondence pertaining to the
 
development of alternative methods of estimating the
 
the monthly GNP. Also included are papers contain-
ing comments on the professional principles andl
 
techniques involved in establishing a new series of
 
monthly estimates of the GNP when source data are not
 
available on a monthly basis for certain elements of
 
such estimates~ Documentation of the circulation
 
and comments on the new estimates are included. Up-
on approval and adoption of the new estimates, the
 
monthly estimates of GNP will appear as a regular

part of the GNP tables published in the Survey of
 
Current Business.
 

Transfer to WNRC 2 hears after the project 
DISPOSAL NOThas been closed. Dispose when 15 years ~PROVWold. 

427. BEA Monthly GNP Committee File. These are
 
papers collected or generated by the BEA Monthly

GNP Committee and retained by a member which deal
 
with an evaluation of the methods and procedures

used to produce various estimates of -the GNP. The
 
committee also concerns itself with the consistency

and the validity of published GNP data and the
 

establishment	 of BEA standards governing the quality
of the project. JJ'SPosAlN 

fiI'PROVf.O or 
Transfer to WNRC when 10 years old. Dispose
when 15 years old. d.tt:t. 

t?f( 
~1;J7 
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428. Methodology File. This contains materials 
(worksheets, computer printouts, punch card, etc.)
and correspondence pertaining to proposed methods 
under trial in the process of creating alternative 
methods for estimating monthly GNP. Also included 
are narrative descriptions of each of the methods 
developed during the project. Among the alter-
natives tested to date are the following: 

(1) Aggregate Regression Model 

(2) Principle Components Model 

(3) Gross Product 
Regressions 

Originating by Annual 

(4) Gross Product 
Regressions 

Originating by Quarterly 

(5) Corporate Profits by Annual Regressions 

(6) Sorporate Profits by Quarterly Regressions 

(7) Conventional Pre aration of Monthl GNP 
using the same method as in the prepara-

tion of the quarterly GNP estimates) 

Transfer to WNRC when 10 years old. O~e~o8e
wh~m~~§)6;;(;~~~-t;~~ ~
 

~~~YV4, 
kl ;J~ 13 ~~v0y ~-a-AA/4J.-rv 

, '};rr~. o-t-c( 
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Income Branch
 

(Personal Income: Employee Compensation)
 

429. Secondary Source Materials File. This file con-
sists of printed and processed materials collected from 
other agencies containing data on wages and salaries,
supplements to wages and slaries, net interest, transfer 
payments, and personal contributions. Data are selected 
from these sources and posted on worksheets for analysis
to produce the appropriate items in the national income 
and product accounts. The bulk of this material is 
collected from the Labor Department, Internal Revenue 
Service, Veterans Administration, Civil Service Commission,
Social Security Administration, and the Department of 
Agriculture. 

Dispose of individual items when superseded
or when they have served their purpose. 

430. Monthly, Quarterly, and Annual Benchmark Worksheets. 
Data are posted on a series of worksheets, each of which 
represents an analytical step in the preparation of 
measures of personal and national income for publication
in the Survey of Current Business. The worksheets con-
tain the data substantially as published plus a consider-
able amount of unpublished supporting data. Some of 
these worksheets bound in ledgers are sometimes referred 
to as basebooks. 

a.	 Benchmark worksheet - retai11-.indef.illit~e.,l~
Transfer to WNRC when no longer needed for 
current business. 

b.	 Annual worksheets - .•.ret ain-i-ndeE--in:i-teJy
Transfer to WNRC when no longer needed for 
current business. 

c.	 Quarterly and monthly worksheets. Transfer to 
WNRC when 15 years old. Dispose when 25 years
old. 

431. Methodological Information File. This file con-
tains materials from a great variety of sources that 
describe methodologies and principles for selecting 
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and analyzing data to derive economic measures. 

Dispose of individual documents or contents 
of file folders when superseded or when 
they have served their purpose. 

(Magnetic Tapes) 

432. Master Detail Wages and Salaries Input Tapes. 
Wages and salaries data are aggregated and written 
on these tapes which will serve as a broad base data 
bank for the account. 

Retain indefinitel~.. Transfer to WNRC when no 
ronger needed for current business. 

433. Subset Tapes. These are worktapes which at present
contain data on supplements to wages and salaries. Eventu-
ally the data on these tapes will be refined and merged on 
a Master Input Tape. Also included are a variety of other 
worktapes representing one workstep data in the process of 
developing an automated program. 

Scratch when they have served their purpose. 

(Computer Printouts) 

434. Wages and Salaries Printouts. These are recurrent 
printouts
including 

of wages and salaries 
the following: 

and supplementary data 

(1) unemployment insurance data, 

(2) other labor income, 

(3) employer contributions, 

(4) seasonal adjustment factors, and 

(5) payroll index data. 
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These printouts are produced as the result of utilization 
of the computer to aggregate and manipulate large masses 
of data to save manpower in deriving the economic measures 
involved. They are also used to verify the accuracy of the 
data. 

Dispose when replaced by a new issue or when
 
they have served their purpose, whichever
 
is appropriate.
 

(Punch Cards) 

435. Data Input Punch Card Decks. Data is transcribed 
on these punch cards to translate it to machine language
for computer input. 

Dispose 30 days after the data has been written 
on tape or printed out and accepted. 

436. Computer Program Punch Card Decks. These cards 
contaln commands to the computer to select specified data 
and process it in a specified manner. 

Dispose of individual cards when replaced by a 
new card or of the deck when the program has been 
terminated. 
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(Corporate Profits and Proprietors' Income) 

437. Secondary Source Materials File. These consist of
 
printed and processed materials produced by other
 
government agencies and organizations in the private sector
 
which contain data on proprietors' income, corpo~ate income,

taxes, dividends, sares, and-indirect business taxes. They


also contain raw data use for legal form allocation of 
national income and for the estimation of the number"of 
active proprietors. 

Data are compiled from these sources and analyzed to produce

the estimates printed in Tables 1.10 and 1.13 in the Survey

of Current Business July issue, which show national income
 
by type of income and by sector and legal form of organiza-
tion.
 

New items are frequently added to data cells in the current 
account and also additional new data cells are frequently
added to the new account. In both cases, it is necessary
to consult all of the source material as far back as 
possible to establish the necessary economic measures used 
for inclusion of new items or new data cells in the account. 

Retain indefinitel~- ~ 

438. Proprietors' Income Worksheets. These are ruled
 
sheets on which raw data are posted from' the secondary

source materials. The data on the worksheets are
 
analyzed and are posted on a final version which contains
 
all of the information printed in appropriate tables in
 
the Survey of Current Business, and in addition a con-
siderable quantity of supportin~ data. Included are month-
ly and annual worksheets.
 

Dispose when 15 years old. 

439. Corporate Income Worksheets. Raw data from the second-
ary source materials are posted on these sheets to show 
corporate income, taxes, dividends, sales and indirect busi-
ness taxes. The final version of the worksheet shows all of 
the data published in the appropriate tables of the Survey of 
Current Business plus a considerable quantity of detailed 
supporting data (inOluding industry studies). Included 
are quarterly and annual worksheets. 

Dispose when 15 years old. 
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440. Legal Form of Organization Worksheets. Raw 
data from the secondary source materials are posted
on these sheets showing derivation of legal form 
allocation ratios, i.e., contrasts of corporate
and noncorporate income and expenditures. The final 
version of the worksheet shows all of the data pub-
lished in the appropriate tables of the Survey of 
Current Business plus a considerable quantity of 
detailed supporting data (including industry studies). 

Dispose when 15 years old. 

441. Number of Active Proprietors Worksheets. This 
is a compilation of raw data on worksheets to produce
the census of active proprietors used to determine 
the difference between the total number of fUll-time 
employees and the total number of workers. 

Dispose when 15 years old. 

442. Income Data Card File (Form BE-677). Analytical
data from individual corporation tax returns are 
posted on these 5" x 8" cards for use in preparing
and testing the accuracy of published data on cor-
porate income. This data is statutorily restricted. 
This is a frequently used long-term time series 
work tool that must be retained conveniently located 
to the user. 

Retain indefinitely • 
. .,...~~"< .. 

443. Annual and Quarterly Profits Sample Cards File 
(Forms BE-684 and BE-738). These cards contain 
analytical data extracted from Moodys Manuals of 
Investment. This data constitutes a long-term time 
series worktool that must be retained conveniently
located to the user. The cards are arranged by
industry, by business, and thereunder chronologically. 

Dispose when 15 years old. 
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444. Reproductions of Internal Revenue Service 
(Corporation Tax Return Data) Source Books. These 
include a microfilm, hot copy, or magnetic tape of 
IRS unpub~ished worksheets showing ~~sets and income 
by industry and thereunder by asset size class. 
Data are drawn from these sheets for input on work-
sheets to produce data published in the appropriate
data cell in a Survey of Current Business table. 

Retain indefinitely.-
445. Methodology File. This contains a narrative 
description of the data processing system, pro-
cedures, and statistical standards used or to be 
used in producing the economic measures for which 
the activity is responsible. 

~tain indefini,teJy .... Transfer to WNRC when 
no longer needed for current business. 

(Magnetic Tapes) 

446. Taxpayers Compliance Measurement Proqram Tapes.
These are master input tapes procured from the Internal 
Revenue Service which contain all of the data as 
audited by IRS on selected returns of individual 
taxpayers. These tapes are used by BEA as a source 
of data for income size distribution, and for prepa-
ration of proprietors' income estimates. These 
tapes are statutorily restricted and comprise a part
of the national income and product data bank. 

Dispose when no longer needed for current 
business. 

447. BEA Summary Tapes of Industry Totals Extracted 
from IRS Taxpayers Compliance Measurement Tapes.
Summary totals of selected expenditures and income 
items are wrItten on these tapes which become a part
of the national income and product data bank. Data 
from these tapes are used in the preparation of 
various portions of the tables published in the 
Survey of Current Business. 

Retain indefinitely. Transfer to WNRC 
when no longer needErd for current business. 
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448. Proprietors' Income Annual Master Input Tapes. 
Selected data on business and professional income 
taken from Internal Revenue Service printouts pre-
pared to BEA specifications are written on these 
tapes. The data on these tapes are processed auto-
matically to produce the numbers as they appear in 
tables published in the Survey of Current Business. 
This is a one-step process from input to final 
printout which contains the published data as well 
as a considerable quantity of unpublished supporting
data. These tapes are a part of the national income 
and product data bank. 

Scratch 5 years after acceptance of the 
next GNP benchmark year. 

449. Corporate Income Annual Master Input Tapes. 
Data on corporate profits before tax, corporate
profits tax liability, profits after tax, dividend 
payments, undistributed corporate profits, and 
corporate sales are written on these tapes. Certain 
of the summary data found here are taken from IRS 
tapes and IRS Statistics of Income Source Books. 
The remainder of the data written on the tapes are 
taken from worksheets produced by the activity from 
a variety of sources. In one automatic process, the 
computer produces a printout of all of the data 
appearing in the Survey of Current Business plus all 
of the supporting unpublished data used. 

Scratch 5 years after acceptance of the 
next GNP benchmark year. 

450. Historical Maintenance File of National Income 
by Leqal Form. Measures of income of corporate busi-
nesses, private businesses, partnerships and pro-
prietorships, governments, and other types of enter-
prises are aggregated and written on this tape file. 
As needed, printouts of selected portions or all of 
the file are produced and the data needed for a par-
ticular analyses is selected and manually processed
to prepare the desired table for publication. 

The tape includes full industry detail underlying
the material published in the Survey of Current Business. 

Scratch 5 years after data has been updated
by a new tape. 
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451. Subset Tapes. These are tapes on which data 
are written for purposes of review, testing, proofing,
or revision. They are produced solely for workstep
purposes and have only short-term value. 

Scratch when data has been checked and 
accepted. 

(Computer Printouts) 

452. Proprietor and Corporate Income Printouts. 
These are printouts automatically produced by the 
computer pertaining to the economic analysis and 
measures of business and professional income, cor-
porate· profits, and related estimates. These print-
outs are produced for the primary purpose of answering
inquiries for information from the government and the 
public, and they are used to support and validate 
estimates published by BEA. 

Dispose 5 years after supercession by

another issue.
 

(Punch Cards) 

453. Data Input Punch Card Decks. Data are tran-
scribed on punch cards for computer input to auto-
matically produce statistics on proprietors' income 
and some tables on corporate income. 

a.	 Source data maintained on punch cards -
dispose of individual cards when super-
seded by a new card. 

b.	 ,~l other punch card decks - dispose 30 
days after the tape is written and verified. 

454. Computer Program Punch Card Decks. These 
punch cards translate to machine language commands 
to the· computer to select specified information and 
to process it in a specified manner. 

Dispose of individual cards when replaced
by new cards, or dispose of the deck 6 
months after the program has been discontinued. 
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(Rental Income) 

455. Secondary Source Material and Subject File. This 
consists of statistical publications produced by other 
government agencies (BLS, HUD, IRS, Bureau of the Census)
containing raw data used to estimate the annual rental 
income of the U.S. The file also includes various com-
pilations of r~ data, technical notes, concepts for 
deriving the rental income estimates, and descriptions
of the data processing system and procedures involved in 
preparing the rental income estimates which are part of 
the national income and product account. 

Dispose when 15 years old. 

456. Basebooks and Worksheets File. This file consists 
of preliminary tabulations of raw data drawn from the 
Secondary Source Material and Subject File described above. 
Recapitulations and analyses of the data are entered on 
basebook worksheets which show in detail how the annual 
estimates were derived. Thus, the basebook worksheets 
contain all of the published data plus a mass of unpublish-
ed supporting detail data. A benchmark of this data is 
made every 10 years. The final rental income worksheet 
figures are combined with other figures in the compilation
of the national income and product account. 

Dispose when 20 years old. 
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(Income Size Distribution) 

457. Methodology File. This contains documentation 
of the concepts for estimating income size distribu-
tion, data processing systems, and procedures governing
the preparation of this portion of the national income 
and product accounts. 

Retain indefin~~~y~Transfer to WNRC 
when no longer needed for current business. 

(Magnetic Tapes) 

45U. Maximum Detail Master Input Tapes. These con-
sist of tapes collected from other government agencies
such as the Current Population Survey produced by
Bureau of the Census, and the Income Tax Model derived 
from individual income tax returns from the Internal 
Revenue Service, and similar tapes produced by other 
agencies. Data are selected from these tapes and 
programmed and written on other tapes in the array
needed to measure income size distribution in the u.S. 

Retain indefinitely. Transfer to WNRC 
when no longer needed for current business. 

459. Master Output Tapes. Through the medium of 
numerous subset tapes, data from the Maximum Detail 
Master Input Tapes are selected, analyzed, and ar-
ranged in the format of the published income size 
distribution account. These tapes also include a 
large mass of unpublished su~porting data. 

Retain indefinitely. Transfer to WNRC 
wher~onger neeaea-for current business. 

460. Subset Tapes. These are work tapes written for 
the purpose of selecting and analyzing data drawn 
from the Master Maximum Detail Input Tapes for in-
clusion in the Master Output Tapes. These tapes
represent a one-workstep process in the production
of the income size distribution estimates and the 
supporting data for them. 

Scratch when superseded or when they have 
served their purpose. 
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(Computer Printouts) 

461. Final Printouts. These contain all of the income 
size distribution data that is published plus a mass of 
unpublished data providing more detail in a variety of 
breakdowns. 

Dispose 20 years after publication of the 
subject data. 

462. Preliminary Printouts. These 'are printouts in-
cidentally produced at various worksteps involved in 
preparation of the final printouts described above. 

Dispose when superseded by a new issue or when 
they have served their purpose. 

(Punch Cards) 

463. Punch Cards Deck. These are decks of cards trans-
lating data from sources other than tape into machine 
language. The cards also contain commands to the computer
to select data and process it in a specified manner. 

Dispose when superseded or when they have served 
their purpose. 
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Final Products Branch 

(Personal Consumption Expenditures for Goods and 
Services) 

464. Secondary Source Materials File. These are 
printed and processed materials produced by and 
collected from other government agencies and 
organizations in the private sector. Raw data 
are compiled from these sources, analyzed and are 
used to estimate personal consumption of durable 
goods, nondurable goods, and services. 

a.	 Processed documents not printed and widely
distributed - retai~indefinitel~ 
Transfer to WNdrC-when no 16~g~~ needed 
for current business. 

b.	 All other processed material which are 
printed and widely distributed - dispose
when superseded or when they have served 
their purpose. 

c.	 Printed materials - dispose when 15 years
old or when superseded whichever is sooner. 

465. Primary Source Materials File. These are 
letters of solicitation with replies from government
and private organizations showing gross receipts
or sales. The data from these letters are used in 
the same manner as those from secondary sources,
to estimate personal consumption of goods and 
services. 

Dispose when 10 years old. 

466. Monthly, Quarterly, Annual and Benchmar,k
Worksheets. Monthly worksheets are prepared
showing all elements of the personal consumption
of goods and services accounts in total. Similar 
worksheets are prepared to develop the quarterly
estimates of personal consumption of goods and 
services. Annual worksheets are prepared containing 
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the data shown in the personal consumption expendi-
tures by type of product that is published in the 
Survey of Current Business. The file also includes 
benchmark worksheets that are derived by analyzing 
data for each line item in the account and which 
constitute a base year for adjusting previous
estimates for correction. Each of these worksheets 
is accompanied by supporting worksheets such as 
the Internal Revenue Service Gross Margins Surveys,
Federal Reserve Board Survey of Auto Use, and 
others produced by BEA. 

a.	 Benchmark worksheets - retain indefinitely.
Transfer to WNRC when no longer neeaed-for 
current business. 

b.	 Annual worksheets - retai~def~nitel~ 
Transfer to WNRC when no longer needed 
for current business. 

c.	 Quarterly and monthly worksheets - transfer 
to WNRC when 15 years old. Dispose when 
25 years old. 

(Magnetic Tapes) 

467. Seasonal Adjustments Master Input Tape. 
Unadjusted estimated data are transcribed on punch
cards and the appropriate seasonal adjustment
program control card is fed/into the machine. The 
computer accepts the unadjusted estimates and 
automatically processes it and computes seasonally
adjusted estimates substantially as they appear
in personal consumption expenditures of goods and 
services in tables published in the Survey of 
of Current Business. At the same time, the computer
calculates seasonal adjustment factors for the 
upcoming year. 

Retain indefinitely. Transfer to WNRC when 
no longer needed-for current business. 

468. Source Price Index Input Tapes. These are 
price indexes of commodities and goods on magnetic 
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tape produced by BLS for BEA. The tapes include 
wholesale and consumer price indexes and others. 
These tapes provide basic data used to calculate 
deflators for the commodities and goods included 
in the personal consumption of goods and services 
account. 

Dispose when no longer needed for current 
business. 

469. Price Indexes Weight Deflator Master Input
Tape. The weights applied to price index changes
for each category of goods are written on these 
tapes. These weights are used to calculate group
deflators for groups such as aut.onob.i.Le s and 
parts, furniture and household equipment, food 
and beverages, gasoline and oil, and others. 

Retain indefin~y'~ Transfer to WNRC when 
no longer needed for current business. 

(Computer Printouts) 

470. Seasonal Adjustment Factors Printout. These 
printouts contain the unadjusted and seasonally
adjusted data, and the seasonal adjustment factors 
for current use and projected 1 year ahead for 
personal consumption of goods and services. 

Dispose when 2 years old. 

471. Price Index Deflators Printouts. This is a 
printout of deflators for durable and nondurable goods
used to calculate the relationships of current 
dollar estimates to 1958 prices. 

Dispose when 2 years old. 

472. Bassie Adjustment Program Printout. This is 
a printout of the adjustments made in the estimates 
of personal goods and services using the standard 
Bassie adjustment program for computers. 

Dispose when 2 years old. 
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473. Kaitz-Liebenberg Program Printout. This is a 
printout of estimates for various goods and services 
groups using the Kaitz-Liebenberg program which 
calculates the probable trend of estimates distributed 
throughout the year when little or no firm data are 
available. 

Dispose when 2 years old. 

(Punch Cards) 

474. Seasonal Adjustment Program Card Deck. These 
cards translate to machine language, adjusted and 
unadjusted seasonal estimates data with which the 
computer automatically calculates the seasonal 
adjustments for current use and for the coming
year for personal consumption of goods and 
services. 

Dispose of individual cards when superseded. 

475. Deflation Program Card Decks. Computer
instructions to automatically calculate deflators 
and deflation of estimates of personal consumption
of goods and services. 

Dispose of individual cards when superseded. 

(Current Estimates) 

476. Secondary Source Materials File. These 
consist of printed and processed materials produced
by other government agencies and organizations in 
the private sector. Selected raw data from these 
sources are posted on worksheets which are refined 
through several versions until a final analysis
is developed. The final version of the worksheet 
will contain the data substantially as it appears
in the tables in the Survey of Current Business 
plus a considerable quantity of unpublished data. 

Dispose when 5 years old. 
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477. Personal Consumption Expenditures by Major 
Type Worksheets. These worksheets document the 
selection of data on personal consumption expendi-
tures from secondary source materials described 
above. They also show how the final estimate was 
derived. 

a.	 Monthly and quarterly detail worksheets -
dispose when 3 years old. 

b.	 Monthly and quarterly aggregate national 
income and GNP summaries - dispose when 
25 years old. 

c.	 Annual national income and GNP summaries -
retain inde~in~~e_lY~ Transfer to WNRC 
wnen no longer needed for current business. 

478. Methodology File. This contains memoranda and 
other narrative descriptions of how the personal
consumption expenditures account is constructed and 
of the procedures and data system involved. A 
record copy of these papers is maintained in the 
Office of the Chief. Summaries of this methodology
are periodically published in the Survey of Current 
Business and its supplements. 

Dispose when no longer needed for current 
business. 

(Producers' Durables, Construction 
and Capital Consumption Allowances) 

479. Secondary Source Materials File. This includes 
printed and processed material produced by other 
government agencies (IRS, Bureau of the Census, etc.)
and by organizations in the private sector that 
contain data for preparing monthly, quarterly and 
annual estimates of purchases of structures by
type in current and constant dollars, private
purchases of produc~z' durable equipment by type 
both in current and constant dollars, and 
capital stocks. The data extracted from these 
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sources in some cases are posted on worksheets and 
manually processed to provide the estimates required.
In other cases the data is transcribed on punch
cards for computer input and are automatically
manipulated to produce a final analysis and estimates 
as required. 

a.	 Source materials for monthly and quarterly
estimates - dispose when superseded by
the next issue. 

b.	 Source materials for annual estimates -
transfer to WNRC when no longer needed 
for current business. Dispose when 
25 years old. 

c.	 copies of World War II Reports on 
Surplus Military Equipment - dispose
when 25 years old. 

d.	 Treasury Department Depreciation Survey -
Life of Depreciable Assets Survey - dispose
when 15 years old. 

480. Monthly, Quarterly and Annual Worksheets File. 
Data are posted on these worksheets from secondary
source materials to derive final estimates for 
producers'durables, construction and capital
consumption allowances. After the first posting,
the dataare carried forward through several versions 
of the worksheet reflecting the refinement of the 
analyses for the required estimates until finally
the last version of the worksheet contains all of 
the numbers substantially the way they are published
in the Survey' of Current Business with a sUbstantial 
quantity of unpublished supporting data. 

As noted above, some estimates are completely
automated and there are no worksheets produced.
Estimates are produced on a monthly, quarterly
and annual basis as appropriate for a specific
table. Some special estimates are Froduced on 
request from other government agencies. 
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a.	 Special estimate worksheets - dispose
when superseded by a revision or a new 
issue. 

b.	 Annual estimate worksheets - dispose upon
acceptance of the next benchmark year. 

c.	 Quarterly estimate worksheets - dispose
upon acceptance of the next benchmark year. 

d.	 Monthly estimate worksheets - dispose
when superseded by the next issue. 

481. Methodology File. This consists of a series 
of memoranda and papers which describe the use of 
various price indexes and how they are used to establish 
fixed weights indexes for months and quarters by
which new annual indexes based on changing weights
are interpolated and extrapolated. 

Retain indefiu~~~y~ Transfer to WNRC when 
no longer needed for current business. 

(Magnetic Tapes) 

482. Master Input Tape. This will contain such 
BLS wholesale price indexes as needed, rebased to 
the BEA base to which additions are made from time 
to time. 

Dispose when no longer needed for current 
business. 

483. Subset Tapes. These are worktapes generated
in the process of aggregating the data needed for 
input to the computer to produce seasonally
adjusted and weighted price indexes printouts. 

Scratch when they have served their purpose. 
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(Computer Printouts) 

484. Printouts of Fixed Weights and Seasonally
~justed Price Indexes. These are used as an 
indicating series for the automatic preparation
of the next annual and benchmark year seasonal 
adjustment factors and fixed weights. 

The automation of this work process is just emerging, 
however, these printouts will stand as the successor 
record for those that were manually prepared in past
years. The retention period for these printouts
also applies to the old manually prepared records. 

Dispose when 10 years old. 

485. Intermediate Printouts. These are printouts
of aggregations of data generated as a single
workstep in the preparation of quarterly and annual 
estimates. In most instances they are produced
to bring together selected data in a prescribed
array or to bring together summary figures and 
derive therefrom new weights, or some other factor 
to be used in the estimates. 

Dispose when superseded by the next issue. 

(Punch Cards) 

486. Raw Data Input Cards Decks. Data for computer
input for each of the automated estimates are 
transcribed on punch cards. The new data needed 
for the next estimate are transcribed on cards 
and are either added to the old cards or replace
some of them. 

Dispose of individual cards when replaced
by a new card, or of the deck when the program
is discontinued. 

487. Computer Program Punch Card Deck. These are 
cards which contain commands to the computer to 
select certain data and process it in a prescribed
manner. 

Dispose of individual cards when replaced
by a new card, or of the deck when the program
is discontinued. 
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(Inventories) 

488. Secondary Source Materials File. This contains 
printed and processed materials produced by other 
government agencies and organizations in the 
private sector, which contain raw data used to 
derive the estimates of the dollar value of changes
in total business inventories of the u.S. Among
others these materials are received from Bureau 
of the Census, Bureau of Labor Statistics, Internal 
Revenue Service, and the Department of Agriculture. 

Dispose when 30 years old. 

489. Basebook Worksheets and Supporting Tabulation 
Spreadsheets. Data are drawn from the secondary
source materials described above showing unit prices
or dollar values of business inventory items and 
posted on tabulation spreadsheets in the process
of preliminary analysis. The preliminary analyses
from the tabulation spreadsheets are refined and 
posted on basebook worksheets with enough unpublished 
supporting data to show the final annual estimates 
of the dollar value of changes in total business 
inventories of the u.S. The final estimates of 
changes in the business inventories of the u.S. are 
posted on a worksheet and merged with other figures
to produce the national income and product accounts. 

a.	 Tabulation spreadsheets - dispose when 
superseded or when they have served 
their purpose. 

b.	 Basebook worksheets - retain _inqefiDj..--,~_e+y. 
Transfer to WNRC when no-~onger needed for 
current business. 

(Computer Printouts) 

490. Inventory Valuation Adjustment Printout. This 
shows price changes in terms of dollar values used 
to estimate the change in business inventories by
industry and by legal form, both monthly and 
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quarterly. The data is processed from punch
cards to printout by the computer. 

Transfer to WNRC when 5 years old. Dispose
wheri 10 years old. 

(Punch Cards) 

491. Inventory Valuation Adjustment Punch Card 
Deck. These are punch cards which translate 
numerals to machine language to automatically
produce a printout of price changes in terms of 
dollar values used to estimate the change in 
business inventories, by industry and by legal 
form, both monthly and quarterly. 

Dispose when the printout has been checked 
and accepted as satisfactory. 
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GOVERNMENT DIVISION 

The Divlsion within the BEA economic accounting framework 
is responsible for: 

o	 maintaining, improving, and interpreting the Federal,
State and local government accounts of the United 
States within the economic accounting framework, 

o	 cooperating in the translation of the Unified Budget
into economic accounting terms for publication in 
the Budget of the United States and the Economic 
Report of the President. 

o	 preparing forecasts of government receipts and
 
expenditures for use in the Bureau's analyses

of the economic outlook, and
 

o	 conducting research in the quantitative study of
 
public finance.
 

With very minor exceptions all of the documentation gen-
erated by the Division is manually prepared. 

492. General Government Subject File. This contains 
incomdng and outgoing documentation concerning all facets 
of the Division's responsibility including the relationship
of government receipts and expenditures to the Budget of 
the United States and the estimation of Federal and State 
and local government receipts and expenditures quarterly
and annually. Typical subjects appearing in the file 
include budget translations, year-end budget reviews,
defense purchases, interest, grants, sales, social insur-
ance contributions, and taxes. 

Start a new file every 15 years. Transfer to 
WNRC 1 year later. Dispose when 25 years old. 

493. Administrative Subject File. Documentation relating
to housekeeping matters such as arrangements for con-
ferences, biographical material on key officials, re-
quests to other agencies for data, purchase orders, press
releases, personnel actions, taxi and travel vouchers 
and the like. 

Dispose when 5 years old. 
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494. Secondary Source Materials File. The Division 
does not send survey forms to reporters. It collects 
all of the raw data used to account for Federal, State 
and local government receipts and expenditures from 
printed and processed materials produced by Bureau of 
the Census, Departments of Agriculture and Treasury,
and other government agencies. Some State and local 
government materials are received in the form of com-
puter printouts and derived worksheets. 

Dispose I year after approval of the next
 
benchmark.
 

495. Federal, State and Local Government Expenditures
Unadjusted and Seasonally Adjusted at Annual Rates: 
Summary Worksheets File. This file shows total Federal,
State and local government expenditures on a calendar 
year and quarterly basis, broken down by purchases, 
personal and foreign transfers, grants-in-aid, net 
interest paid, subsidies less current surplus of govern-
ment enterprises, and wage accruals less disbursements. 
Totals for all entries are entered quarterly, annually,
and the resulting surplus or deficit is calculated and 
posted. 

Dispose when 25 years old. 

496. Federal, State and Local Government Receipts
Unadjusted and Seasonally Adjusted at Annual Rates: 
Summary Worksheets File. These show total receipts, by
quarters and calendar years, broken down by personal 
tax and nontaxes, corporate profits tax, contributions 
for social insurance, and indirect business taxes. 

Dispose when 25 years old. 

497. Federal, State and Local Government Receipts and 
Expenditures Supporting Worksheets File. These include 
various tabulations supporting the summary worksheets on 
Federal receipts and expenditures described above. 
These is a separate worksheet for each captioned item 
on the summary worksheets. 

Dispose when 25 years old. 

Mar 72 

165 



•
 
498. Federal, State and Local Government Purchases of 
Goods and Services in Constant Dollars and Deflators: 
Summary and Detailed Worksheets. These show total pur-
chases of goods and services by the Federal, State and 
local governments in terms of current and constant dollars 
with the derived implicit deflators. The totals posted
on the summary worksheet are supported by detail data 
posted on separate supporting sheets. 

Dispose when 25 years old. 

499. Fiscal Year File. This contains a detailed fiscal 
year compilation of Federal Government receipts and 
expenditures on the national income account basis, and 
their reconciliation with the U. S. Budget. The file 
is broken down by general fund, enterprises, special
programs, grants and transfers, total receipts, and 
reconciliation. 

Dispose when 25 years old. 

500. National Income Accounts Methodology File. Docu-
mentation of the economic analyst on research and analysis
of data in the development of systems, procedures, and 
statistical standards to be used in processing and 
analyzing and reporting line items in the national income 
accounts. Included are notes, workpapers, and a draft 
copy of each paper developed for eventual publication
in the Survey of Current Business. 

Retain indefinitely. Transfer to WNRC when no 
ranger neeae<l-for-'cu"rrentbusiness. 

501. The Anatomy of Federal Accounts, Volume 1, Sections 
1, 2, 3 and 4; and Volume 2, Sections 1 and 2. This is 
a processed publication that examines and describes the 
Federal accounts and interprets them in relation to the 
Budget and other accounting series. Specific attention 
is given to Treasury Department and other agencies'
accounting as they relate to the national income accounts 
and U. S. Budget 

This lS a record set of one copy of each volume and section. 

Retain indefinitely and transfer to WNRC. 
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(Magnetic Tapes) 

502. Subset Tapes. The Division uses a manual system
for the production of statistical reports showing govern-
ment receipts and expenditures, however, the computer is 
used to perform a mass of mathematical calculations re-
quired to produce the seasonal adjusted series and certain 
other tasks involving large scale manipulations of numbers. 
These work tapes have no value after the results have been 
received and checked. 

Scratch when the job has been accepted. 

(Computer Printouts) 

503. Preliminary Printouts. These are printouts of 
mathematical calculations made to derive deflators and 
seasonal factors. 

Dispose when I year old or when superseded

whichever is sooner.
 

(Punch Cards) 

504. Seasonal Adjustment Series Punch Cards. This deck 
contains data collected to derive the seasonally adjusted
series and the seasonal factors. 

Dispose of individual cards when replaced by a 
new card. 
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STATISTICAL INDICATORS DIVISION
 

Short-term and long-term economic trend data are con-
solicated in three periodic publications, Business 
Conditions Digest, Defense Indicators, and Long-Term
Economic Growth. The monthly economic indicators 
report, Business Conditions Digest, contains approxi-
mateLY 600 monthly and quarterly seasonally adjusted
economic time series. The data are in a form which 
is convenient for economic analysts whether their 
approach to the study of current business conditions 
and prospects is the national income model, the leading
indicators, or anticipations and intentions. Other 
types of data such as U.S. balance of payments and 
production and price data for six major industrial 
countries are also included. To facilitate the evalua-
tion of the overall performance of the U.S. economy,
composite indexes of leading, coincident, and lagging
economic indicators are shown. The forerunner of this 
report, Business Cycle Developments, was initiated in 
1957 and made public in 1961 but had narrower scope
and purpose. An advance release entitled Advance BCD,
is released two days prior to the main report to speedup
the availability of the current data to the public. 

A monthly publication used for analyzing the current 
and prospective impact of defense activity on the 
national economy, Defense Indicators, brings together
about 50 of the principal time series on defense 
activities which influence short-term changes in the 
national economy. These inCLude series on cont.racts,
orders, shipments, inventories, expenditures, employment,
earnings and Defense Department obligations. 

Long-Term Economic Growth, a report designed to compLe-
ment the short-term economic analysis reports, presents
the principaL annuaL economic time series needed by
speciaLists in the analysis of Long-term economic trends. 
This report, issued initially in Fiscal Year 1966, will 
be updated during fiscal 1972, thereby fitting into 
the pattern of quinquennial releases the long range
plan for this undertaking. 
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Since all series included in the Business Conditions 
Digest, Defense Indicators, and Long-Term Economic 
Growth are obtained from current reports published
by the Census Bureau, other Federal agencies, and 
private organizations, no original data are collected 
from respondents for these three analytical pUblica-
tions. Many of the series, however, are modified,
aggregated, or otherwise processed to make them 
appropriate for analytica~ purposes. 

Although some of the data used by the Division is 
manually processed, the Division has a broad based 
on-line data bank that is programmed for random 
retrieval. The data bank is updated daily. The 
computer is used as much as possible to produce the 
tables and gLaphs appearing in recurrent publications
of the Division. 

505. Secondary Source Materials File. These are 
printed or processed materials produced by other 
government agencies or by organizations in the private
sector, collected by the Division. Data are drawn 
from these materials and used to produce the current 
publications mentioned above. 

Dispose when superseded or when they have 
served their purpose. 

506. Record Set of Publications. This is a record 
set of one copy of each publication produced by the 
Division which includes the following items at present: 

Business Conditions Digest,
Advance BCD,
Defense Indicators, and 
Long-Term Economic Growth. 

Co~lectively, these publications represent nearly the 
total end product of the Division. 

Retain indefin~e1y _Transfer one copy of each 
lssue of each publication to WNRC when no 
longer needed for current business. 
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507. Tabulations and Worksheets. These are large
ruled sheets and preprinted forms on which data are 
posted and analyzed to the point where they are ready
for computer input. In a few cases, the total process
from secondary source materials to the final table 
as published may be manually performed. 

These worksheets have very short-term value since the 
figures supporting published tables are available in 
published sources. 

Dispose ~ month after publication of the 
related statistics. 

508. MethodoloQY File. Documentation describing the 
various analytical processes, data systems, and pro-
cedures used to produce the publications or portions
thereof, for which the Division has responsibility. 

Retain indefini t.e_Iy'~Transfer to WNRC when 
no longer needed for current business. 

509. General Correspondence File. This contains 
requests from the public for information, professional
opinions and advice. and other assistance and guidance
in the preparation of studies by individuals or of 
commercial studies such as some of those produced by
Dun and Bradstreet and similar firms. Some of this 
correspondence has some long-term methodological
or technical significance. 

The f·ile includes, hcwever, quite a quantity of papers
that have only a very short-term value. Among these 
are inquiries on the availability of publications,
pub~ication dates, free copies, nonreceipt of items,
and	 the ..Like. 

a.	 SeLected methodological or technical 
correspondence - ~~ajp indefW.t-v~-c~ 
Transfer to WNRC when noionger needed 
[or current business. 

D.	 All other correspondence - Dispose when 
5 years old. 
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510. Administrative Subject File. This contains 
office copies of housekeeping papers on such things
as time and attendance, personnel actions, space,
supplies and equipment, services, and the like. 

Record copies of these papers are maintained in the 
appropriate SESA Office. 

Dispose when 2 years old. 

511. Diffusion Index Worksheets File. These are 
worksheets on which are posted data for the individual 
components (ranging from 13 to 80) for selected aggre-
gate economic indicators. They are used to analyze
the movements of the aggregate series--i.e., to deter-
mine how widespread are the movements in the aggregate
series over 1- and longer-term spans. 

Retain indefinit~. Transfer to WNRC when 
no longer needed foir current business. 

512. Historical Tables and Charts Used for Research. 
This is one copy and/or master of each chart produced
whether published or unpublished. In some cases,
worksheets or original drafts are retained in lieu 
of a chart or table. 

Retain indefinit~. Transfer to WNRC when 
no-longer neea~fo~current business. 

513. Recovery Comparisons Charts File. These are 
charts depicting trends of business indicators by
comparisons of the statistics for one time period
with another. Some of these charts are published
but the majority are not. The unpublished charts 
are restricted and are not available to the public. 

Dispose when superseded by a new issue. 

5~4. Published Reports Master Charts and Tables File. 
These contain the original artwork for tables, charts,
and the like published in the various publication~
and special studies developed by the Division. Ir 
some cases these are supported by preliminary layosts
produced in the process of finalizing the table or chart. 

a.	 Business Conditions Digest art work - Dispose
when superseded or when 5 years old, which-
ever is sooner. 
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~.	 Special studies art work - Dispose when 

~O years old or revised, whichever is sooner. 

515. Tape Sales File. This contains orders for-
magnetic tapes on sale to the puplic which contains 
current d.ata appearing in the various publications
produced by the Division. 

Dispose when 2 years old. 

516. Computer Tape File Desc-ription. This contains 
a narrative description of the content of the tapes
with explanatory remarks on how the figures appearing
thereon were derived and how the tape might be best 
used. Also included are the usual specifications
provided for a magnetic tape file. 

Record set of 1 copy each - Retain indefinite~ 
Transfer to WNRC when an appropriate quantity
has been collected. 

(Magnetic Tapes) 

5~7. Security Tape of Disc Packs. Periodically the 
data stored in on-line disc packs are copied on magnetic
tape. These tapes are sent to a relocation site for 
safekeeping. All of the data on these tapes can be 
recaptured from source materials for purposes of 
economic or other research. 

Scratch when superseded by a new tape. 

518. Seasonal Adjustment Output Tapes. Selected data 
from the disc pack are printed out and checked. These 
data are then used as computer input, and the computer
automatically performs the necessary calculations to 
printout seasonal adjustment factors and measures of 
intermediate product. These tapes are of no value 
after the seasonal adjustment factors have been applied
to the current analysis of data. 

Scratch when superseded or when no longer
needed for current business. 
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519. Subset Tapes. These are work tapes produced 
for diagnostic test, or review purposes. They are 
of only temporary value. 

Scratch when they have served their purpose. 

(Computer Printouts) 

520. Seasonal Adjustment Printouts. These are 
printouts of calculations automatically performed
to pLoduce the resulting seasonal adjustment factor 
as shown. These printouts are of no value after the 
factors are used in the data processing system. 

Dispose when superseded or obsolete, which-
ever is appropriate. 

521. Intermediate Printouts. These contain data 
required to satisfy intermediate steps in the analysis
and production of statistical tables. These printouts
are of no value after the work step to which they
relate is completed. 

Dispose when they have served their purpose. 

522. Printouts of Matrices. These are printer's
camera copy of various statistical tables as they
appear in publications issued by the Division. 

Dispose after the table is published. 

(Punch Cards) 

523. Data Input Decks. Data are transcribed on these 
cards for computer input and storage in the data bank. 

Dispose 30 days after data is written on 
magnetic tape or discs. 

524. Computer Plotting Card Decks. These cards 
contain data, in machine language, which the plotter
automatically processes and produces graphs. 

Dispose of individual cards when superseded
by new cards. 
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525. Computer Program Cards. These cards contain 
commands to the computer to select specified data 
and process it in a specified manner. 

Dispose of individual cards when superseded
by new cards. 

.. 
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• BUSINESS OUTLOOK DIVISION 

The Business Oulook Division maintains, improves, and 
interprets data on past, current, and prospective
domestic business investment in new plant, equipment,
and inventories; conducts designated surveys required
to collect this information; maintains and interpets
data on business sales and inventories and manufac-
turers' new and unfilled orders; and maintains and 
improves an econometric model designed to forecast 
short-term changes in economic activity, and to assess 
the likely impact on economic activity of alternative 
fiscal, monetary, and other government economic policies. 

Office of the Chief 

526. Proqram Subject File. This contains papers
generated by both the Chief and Assistant Chief of 
the Division pertaining to data sources and techniques
used to evaluate and forecast automobile sales and 
inventories, consumers durable goods, inventory and 
sales expectations, plant and equipment expenditures,
retail and wholesale trade, and manufacturers sales,
orders and inventories. Also included are incoming
and outgoing correspondence with private companies,
universities, and other users and suppliers of data. 
The internal policy and procedural instructions de-
veloped by the Chief are also included under appro-
priate subject headings. 

Start a new file every 5 years. Transfer DISPOSAL NOr 
to WNRC 2 years later. Dispose when 10 APPROVED 
years old. 

527. Administrative Subject File. This covers office 
copies of housekeeping papers including budget sub-
missions, personnel actions, time and attendance 
reports, travel, procurement, space, and Preliminary
Project Cost Reports, Project Summary - Total All 
Services automatically prepared by the computer. 

Dispose when 2 years old. 

528. Press Release File. Included in this file are 
copies of press releases pre?ared by the Business•	 Outlook Division and other organizational elements 
of BEA and of the Department. Record copies of these 
releases are maintained in the News Room, Office of 
the Secretary. 

Dlspose when 1 year old or when they have 
served their purpose, whichever is sooner. 
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529. Control Copies of Survew Questionnaires (Forms
BE~452 and supplements, BE-456 and supplement, and 
'BE-500) • This is a duplicate copy marked Important1/ 

-~eminder 1/ of the survey questionnaires forms con-
·taining.only the address of the respondent. This 
unco~pleted copy of the questionnaire form is held 
until the respondent completes and returns the one 
mailed to him. Control copies .of completed and 
returned ,forms are destroyed. 

,Residual control copies - mail to respondents
failing to return a compieted survey questionnaire. 

• 
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Econometrics Branch 

This Branch is responsible for the maintenance,
development, and application of a large quarterly 
econometric model of the U.S. economy. The model 
is used in forecasting and determining the impact
of alternative economic policies. The model is com-
prised of equations representing behavior and ac-
counting or definitional relationships. Both its 
development and application require the use of many
economic and some noneconomic time series data. 
The equations are modified and re-estimated periodic-
ally using newer data. The model is used to aid 
policy decision-making at the highest level. 

530. Forecasts Work File. Background material for 
preparing forecasts using the BEA Econometric Model 
are included in this file. 

Dispose of individual documents or contents 
of individual folders when superseded or 
whe~ 10 years old, whichever is sooner. 

531. Economic Subject File. This comprises economic 
subject files for various segments of the economy
such as gross national product, employment, housing,
steel production, etc., as they relate to the BEA 
Econometric Model. 

Dispose of individual documents or contents 
of folders when superseded or 10 years old,
whichever is sooner. 

532. Computer Proqram Manuals. These manuals con-
tain the description of each program and BOW to use 
it, the limits, restrictions, and how to punch cards 
for programs. Printouts of each program are kept
long enough to meet all requirements and a copy of 
the compatible manual is with the related computer
program. 

Dispose when 10 years old. 
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533. Tape File Record. This is a tape control which 
shows whether the tape is owned by BEA or some other 
agency, where it is stored, identifying number, date 
created, date released (erased), processing frequency,
and active life. The record also contains a descrip-
tion of the data written on each tape and remarks 
concerning the system under which the tape was created. 

Dispose when tape is erased. 

534. OEP!Resource Analysis Magnetic Tape Inventory 
by User. This is a list of tapes produced by OEP 
under a work agreement with BEA. The list shows the 
tape number, title, number of reels, date written,
last date used, and the initials of the programmer
and frequency of use. 

Dispose when superseded by a later issue. 

(Magnetic Tapes) 

535. Master Forecast Tapes. These comprise the 
forecast programs and data for the BEA (OBE) Econometric 
Models. A master tape is produced each calendar year.
A printc.ut of this tape is earmarked for indefinite 
ret.errt see 540 These duplicateLor. item (I). are 
copies of the operating tape maintained in the Office 
of Emerger'.:::yPlanning.

\ 
\Erase ~ilien10 years old. 

536. Special Studies Master Tapes. These are dif-
ferent ve+s i ons of the BEA (OBE) Econometric Model 
with special supplementary programs and data. Hard 
copies of the special studies derived from tapes are 
maintained for a period long enough to meet al~ 
requirements. 

Erase when 10 years old. 

537. Card Image Tapes. These are data images of 
punch cards for the SIMEMOD program which is BEA (OBE)
Staff Paper No. 17. The tape is maintained to respond
to requests for the program. A similar tape is main-
tained for the econometric model data bank. Both 
tapeD ~eproduce punch cards automatically. 

Erase when superseded by a new version. 
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538. Working Tapes. These are either copies of 
infrequently used programs and backup files for 
FASTRAND files. 

Erase when superseded. 

(Computer Printouts) 

539. Trial Equations for BEA Econometric Model 
Re-estimation. These are trial equations for use 
in the construction and improvement of the BEA 
Econometric Model. More specifically, this includes: 

(a)	 Trial Equations. These are used for BEA
 
Econometric Model re-estimations.
 

(b)	 Trial Equations Capacity Utilization Indexes. 
These are also used for BEA Econometric Model 
re-estimation. 

(c)	 BEA Econometric Model Re-estimation Equations
(Arranged Alphabetically). These are used 
to obtain equation coefficients which are en-
tered in the Model Program, and 

(d)	 ~~del Estimates. These are estimates over 
a short period for post-sampJ.e period com-
parative purposes. 

After these trial balances have been put in the model 
and proven, or discarded, their value diminishes. 

Dispose when 4 years old. 

540. Programs and Data Files. These are computer
programs and data files which are either a part of, 
or support the BEA Econometric Model, inaluding: 

(a)	 SI~lliMOD- A program to simulate and fore-
cast with the BEA Econometric Model.
 

(b)	 FRB (Federal Reserve Board), MIT (Massachusetts
Institute of Technology) - A data file used 
in FRB-MIT Econometric Model. 
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(c)	 DAM (Data Processing and Multiple Regression) -

A general multiple regression and data handling
program written primarily for analysis of 
economic time series data. 

(d)	 BEA (OBE) GRAPE - This is an updated version
 
of DAM.
 

(e)	 Gfu\PE and FRUIT - The updated DAM and program
for least square estimation of nonlinear parameters. 

(f)	 BEA Econometric Model Projection Programs -
'l'heseare versions 2 and 3 of the programs.
 

(g)	 FRUIT - A program for estimation of nonlinear
 
parameters.
 

(h)	 BEA Econometric Mode~ Supply Constraints - A
 
subroutine for use with BEA Econometric ModeL.
 

(i)	 Data File - nlis is used with BEA Econometric 
Model forecasts, and equation estimating program. 

(j)	 TSP (Time Series Processor)- A program for 
statistical analysis of time series by ordinary 
least squares and for solution of the system
of equations which comprise econometric models. 

(k)	 Data File Program - This is a general purpose

computer program for creating and maintaining

a data file for time series variables.
 

(1)	 BEA Econometric Model.- This is a copy of the
 
BEA Quarterly Econometric Model.
 

(m)	 Data File - This is the master data file used
 
with the BEA (OBE 70) Model and equation esti-
mating programs.
 

Hetain indefinitely. Transfer to WNRC when
 
no longer needed foi current business.
 

54L. Tape Listing or Record. TI1ese are records of all 
magnetic tapes showing what was stored on tape. 

Dispose when superseded by a new issue. 
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542. Forecast Files. These are printouts of fore-
casts that have been finalized and written on tape,
produced with the BEA Econometric Model on an as 
neededbasis or by special request sometimes using
special assumptions as alternative budget figures.
Also included are trial forecasts. 

a.	 Distributed Forecasts - Retain indefinitely.
Transfer to WNRC when lO-Years ola. 

b.	 Trial Forecasts - Dispose when 2 years old. 

c.	 Special Request Forecasts - :)"'.sposewhen 
5 years old. 

(Punch Cards) 

543. Punch Cards. These are card decks prepared for 
use in the various work steps involved in preparation
of the BEA Econometric Model. For the most part, the 
data on these cards are written on magnetic tape.
The decks include re-estimation cards, program backup
cards, data file cards, and control cards. 

a.	 l~e-estimation deck - dispose when super-
seded by a new deck or when the data is 
written on magnetic tape. 

b.	 Program backup deck - dispose of individual 
cards as required by program revisions. 

c.	 Data file deck - dispose when the data is 
written on magnetic tape. 

d.	 Control deck - dispose of individual cards 
when replaced by revisions. 

(Special Studies) 

544. Special Studies and Papers. These are special
studies on the BEA and other econometric models including:, 

(a)	 Wharton Model. A long-run control and 25-year
simulations with serially correlated shocks. 

(b)	 Spectral Analysis. A study of business cycle
characteristics of models. 

(c)	 Simulations, 1968. Program and other data 
used for a paper delivered at a meeting of the 
Econometric Society, December 28, 1968, entitled 
Multiplier Paths and Business Cycles. 
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(d)	 Sample Period Simulation. A periodic running

of the model for statistical analysis which 
is rerun each time the model's sample period 
is changed or each time there is a major data 
revision. 

(e)	 2S-Year Simulations. A special work for the
 
clational Bureau of Economic Research.
 

(f)	 Six-Quarter Simulations. Tests for improvement
of procedures for short-term simulations for 
the Conference on Econometric Models of Cyclical
Behavior. 

(g)	 Shocks. These are simulated situations inserted 
to test the model's reaction. 

(h)	 2S-Year Simulati~ns, Control. These are a 
series of computer runs for purposes of making
long-range policy decisions. 

(i)	 Price Simulations with the BEA Model. Work files 
for preparation of a paper for Conference on 
Econometrics of Price Determination. 

These and similar studies and exercises provide the 
basis for increasing the efficiency of the model and 
for sharing professional knowledge. 

Retain. Transfer to WNRC when no longe~ needed 
tor current business. 
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Business Investments Branch 

(Magnetic Tapes) 

545. Company Record Master File Tapes. These tapes
contain all data collected by the Business Investments 
Branch from individual companies. Data on the tapes
are arranged by company and updated quarterly to 
include data on each from the beginning of the auto-
mation program in 1965 to date. 

As workload permits, company data from older manually
prepared records will be computerized and added to 
this tape. 

This master file is used by both the Inventory and 
Sales Anticipation Section and the Plant and Equipment
Section to produce their respective end-product reports. 

Retaip Transfer to WNRC 1 year after there 
is a change in the identification system. 

Inventoyy and Sales Anticipations Section 

546. Inventory and Sales Published Series Files. 
These are the final worksheets summarizing the results 
of the quarterly Inventory and Sales Anticipations
Survey published in the Survey of Current Business. 

Retain. Transfer to WNRC when no longer

needed for current business.
 

547. Technical Reference File. This contains in-
coming and outgoing correspondence pertaining to the 
derivation of existing statistical series and the 
creation of new series. Also included are selected 
documents and papers pertaining to statistical method-
ology or series related to inventories and sales. 

Dispose of individual papers or contents of 
individual file folders when superseded or 
obsolete. 

548. Census Bureau Inputs File. These are tabulation 
sheets on which data have been posted in a special
format for inclusion in the inventory and sales 
anticipations forecast. 

'I'r ansf er to \°.JNRC when 2 years old. Dispose
when 5 years old. 
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549. Historical Data Prior to Computerization File. 
These are tabulations sheets on which inventory and 
sales anticipations data has been compiled for the 
period prior to automation of the forecast. The data 
is tabulated in a special format for computer input. 

Dispose 2 years after data is written on 
magnetic tape. 

550. Inventory and Sales Anticipations Survey
Schedules File. These are copies of Inventory and 
Sales Anticipations Survey Schedules Porm BE-500 for 
the last survey collected. 

Dispose when superseded by a new set of survey
schedules. 

551. Sche9.ules on LIFO/FIFO Study for National Income 
.an.c~L~W~al These copies of schedulesth Division. are 
colLected for the preparation of the special study on 
inventory accounting systems done for the National 
Income and Wealth Division. 

Dispose when 2 years old. 

552. Inventory and Sales Anticipations Press Release 
File. TI1ese are multiple copies of press releases 
related to the Inventory and Sales Anticipations
Surveys used for distribution and reference purposes.
A record copy of these are maintained in tho News 
Room, Office of the Secretary. 

Set of one copy each - dispose when no longer
needed for current business. 

553. Inventory and Sales Anticipation Schedule Forms 
Historical File. This consists of copies of each 
form including public use forms used to coller.t and 
analyze data for th.e inventory and sales anticipations
forecasts. 

Set of one copy each - dispose when 25 years old. .. 
554. Plant and Eguipmen~ Record Cards File. 1~ese 
are cards on which plant and equipment source data 
have been manually recorded prior to computerization.
They are currently being used to derive estimates 
for plant vs. equipment series by years historically. 

Dispose 3 years after all data have been 
written on magnetic tape. 

Mar 72 
184 



•
 
555. Capacity Utilization Survey Schedules File. 
These are survey questionnaires completed and re-
turned by manufacturers. The data is being punched 
in order to set up an historical computer tape. 

Dispose 6 months after data has been 
written on magnetic tape • 

• 556. Computer Programs and Systems File. These are 
the record copies of the computer programs and systems
used by the Inventory and Sales Anticipations Section 
including a printout of the actual program, formats 
for the printing of the tapes, any necessary docu-
mentation instructions for the program, and any for-
ma~s for outside inputs that are needed. A historical 
set of the forms used in the system are a part of 
the file. 

~b,fi~Transfer superseded or revised computer
program documentation to WNRC at the end 
of every year. 

(Magnetic Tapes) 

55/. Master Condition Tape. This contains historical 
information on and manufacturer's evaluation of their 
inventories. Used to run the historical condition 
table for publication. It will eventually be used 
to supply the information to check completion of 
historical company record master tape. 

~fT~/~Transfer to WNRC, Data Records Center, after 
selected data has been merged with the data 
on the company record master tape. 

558. Unadjusted Ratios Universe Estimates and 
Totals Tape. Contains the quarter to quarter percent
change on inventory and sales. This is a cumulative 
tape that is updated periodically to show the his-
torical change in the ratios involved • 

•	 Retain. Transfer to WNRC, Data Records Center 
when Ette system is changed or discontinued. 

559. Inventory Condition Ratios Tape. Contains 
percent distribution of condition of inventories by 
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industry and size groups, and by stage of fabrication 
that are projected to show the universe levels. This 
is a cumulative tape that is updated periodically
to show the historical percentage distributions 
involved. 

Ret~ Transfer to WNRC, Data Records Center,
 
~ the system is changed or discontinued.
 

• 
560. Inventory Imbalance Ratios Tape. This shows 
by how much manufacturers consider their inventories 
out of balance. This is a cumulative historical tape
that is updated periodically. 

Retain. Transfer to WNRC, Data Records Center,
 
tmen the system is changed or discontinued.
 

561. Intermediate or Subset Tapes. These are working
tapes used to collect data either for a one-time 
printout or for merger with other tapes to write a 
master file tape. 

Erase 6 months after merge with master tape

or the related printout has been proofed

and checked.
 

(Computer Printouts) 

562. Quarterly Inventories and Sales Universe Estimates. 
Consists of volumes of unadjusted and seasonally ad-
justed expectations linked to BEA actual figures and 
to Bureau of the Census actual figures, and used to 
establish universe levels for publication. 

a. Quarterly historical set - dispose when
 
superseded by a net set.
 

b. Update of historical series - dispose

when superseded by update or revision.
 

563. Quarterly Computations. These contain further 
computations to show calculated values of percentage
error and amount) and percentage change between quarterly 

• 
universe estimates. 

a.	 Quarterly historical set - dispose when
 
superseded by a new set.
 

b.	 Update of historical series - dispose when
 
superseded by update or revision.
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564. Inventory and Sales Summaries. These show 
summaries of sample data for total inventories. 
finished goods inventories. all other inventories. 
and sales. by industry size. group. and by survey. 

Transfer to WNRC when 15 years old and 
dispose when 25 years old . 

• 
565. Guarter to Quarter Inventory and Sales Changes.
These show figures for each survey by industry size 
and evaluation group for total inventories and sales. 

Transfer to WNRC when 15 years old and 
dispose when 25 years old. 

566. Evaluation of Inventories and Sales. These show 
manufacturers' evaluation of the condition of their 
total inventories. finished goods inventories. all 
other inventories. and sales by size and industry
group. 

Transfer to WNRC when 15 years old and 
dispose when 25 yea~s old. 

567. Universe Bstimates of Inventory Condition. 
This consists of data beginning with ratios from the 
survey through calculations to derive universe esti-
mates of inventory condition for total. finished 
goods. and all other inventories. 

~~»*ain finalized issues supporting published
dlstrl£ution levels.~Dispose of quarterly
issues when superseded by the next issu£. 

568. Universe Values of the Imbalance Table. rrhis 
shows the number of manufacturers that consider their 
inventories too high and the amount by which they
are out of balance. Included are tables for total 
inventories. finished goods. and all other inventories. 

~lRetain.finalized issues supporting pub-
flshed distribution levels.~)bisposp of 
quarterly issues when superseded by the 
next issue. 
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•569. Ratio of Actual to Expected - Based on Unadjusted
BEA Company Data. This is a special study using BEA 
data on the inventories and sales of companies to 
determine the amount of percentage error in company
reports of anticipated levels. 

Re\@~and transfer to,WNRC when no longer
nee e for Cllrrent bus i.ness , 

570. Statistical Techniques and Tests. This covers • 
special techniques to derive correction factors which 
are necessary to make adjustments for systematic biases 
in the data. 

Retain and transfer to WNRC when no longer
needecCior cur r-rnt, business. 

Plant and Equipment Section 

571. Special Depreciation and Investment Tax Credit Survey
File. This is a periodic special survey done in 
response to a particular situation. These are copies
of questionnaires sent to individual companies to 
collect data on the amount of depreciation deducted 
from income taxes and the amount of 0epreciation claimed 
if the new guidelines were used. These data were 
analyzed to determine the major factors that the 
depreciation and investment tax credit had on business 
investment and the analyses are published. 

Transfer to WNRC 5 years after publication
of the analysis. Dispose 10 years after 
pUblication of the analysis. 

572. 
1~ese 

Plant and Equipment
are the tabulations 

Expenditures Survey Pile. 
and estimation worksheets 

containing quarterly and annual data drawn from the 
plant and equipment expenditures survey questionnaires
submi tted by individual companies. 'I'he tabula ';ion 
sheets contain sample company data, by company, by
industry, that are projected to universe estimates 
by industry and by size. Universe data are published
substantially as they appear on the wo rkahee t , Although
this data has been regularly accumulated, all of the 
economic bencl~arks that completely meet current needs 

• 

• 
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have not been established. To remedy this situation, 
an historical analysis of all data trom 1~45 to 1965 
has been initiated to establish new statistical series 
that in turn will provide the basis for new economic 
plant vs equipment benchmarks. This project includes 
computerizing all of the data on the tabulation and 
estimation worksheets from the earliest date of col-
lection up to about 1965 when the plant and equipment
surveys were automated for the first time. 

a.	 Transfer tabulation and estimation 
worksheets to WNRC after the data has 
been written on magnetic tape. Dispose
when 50 years old. 

b.	 Retain universe estimation sheets. 

573. Computer Programs and Systems File. These are 
the record copies of the computer programs and systems
used by the Plant and Equipment Section including a 
printout of the tapes, any necessary documentation of 
instructions for the program, and any formats for 
outside inputs that are needed. A historical set of 
the ~orms used in the system are a part of the file. 

Transfer cuperseded or revised computer program
documentation to WNRC at the end of every year. 

5/4. Quarterly Plant and Eguipment Expenditures
Survey Questionnaires. These questionnaires are sent 
to individual companies to collect ~nvestment data 
on plant vs equipment expenditures. The data pro-
vided on these forms are compiled on tabulation and 
estimation worksheets which are keypunched and com-
puterized. This also includes an expansion of the 
statistical sample used in the current survey for 
nonmanufacturers. 

Dispose 3 months after verification of the 
pri~tout of the company data schedule. 

575. Universe Estimates of Carryover. These are 
universe estimates which include expenditures planned
by individual companies, yet to be incurred, on projects
started by a specified data and to extend a period
over a quarter or until payments are completed. 
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Tabulation and estimation worksheets to support these 
universe estimates are computerized. 

Retain universe estimate worksheets. 

576. Universe Estimates of Manufacturers Capacity
Evaluation. These are universe estimates of whether 
a given manufacturers' plant and equipment capacity
meets or exceeds current capacity or is inadequate.
The universe estimates and the supporting company
data are on tape and automated. 

Dispose 6 months after verification of 
the related computer universe estimate printout. 

577. Correction Factors. Correction facto~~ are 
derived from the error ratio of actual to expectation.
This is done by regression n'lethodsin which we use at 
least 5 years or more error ratio as input data to 
the regressions. The correction factor is then applied
to the current expectations to eliminate systematic
bias. 'l'heseare worksheets and related papers showing
the se~ection procedures and the correction factors 
used for the subject surveys. The regressions from 
the error ratios are computerized. 

~et;aiR ~R1!:il tAsre ia a 9A3MEje iu the 
~r~ce8~re ef 5€~ee~A~ ~rie~ia. Transfer 
to WNRC, 3 years after ~ change~ ~ 
~, ;:J~ .s-~~r,

5/8. Press Release File. Copies of press releases 
prepared by or of, special interest to the Plant and 
Equipment Section are inc~uded in this file. A record 
copy of these releases is maintained in the News Room,
Office of the Secretary. 

Dispose when no longer needed for current 
business. 

57~. Universe List of Companies in United States. 
This is a ]" x 5" card index of all companies doing
business in the United States arranqor: alphabetically 
by company names. It is used to compile mailing lists 
and to plan for inclusion of sel.ected companies in 
various surveys. 

~e1!:aiii. Transfer to Wl'ffiC nowhen longer
needed for current business. Dispose 6 
months after verification of related 
computer printout version. 
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530. Industry Index. This is a 5" x 8" card index 
of the companies comprising a given industry. Arranged • 
by industry, they are in order alphabetically by the 
names of companies. 

'He'8i';n 1!inti± eeJftf'l!Lerized. Dispose 6 months 
after verification of related computer printout. 

581. Benchmark Data and Computations of Revisions 
for the Plant and Equipment Survey. These are computa-
tions made by taking t..he 1958, 1963, and 1966 benchmarks 
and interpoiating annual data back to 1947 in order to 
revise the plant and equipment historical series. 
These papers with ~\.lpportingdocuments are arranged
'-)1' manufacturing and norunanufacturing industries. 

Transfer to WNRC 5 years after superseded by

a new set of benchmark data. Dispose 25
 
years after transfer.
 

582. Technical InfoLilation File. This is comprised
of printed and processed material including copies
of economic studies and reports, reprints of articles,
workpapers, newspaper and magazine clippings used as 
reference material by economists and others. 

Dispose of indrvidual document~ or the contents 
of individual file folders when supersedec
O~ 10 years old, whicbever is sooner. 

583. Plant and Equipment Input Punch Cards. These 
are punched cards in decks arranged for the input
of the total data in the master company record f;J.~, 

0~3pose 1 year after the printout has been
 
proofed and verified.
 

(Magnetic Tapes) 

584. Unadjusted Ratios Universe Estimates and Totals 
Tape. Contains the quarter to quarter percent change
on plant and equipment expenditures. This is a cumu-
lative tape that is updated periodically to show the 
historical change in the ratios involved. 

Retain. Transfer to WNRC, Data Records 
'Center, when the system is changed or discontinued. 
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585. Unadjusted Ratios Universe Estimates and
 
Totals Tape - N€''i:1 Starts and Carryover. Contains
•	 the quarter to quarter percent change on plant and 
equipment starts and carryover expenditures. This 
is a cumulative tape that is updated periodically to 
show the historical change in the ratios involved. 

Retain. Transfer to WNRC, Data Records
 
Center, when the system is changed or
 
discontinued.
 

5c36.	 Intermediate or Subset 'I'ape s , These are working •tapes used to collect data either for a one-time print-
out or for merger with other tapes to write a master
 
file tape.
 

Erase 6 months after merge with master tape

or the related printout has been proofed

and checked.
 

(Computer Printouts) 

587. Plant and Equipment Company Record File. This
 
comprises all data collected from individual companies

by the Business Investment Branch. The data collected
 
includes quarterly and annual plant and equipment

expenditures, sales, capacity utilization, total assets,
 
gross depreciable assets, and capacity evaluation.
 

Dispose upon receipt of a new issue. 

588. Quarterlv Plant and EQuipment Universe Estimates.
 
Consists of volumes of unadjusted and seasonally

adjusted data linked to previous quarter BEA actual
 
figures, and used to establish universe levels for
 
current quarter dat.a publication.
 

a.	 l)uarterly historical set - dispose when
 
a new issue is received.
 

O.	 Update of historical series - dispose

upon receipt of next issue.
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589. Quarterly Computations. These contain individual 
company data by industry and by size for plant vs. 
equipment carryover, and capacity evaluation data. 
It also shows computations and calculated values of 
percentage change between quarterly data, which is 
used to compute current quarter universe estimates. 

a.	 Quarterly historical set - Retain and 
transfer to WNRC when no longer needed 
for current business. 

b.	 Update of historical series - dispose
upon receipt of next issue. 

590. Ratio of Actual to Expected - Based on Unadjusted
BEA Universe Data. Error ratios are used as input data 
for regressions to derive correction factors and for 
various analytical studles. 

Retain and transfer to WNRC when no longer
needetr'for current business. 

591. Quarterly Seasonal Adjustments. These are 
~uarterly seasonal factors for new plant and equipment
starts and carryover. This seasonal adjustment program
derives quarterly seasonal factors which are applied
to quarterly unadjusted data to arrive at seasonally
adjusted data. 

a.	 New plant and equipment - dispose upon
~eceipt of new issue. 

b.	 Starts - dispose upon receipt of new issue. 

c.	 Carryover - dispose upon receipt of new issue. 

592. Statistical Techniques and Tests. This covers 
special techniques (regressions) to derive correction 
factors which are necessary to make adjustments for 
systematic biases in the data. 

~nd transfer to WNRC when no longer
needed for current business. 
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Consumer Markets and Trade Branch 

In this section most of the analyses and reports are 
based on source data from the Bureau of the Census 
and other goverrunent sources. 

593. Manufacturing Press Release File. This consists 
of one or more copies of press releases prepared by
Bureau of the Census of special interest to this 
Branch. Record copies are maintained in the News 

copies of advance data sheets distributed in BEA, 

Room, Office of the Secretary. 

Dispose when 
business. 

no longer needed for current 

594. Manufacturing and Trade Data File. This includes 

and copies of research worksheets and tabulations 
done on t.h, .anufacturing series. 

Retain.. Transfer to WNRC when no longer
nee~ed'for current business. 

595. Manufacturing Source Data File. This has copies
of documents containing data from various sources 
used to check the validity of the manufacturing series. 

Dispose when documents have been superseded
or served their purpose. 

596. £1anufacturing and Trade Press Release File. 
1~is contains copies of press releases prepared by
this section on manufacturing and trade sales and 
inventories. A record copy is maintained in the 
News Room, Office of the Secretary. 

Dispose when no longer needed for current 
business. 

597. Historical Data on GLOUp 2 Retail Sales. These 
are record cards on which have been posted monthly
sales under nondurable and durable goods stores 
broken down by kinds of businesses. 

Retain. Transfer to WNRC when no longer
'i1"e'"~a-"ior business.current 
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598. Retail Sales Data File. This consists of 
tabulations and worksheets on which various retail 
sales tabulations have been made. Also included are 
related analytical papers and studies. 

Retain. Transfer to WNRC when no longer
needed-for current business. 

599. Manufacturing and Trade Sales Basic Data File. 
This consists of data posted on record cards and 
worksheets supporting ,,:,wisionsof the retail inven-
tories series. 

Retain. Transfer to m~RC when no longer
needed for current business. 

600. Retail Trade Notes and Studies. Thi~ contains 
copies of documents of Dun & Bradstreet, Federal 
Reserve Board, and other sources and similar material 
prepared within BEA on retail sales and prices. 

Dispose of individual documents or the 
contents of individual file folders when 
superseded or they have served their purpose. 

601. Retail Sales Press Releases and Monthly Retail 
Trade Reports File. These are copies of the preliminary,
weekly, monthly, and annual retail sales press releases 
and copies of the monthly retail trade reports, which 
incorporates and expands the data in the preliminary
press releases, issued by Bureau of the Census. 
Record copies are maintained in the News Room, Office 
of the 'Secretary. 

Dispnn0 ~~0a no longer needed for current
 
business.
 

602. Monthly Wholesale Trade Press Releases and Reports.
These are copies of the monthly press releases and 
monthly reports on wholesale trade issued by Bureau 
of the Census. Record copies are maintained in the 
News Room, Office of the Secretary. 

Dispose when no longer needed for current
 
business.
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603. BEA Manufacturers Sales, Inventories and Orders 
File. Prior to the beginning of the present manu-
facturing sales, orders and inventories series, BEA 
published a manuf2cturers inventories, sales and 
orders statistical series. These are the record 
cards containing the data supporting publication of 
the old BEA ~anufacturers series. 

Retain",_ Transfer to WNRC when no longer
needed for current business. 

604. Manufacturers Sales, Orders and Inventories 
Record Card Filei}. These are ledger cards on which 
data are posted with analytical measures which sup-
port the manufacturers sales, orders and inve~tories 
press releases and reports. 

Retain. Transfer to WNRC when no longer
needed for current business. 

605. Manufacturing and Trade, Retail Trade, and 
Wholesale Trade Record Card File. These are ledger
cards on which data are posted with analytical
measures which support the manufacturing and trade. 
retail trade, and wholesale trade press releases 
and reports. 

Retain. Transfer to WNRC when no longer
"?ie-etl@Cf for current business. 

(Computer Printouts) 

606. BEA Retail Sales and Inventories Benchmark 
Adjustment Revision. This shows retail sales and 
inventories by month adjusted to a benchmark figure. 

Dispose when no longer needed for current 
business. 

607. BEA Wholesale Series. This shows wholesale 
sales and inventories by month for durable and non-
durable goods, unadjusted and seasonally adjusted
to the 1966 benchmark. ' 

Dispose when no longer needed for current 
business. 
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608. Retail Sales and Inventories X-il Seasonal 
Adjustment Program. These are seasonal adjustment
runs with all supporting data involved. I~st of 
these were produced by Bureau of the Census, however,
the program is gradually being put on the BEA computer. 

Dispose when no longer needed for current 
business. 

609. Monthly Retail Inventory Survey of Group I and 
II Firms. This printout shows basic sample data by
establishment for firms prepared by Bureau of the 
Census. The data are formatted under weighted and 
unweighted inventories and weighted by the probability
of selection for the current and previous months and 
the base yearend. 

Dispose when 1 year old. 

610. Manufacturers Sales, Inventories and Orders 
Seasonally Adjusted and Unadjusted. These are print-
outs of unpublished data of manufacturing sales,
inventories, and orders series prepared by the 
Industry Division, Bureau of the Census. Some of 
the printouts have been superseded. 

a.	 Preliminary printouts of data - dispose
when superseded. 

b.	 Revisions - retain. Transfer to WNRC 
when no longer needed for current business. 

611. Sales and Inventories of Automobiles by Units. 
'I'heseare printouts of seasonal runs prepared by
Bureau of the Census containing supporting data for 
the published statistical series sales and inventories 
by automobile units, with related worksheets and papers. 

Retain. Transfer to WNRC when no longer
neeaed=tor current business. 
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ALL UNITS
 

\~ere any of the records listed below are described 
elsewhere in this schedule among those of a particular
organizational unit, the retention period provided
there shall prevail. Otherwise, the retention periods
for records described hereunder shall apply wherever 
they are found in BEA. 

612. National Security Classified Documents. These 
are documents withheld from any but authorized inspec-
tion because they contain information that must be 
protected to maintain the national security. To pro-
vide such protection of their subject content, these 
documents are filed in special equipment separate from 
open papers, if there are any, that relate to the 
same function or matter. 

Almost without exception, the security classified ma-
terial accumulating in BEA may be categorized in 
terms of the action (s) and responsibilities undertaken 
by BEA as a result ot such material. 

a.	 Documents security classified by the 
Department: 

(1)	 Copy kept in classifying office -
Make disposition in accordance with 
retention period prescribed for the 
open file in which it would have been 
filed if it had been unclassified. 

(2)	 Copy kept in classifying office that 
would not have been filed in an open
file described herein even if it had 
been unclassified - Permanent. 

(3)	 Information and supporting action 
copies in ali other offices or units -
Burn when the transaction is closed, 
or when the need to know has been 
satisfied, whichever is the case. 
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b.	 Documents classified by and received from 

other government agencies: 

(1)	 Documents on which the Department
took significant substantive action(s) -
Make disposition in accordance with the 
retention period prescribed for open
file, described herein, with which they
would have been filed if they had been 
unclassified. 

(2)	 Documents on which the Department took 
a significant substantive action, but 
which cannot be considered a part of an 
open file because of lack of any similarity 
of subject content - Permanent. 

(3)	 Information copies - Burn when the need 
to know has been satisfied. 

613. National Security Classified Document Control Files. 
These include registers of Top Secret and Secret documents 
maintained at control points to indicate accountabilitY7 
receipts, records of safe and lock combinations, and 
lists of persons knowing combinations. 

a.	 Registers and receipts - Dispose 5 years 
after documents have been downgraded or 
transferred. 

b.	 Safe and lock combinations and lists of 
names of persons - Dispose when superseded
or upon turn-in of equipment. 

614. ..Chronological," ..Reading," ..Tickler," or 
"Suspense--.Pile. These are extra copies of correspondence
maintained for convenient reference or to flag a due 
date for an action. In some cases, the extra copies
are removed from such files and used for cross-reference 
and other purposes in subject files. This, of course,
liquidates the extra copy file. 

Dispose of residual copies when 1 year old. 
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615.	 Reproducibles File. This includes manuscripts
(camera copy), paper, photographic, and types of 
plates or media used to reproduce multiple copies of 
documents for distribution. 

Dispose when no longer needed for reprinting. 

616. Directives. These are copies of printed and 
processed Departmental Orders, SESA Manual material,
OMB bulletins and circulars, GAO regulations, and 
similar authoritative issuances governing current 
operations. 

Dispose of individual documents when revoked,
superseded, or no longer applicable to the 
office or unit concerned. 
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