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

JOB NUMBER

A -5 3-D5—_2

1.

FROM (Agency or establishment})
BUREAU OF THE PUBLIC DEBT

DATE RECEIVED

F-2/- 2004

NOTIFICATION TO AGENCY

MAJOR SUBDIVISION
Office of Financing

MINOR SUBDIVISION

NAME OF PERSON WITH WHOM TO CONFER

Robert Konz

S Telephone / E-mail
(304) 480-6601
Robert.konz@bpd.treas.gov

In accordance with provisions of 44
U S C 3303a the disposition request,
including amendments, 1s approved
except for items that may be marked
“disposition not approved” or
withdrawn” in column 10

DATE
Lo lrviley

ARCHIVIST OF THE UNITED STATES
M/L‘&. RPN .

6

AGENCY CERTIFICATION

I hereby certify that I am authonized to act for this agency 1n matters pertaining to the disposition of its records and
that the records proposed for disposal on the attached ___ page(s) are not now needed for the business of this agency or
will not be needed after the retention periods specified; and that written concurrence from the General Accounting
Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

XX 1s not required,; 1s attached; or has been requested.
DATE SIGNATURE OF AGENCY REPRES l\yfi TITLE
QA ‘/ / 07 Vicki Thorpe % )4%@6/ Records Officer
7 9 GRS OR 10 ACTION
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONLY)
See the Attached Sheets
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REQUEST FOR RECORDS DISPOSI'! TION AUTHORITY For the Bureau of the Public Debt  August 24, 2004

7. ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION | 9 GRS OR SUPERSEDED JOB CITATION 10 ACTION TAKEN
N1-53-04-B- (NARA USE ONLY)

0001 | Title: Authonizations to Receive Allotment Notices via Fed-Mail

Title Memo: This document allows the Office of Financing the night to send award notice
mformation from the Treasury auction process to the commercial customer The Office
of Financing informs the commerical customer, the amount of the security and the
accumlative security totals The document contains the commercial customers address,
primary approving officer information and the Fedline terminal information.

Form Number: Form Series: Restrictions: None
Computer System: Cost Code: 400
Retention Years: 25 Retention Months* 0 Vital Records: [

Retention Description: Temporary. Cutoff files at the end of the calendar year. Destroy 25
years after cutoff

0002 | Title: Auction Violation Files — Effecting Policy

Title Memo. These documents and files relate to a serious violation of Treasury securty
auction rules or regulations. The files contain all the information on how the violation
occurred and include correspondence, internal memos, research documents and
chronology events concerning the violation. Documents of this nature have value to the
public due to the wide publicity and are historical because of the change to the auction]
process. Violations of this nature result i an entire rethinking of the auction process
and resulte 1n major changes that affected the entire market
An example of a serious violation was the Salomon Brothers case on February 21
1991. The violation was so serious that Congress and the SEC became mvolved

Form Number- Form Series: Restrictions: None
Computer System: Cost Code: 400
Retention Years: 25 Retention Months* 0 Vital Records: [

Retention Description: Permanent. Cut off files at the end of legal proceedings or closure of
case which ever 1s appropriate. Retain 1n the office for 10 after cut off and transfer to
NARA 25 years after cut off.
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0003 | Title: Auction Violation Files — Complhiance:

Title Memo- The auction violations are filed by cases including investigation notes,
correspondence, audits, and press releases or articles in the financial press related to the
violations. The violations are serious enough to require a letter from Treasury to the
President or CEO of each firm that documents the violation and 1n some cases asks for
additional information or mternal reviews or audits. If needed, Treasury will conduct an
mvestigation of the incident and report their findings to senior management at Public
Debt and the Treasury Department.

The documents are used to gather information on the violation to determune the best
corrective course of action. Public Debt 1s required to report all material violations to
Congress on an annual basis and these documents are used as a base 1n the development
of this annual report. A letter outliming the violations for the year 1s also sent to the
Speaker of the House and the President of the Senate.

For the most part, each incident 1s a single event. In some cases where there are
multiple violations by a firm 1n a short penod of time, the number of violations could
determine what corrective action 1s needed.

These files need to be maintained since the information 1s used to send Annual Reports
to Congress. The Annual Reports to Congress are also sent to the SEC and there have
been further investigations by the SEC that have resulted 1n fines and other disciplinary
actions. They also are needed for reference 1n case future simular violations occur by thef
offending firm or another firm.

Form Number: Form Series: Restrictions: None
Computer System: Cost Code: 400
Retention Years 25 Retention Months: Vital Records: [_]

Retention Description. Temporary. Cutoff files when case 1s closed. Hold 1n the office for 7
years and destroy 25 years after the cutoff penod.
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0004 | Title: Compliance Auction Visits

Title Memo: These documents relate to visits of large auction participants and include
correspondence, information to prepare for the visits, visit notes, venfication of the
calculation for the auction NLP(Net Long Position), reports to senior management and
copies of the participant’s internal controls and procedures.

The wvisits are part of the voluntary comphance program for auctions and are an internal
part of helping us educate the auction participants on the rules and the importance of
having sound internal controls and procedures 1n place to prevent future violations
These visits stress the importantce of senior management involvement at the firms and
the exit conference 1s with the President of CEO or the firm.

Form Number. Form Senes: Restrictions: confidential
Computer System: Cost Code: 400
Retention Years: 15 Retention Months: 0 Vital Records: []

Retention Descnption: Temporary. Cutoff after each visit 1s closed Hold files in the office
for 5 years and destroy the documents 15 years after the cutoff period.

0005 | Title: Foreign Senies Security Authorization Folders

Title Memo: These folders include documents authorizing the sale, 1ssue, and redemption of
securities by foreign governments and central banks. The security denominations may
be m U.S. currency or other government's currency such as Deutsche Marks. Included
1 the folder are correspondence, press releases, memos, and other documents
authorizing actions of the secunties. These documents are the only evidence of the
1ssuance of U.S. secunties 1ssued mn foreign currency.

Q(C(AWIAIC iy "ldhl/y uh! arl. o / / / “
These records are-net-aceurnulated-as part of the current business. There 1s one cubic | g% chijfo
foot of records from 1962 through 1979 of authonzations to foreign governments; one 46
cubic foot of records from 1978 through 1983 of denomunations i foreign currency, and
one cubic foot of records from 1961 through 1981 of 1ssues/redeptions by foreign

governments.
Form Number: Form Series: Restnctions: Privacy Act
Computer System: Cost Code: 400
Retention Years: 30 Retention Months: 0 Vital Records: []

Retention Description® Perrrament. -Offerto-NARA-wiemr30years old.
Ta,e-,aom;y. Aa f-hw‘] 7 y.&cm‘ %&- n«é/m/ml y/é‘/—b
v/ . [11]0<
WA

AY
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7. ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION | 9 GRS OR SUPERSEDED JOB CITATION | 10 ACTION TAKEN
N1-53-04-B- (NARA USE ONLY)

0006 | Title: FRB Comparative Report of Volume and Expense

Title Memo: These are reports showing summary information grouped by FRB district of
volume of work and expenses incurred while doing business for the Bureau of the Publq
Debt as fiscal agents of the United States. This report 1s used to determune the
rexmbursement to the Federal Reserve Banks. The report charts monthly and year-to-
date expenditures covering transactions handled by the Federal Reserve Banks and
branches. It displays evidence of the 1ssuance, retirement and redemption of Treasury
securities by the Federal Reserve Banks on behalf of the Bureau of the Public Debt.

These records are not accumulated as part of the current business. There 1s one cubic
foot of records from 1954 through 1984.

Form Number: Form Series: Restrictions: None
Computer System: Cost Code:
Retention Years: 25 Retention Months: 0 Vital Records: [

Retention Description. Temporary. Destroy the current records at the end of CY 2009.

0007 | Title: Government, Corporate, and Agencies securities case files

Title Memo* The document 1s an 1ssue folder for agency securties 1ssued by varous
government and quasi-government entities. The folders are used to document each step
of the announcement/auction/issue process. These folders contain summary information|
related to the announcement/auction/issue process. The documents display evidence
that Public Debt's responsibility was to account for debt 1ssued by other Government
agencies.

These records are not accumulated as part of the current business. There 1s two cubic
foot of records from 1934 through 1966.

Form Number: Form Seres: Restrictions: Pnivacy Act
Computer System: Cost Code: 400
Retention Years 25 Retention Months: 0 Vital Records: [

Retention Description. Temporary. Destroy these documents after NARA approval 1s
received.
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0008 | Title: Submutter Agreements

Title Memo: These documents are legal agreements between financial institutions
submutting auction bids 1n the commercial process of investing in treasury bonds,
notes, or bills.  According to the regulations, the submutter agreements are
submitted annually and contain nformation such as the commercial customers
address, primary approving officer's information, ABA number, email addresses for
award notices and tender submussions, and grants access for nstitutional employees

to TAAPSLink.
Form Number. PDF-5441 Form Senes: Restrictions: Confidential
Computer System: Cost Code: 400
Retention Years: 5 Retention Months: 0 Vital Records: []

Retention Description: Temporary. Cutoff at the end of the calendar year and destroy 5
years after the cutoff.

0009 | Title: Buyback Folders

Title Memo: The buyback folder records the process Public Debt uses to purchase
marketable securities from current secunty holders. The folders include
announcements, press release, analysis relating to the operation, as well as copies of
offers located 1n automated systems

Form Number: Form Series: Restrictions: Privacy Act
Computer System: Cost Code: 400
Retention Years: 10 Retention Months: 0 Vital Records: []

Retention Description. Temporary. Cutoff files at end of the calendar year. Destroy records
10 years after the cutoff penod

0010 Title: Issue Folder

Title Memo: This item will supercede a previous retention disposition NC1-53-80-01,
01A. The folders are used to verify that each step of the announcement/auction/issue
process was performed correctly. Although these folders occasionally have copies of
tender and bid data from the automated systems, most of the items contained mn these
folders reflect summary information related to the announcement/auction/issue
process. These folders include documents related to the announcement, auction, and
allotment of secunities. These documents display evidence that Public Debt 1ssued
securities to the public to finance the public debt.

Form Number: Form Senes: Restrictions: Privacy Act
Computer System: Cost Code: 400
Retention Years' 7 Retention Months: 0 Vital Records: [

Retention Description: Temporary Cutoff files at end of the calendar year. Destroy
records 7 years after 1ssue date.
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0011

Title: Electronic Mail and Word Processing System Copies

Title Memo: Electronic copies of records that are created on electronic and word
processing systems and used sole to generate a record keeping copy of the records
covered by the other 1tems 1n this schedule. Also includes electromc copies of records
created on electronic mail and word processing systems that are maintained for
updating, revision or dissemination.

Retention Description: Temporary.

a. Copies that have no further admuin value after the record copy 1s made Includes
copies maintamned by individuals 1n personal files, personal electroruc mail
directories, or other personal directories on disk or network drives that are used only
to produce the record copy-- Destroy/delete 180 days after the record copy 1s
produced.

b. Copies used for dissemnation, revision or updating that are maintained 1n addition to
the recordkeeping copy. — Destroy/delete when dissemunation, revision, or updating 1s
completed
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