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RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Constituent Contact Tracking System 003986 0 Years after no longer administratively 
useful

Non-confidential Destruction

This series documents action items pending for the 
Commissioner, Deputy Commissioner, or Assistant 
Commissioners, and their resolution.  This series may include, 
but is not limited to: Hotline tracking database spreadsheets and 
resolutions. 

Freedom of Information Act (FOIA) Tracker Records 000566 20 Years after receipt Non-confidential Destruction

This series documents electronic tracking of all agency 
responses to FOIA requests. This series may include, but is not 
limited to: reports and supporting documentation.   

Intellectual Property Records 200477 Permanent, In Agency

This series documents the application and approval process for  
patents and copyrights. This series may include, but is not 
limited to: applications, correspondence, forms, working papers, 
memoranda, final designs, and supporting documentation. 
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