
UEST FOR RECORDS DISPOSITION AUTHORITY 

ARCHIVES & RECORDS ADMINISTRATION
 

1 ADELPHI ROAD COLLEGE MD 20740-6001
 

In accordance WIth the provisions of 44 usc 3303a, the 
disposition request, including amendments, Is approved 

'-::r-t:Aii\irni~iimiVi<:;ni~-------------------j except for Items that may be marked "disposmon not 
I 3 approved" or "withdrawn" in column 10 

4 NAME OF PERSON WITH 

Sharon A WhItt 

6 
I hereby certify that I am .lhr,rlvl·t1 to act for this agency m matters pertainmg to the disposttron of Its records and that the 
records proposed for disposal on __ ,_ page(s) are not needed now for the business for this agency or will not be 
needed after the retention penods and that wntten concurrence from the General Accounting Office, under the 
provisions of Title 8 of the GAO for Guidance of Federal Agencies, 

o IS not required o has been requested 

DATE
 
Director Information Quality & Records
 
Management
 

9 GRS OR 10 ACTION TAKEN 
7 ITEM NO SUPERSEDED JOB (NARA USE ONLY) CITATION 

Correspondence and Action Trac'~~'~~'J
 
(CATS)
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•
 

System Title: corresplence and Action Tracking System (CA1~~' 

System Description: 
he Correspondence and Action Tracking System (CATS) IS used to track and monitor correspondence 

re ived and/or sent by the Chairman and the Congressional Affairs Office. This system provides the 
abih to estabhsh a specific workflow for a specific action tracking function Incormng correspondence 
tngger a new case/folder In the associated workflow. CATS then track versions of documents from 
creation til final. The workflow provides the ability to see who has the document and where In the 
workflow t documents exist 

The receiving 0 esponsible office IS responsible for managing the correspondence or action, 
i e creating files, eparing milestones, gathering and analyzing the information, and prepanng 
responses and statu reports. Trus requires Circulation, coordination, approval, and delivery 
among the offices. 

Master Files:
 
Files In the CATS system con meta data to support the followmg functions
 
Description of the corresponden : who sent the document, the date sent, date received, subject matter,
 
type of response to be created, req stor contact Information
 
Development of response: who assi ed to create response, date response due, Internal due dates,
 
approvals, abihty to track versions oft documents
 
Completion of task: final version of docu ent, who Signed document, to whom the response document
 
was sent to, or no response was needed.
 

Inputs:
 
Inputs to the CATS system consist of scanned vers ns of documents received and the abihty to upload
 
electronic documents
 

Disposition: permanent - transfer custody to NARA in 5 

Ou uts: 
Status eports providing mforrnation on status of the cases, s 
Audit tr ·1 trackmg system 
Searchmg keyword, time frames, screen displays 

mporary - GRS 12 section 2 
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