7‘ . PLAINTIFF'S EXHIBIT

USX-1219

INT!I:ORGANIZATION CORRESFPONDENCE

UNITED STATES STEEL CORPORATIO

vo Holders of USS Procedure Manual oare December 23, 1965

rroM J. M Deal, General Manager
Systems and Procedures
Pittsburgh Service Center

sumsJectT USS Procedure Manual Instruction
Number ACC 200-01
Records Protection Program

The attached instructions, developed by the Office Services Division,
are intended to update the United States Steel records protection program.
Following are comments concerning the revised instructions as received from
Mr. James Thomson, Manager, Office Services:

The procedure involves sending to Annandale Archives,K copies

or microfilms of records needed for emergency construction of

a balance sheet in case of fire, flood or other disaster and
copies or microfilms of other vital records needed for general
protection purposes. It replaces former protection of records
instructions which were in use prior to the reorganization of
1964. However, it should bée noted that the information does not
affect any of the normal retention of records procedures or
schedules. )

It is necessary that each designated responsibility transmit
their record copies to the Archives at the time and frequency
shown in the schedules included in the procedure.

Any questions concerning these instructions should be referred

to your Departmental Records Retention Representative or to
J. J. Simica, Room 1306, 525 William Penn Place, Extension 3696.
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envelopes should be handled together and shipped (wrapped or in cartons)
to the Annandale Archives. Each envelope, package or carton must contain
address as shown in Exhibit A and return address indicating Division,

Works, and Department.

3. A Record of Daily Paper Records Shipped to Archives, Exhibit B, is
prepared in triplicate by each location sending daily paper records to
the Archives. The original and duplicate copy are sent in a separate
standard letter envelope to the Archives each day that paper records are
mailed. If daily paper records are sent by local messenger dervice,

Form G-19301 (01.000.0110) is sent by the same service. First Class Mail

is used only by points not serviced by daily messenger service. The third

copy is retained by the sender.

4, The original and duplicate of the form are completed by the Archives and
the original is maintained as the Archives control record. The duplicate
copy serves as an acknowledgement of receipt and is returned to the Works
or Department. Instructions for completing Form G-19301 (01.,000.0110),
Exhibit B, are as follows:

a, Opposite word '"Company" or "Division", insert the name of the company
or division.

b. Following the word "Location', show the name of the Works, Plant or
Office.

c. After "Mailing Address", insert the number, street name, city, postal
zone, and state.

d. On the blank line above the word ' (date)'", insert the date records
were actually shipped to Archives.

e. On the blank line above the word " (number)", insert the number of
packages containing envelopes that were shipped to the Archives. If
envelopes were not reduced to packages but were sent individually,
leave blank.

f. On the blank line following the word 'via" indicate the method by
which records were shipped; that is, messemger, first class mail,
express, air mail, etc.

g. On the blank line above the word " (number)" and preceding the word
"Envelopes" insert the number of envelopes that are contained in the
packages referred to in (e) above.

h. 1In column captioned “Date of Records'", imsert the exact date records
were created.

51.000.7001 26y, uss
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record being microfilmed, Form G-18958 (01.000.0111), Exhibit C, showing
all the detailed data required to permit accurate and expeditious handling
of the record in the microfilming center, proper indexing and storage of
record film and proper return of original material to the originator, The
various items of information om the card are completed as follows:

a,

L1430 30

ky

Title of Record: Indicate complete title of the record including form
number.

Record Number: Each form or document determined as an item to be
microfilmed is assigned a record number by the submitting location.
The numbers are assigned consecutively starting with (1) at each
location the prefixed by the location's leased wire code letters.

Company Name: Insert full company or division name.

Department or Works: Indicate General Office Department or Works
(including Works department) preparing the record.

Contact: Indicate name and telephone number of person delegated to
serve as the source of information to the microfilming center con-
cerning any- item of information on the card. (Note: ¢ and d above
may be left blank provided the contact person is located 'at the same
address to which the records are to be returned.)

Disposition of Documents: Show complete mailing address to which
record is to be returned, including any internal mail handling
arrangement that might expedite the return of the record to its
proper location.

Description:

(1) Size: Indicate exact size of record. If various sizes, indicate
range of sizes.

(2) Color: 1Indicate color of paper used for record (color of ink
need not be shown). If record is of various colors, e.g.,
Vendor's Invoices, insert "wvarious'".

(3) One Sided - Two Sided: Check in appropriate space whether one
or both sides of the form require microfilming.

(4) How Filed: 1Indicate by check mark whether records are in loose-
leaf or bound ledgers, folders, or otherwise.

Y. H6T
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Submit material in order or sequence desired for microfilming
(responsibility for completeness of the records rests with the
originator).

Remove all staples, clips; pins, ete., from the material, In doing
so, keep in mind that the records may also require reassembly and, in
such case: the top-sheet- of. each group and every single sheet should
bear an identifying mark, e.g., an "X" in blue pencil. Certain Legal
Documents that may be defaced by removing fasteners should be
photographed by unfolding or turning pages without disturbing the
fasteners.

Material in looseleaf binders or fastened in folders is removed from
the rings or fasteners and replaced in the binders or folders except
as noted above. )

Where red figures indicating-a credit appear on a record, encircle
the entire figure to indicate credit on the film.

Submit the appropriate '"Declaration of Intent and Purpose", Form
G-19101 (01.000.0112), Exhibit D, or Form G-19102 (01.000.0113),
Exhibit E. Authority for signing the forms is the responsibility

of the Department Head. In those cases where "Declaration of Intent",
Form G-19102 (01.000.0113), Exhibit E, is to be used the following
instructions are to be observed:

(1) The destruction of the records is not to be carried out until
the person who signed the "Declaration of Intent" is satisfied
that the microfilm contains all the records which are to be
destroyed. The actual destruction of the records ig to be
carried out at the direction and under the supervision of the
Department Head, in such manner that he can personally certify
to the destruction. The Department Head writes a letter to the
supervigor in charge of the Microfilm Center identifying the
records destroyed by Division location, title and date, the
number of the '"Declaration of Intent", the microfilm rolls on
which such records appear and stating the date such records were
destroyed. A signed copy of this letter is preserved permanently
in the files of the department.

In the case of complicated files, contact the Microfilm Center if
necessary before doing any preparatory work.

If any mending is required, it is accomplished by using scotch tape
on the under side of the document or, if document is printed on both
sides, on the side with more legible printing.

In addition to the "Declaration of Intent and Purpose' targets

263
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6. TRANSMITTAL OF MICROFILM ROLLS TO ANNANDALE ARCHIVES
All rolls of microfilm that are to be sent to Annandale Archives are
recorded by the Microfilm Center on a "Daily Shipping Notification and
Acknowledgement' form in duplicate, Form 01.000.0117, Exhibit I.
The original copy is mailed to the Archives along with copies of the
carton labels. The duplicate copy is sent with the cartons of film as
a packing slip. Receipt of each roll is acknowledged by the Archives in
the bottom portion of the original copy and returned to the microfilming
center together with completed copies of the carton labels.
7. METHODS OF OBTAINING DUPLICATE PRINT ROLLS OF MICROFILMED RECORDS STORED AT
ARCHIVES
a. Any department requiring duplicate print rolls of their negative film
stored at Annandale Archives is to advise the Archives by letter of the
rolls desired. Mail letter as follows: )
United Statea Steel Corporation
Supervisor
Annandale Archives
Boyersa, (Butler County), Pennsylvania
The letter should list a description of the individual rolls of positive
print film desired. Identification of rolls can be obtained from the
duplicate copy of the Microfilm Record, Form G-19082 (01.000.0115),
Exhibit G, which is being retained by the Department. The information
which Archives requires to enable them to locate the particular rolls
for duplication should be shown in the letter under the following
columnar headings:
Department Film File
and Division Location Title Record Number Film Center
b. The Archives duplicate, process and proofread the rolls of f£ilm and
prepare a Microfilm Record (Box Label) Form G-19082 (01.000.0115),
Exhibit G, in detail from the original Microfilm Record attached to
the box of negative film in their possession. The Archives also posts
to the Record History Card, the actual date on which the print film
is returned.
$1.000.000: Siv. w5t

in labeling both 16 and 35 mm film boxes. This form is used only
with boxes containing microfilms of important records which are
essential to the reconstruction of the balance sheet and are usually
microfilmed on a daily basis. Since the microfilms of these records
are retained only for comparatively short periods, and may possibly
include on the same roll, records of several divisions, the copy is

used as an Archives control tecord and no copy is returned either to the

microfilm center or the record originator. 1In this connection, if a

daily roll cantains records of several companies with variable retention

periods, the longest retention period is shown when completing the
destruction date block on the label.
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DATE 12-29-65

Ul
Company or
dlvisien

. 19?61 01.000.0110
ED STAIES STLE

RCCORD OF PALLY PAPCR RECORDS SHIFPED TO ARCHIVES

L CORP,

Lecstien Hslling

TO MMRANOALE ARCNEIVESS

Addrens

[ %o shipped you packagetsd, vis
tDate) {uadar)
containing follexing Envelopes of Oalily Papar Resords .
(Hhonber | 0% USE 57 JRCHIVED OWLY
RETENTION OATE OF RECORDS EMYELOPE MUNOERS SESTRUCTION BAT SECYION SHELF ] BATE OESTROYED (1]

60 OAYS
6 MOKTNS -
1 YEAR .
CAL.YR. 4 24034
2 YEARS

S {GNATURE : : OATE

ACKHOULEDGERERT
ALL OF THE ABOVE IMYELOFES
SATE

RECEIYED EXCEPT TROZE CIRCLED 1M RED -~ OY

ANMARQALE ARCHIYVES
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EXHIBIT C
DATE 12-29-65

TITLE OF RECORD R ECORD KO,
ORIQINATION OF DOCUMENTS DISPOBITION OF OQCUMENTS
COMP ANY REQUIRED RETURN QATE
DEPY. /7 WORKS COUP ARY
DEPT. / WORKS
TITLE AND PHOME OF ADORESS
PERSON TO COMTACT
DESCRIPT!ION PACKAGING
stze N owe sioeo ] 100se cear stwoer[]  rovoens [ |cantons [
COLOR two sioeo ] souwo teocex [0 orvex [ |enwverores [
FREQUENCY AND YOLUME
VOLUWE AT START OR SEni- DATE
INTERKITTENT RECORDS DALLY veEnLY feteweexiy | oSSR | wowTwiy | quasvemey| veancr | 00
RETENTION PERIOD NICROFILHING INSTRUCTIONS
ONE oHE
HOWTH TEAR TYPE OF FiLs SLACK AND WHITE O
FILUS KODACHROKE O
DOCUMENTS Chuera
ESTIMAT
DISTRICT MICROFILKING CEMTER "‘Q(::.:D Frocessiug Tive
. RECORD {DENTIFICAT 10X MASTER CARD )
t-193s  01.000.0111 UNITED STATES STEEL CORP,

. (Reverse side contains specing for originator and microfilming center to insert "remarks")
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DATE

12-29-65

et 01.000.0112
(To be 0sod whanever reserds ars jo bo rataleed )

DECLARATION OF INTENT
AND PURPOSE—NUMBER 30006

I .

(Nome) (Yista)

of . do hereby declare that:
(Namas of Compony)

The records to be micropholographad along with this declarotion are actual

records ef i cracted in or resulting
(Homs of Compeny)

from Hs regular course of business; and

H is the establishad policy of sald corporation fo microphotograph such recerds
In the regular course of iis business, as a part of its planned organizational operating
procedure, for securlty purposes so as to be able to reproduce such records in the event

of accldental destruction or other loss thereof; and

# is not the Infent of sald cerporation to destroy sald records microphotographed
hersin of this time, but should it be desmed advisable fo destroy such records at some
tuture Hime o certificate svidencing the actual destruction thereof will be microphoto-
graphed and the microfilm thereof will be affixed to the physical end of this roll of
microfilm,

{Owie] (Slganturs)

(Trace) (Tt}

(Hawnr 3% Cantpany)
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sw 031.000.0113
{Te be vord wheaever resords ore to be lnmedicialy destmyyred)

DECLARATION OF INTENT
AND PURPOSE—NUMBER 2500

)

(Homa) (Twie)

of do hereby declare thah
(Hame of Company)

The records to he microphotographed along with this declaratlon are sctual

records of created In or resulting
(Name of Company)

from Hs regular courte of business; and
I 1s the express Intent and purpote of sald corporation to destroy sald records; and

The destruction of the records microphotegraphed heveln (Including this "Declare.
tion of Intent and Purpose™ and the following “Certificate of Authenticity”) [s to be
accomplished only after inspaction of the processed microfilm to insure completanass
of coverage, but Immaediately thereafter sald records will he destroyed; and

it is the established policy of sald corporation to microphetograph and destroy
such recards as those microphotographed herein, as part of the planned organizational

operating procedure of sald corporation in Hts regular course of business.

(Do) [ ]
{(Pine} (Twie}
(Hoeae »f Campany}
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EXHIBIT F

DATE

a.1a980
01.000.011%

U.S. STEEL CORP.
RECEIPT FOR RECORDS RECEIVED

| COMPANY NANE

DATE
REC'D

AT MICROFILMING CENTER

OEPT. OR WORKS
POSTAL AODRESS

TITLE OF RECORD.

AECORD 1.

DATE FORWARDE(]

REQ. RETURN DATH NO. OF CARTONS [NO. OF ENVELOPES

APPROX.
NO. OF
QOCUMERTS

FIRST DOCUMENT

LAST DOCUMENT

REMARKS

$1GNED

12-29-65
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l FiLKe CTR, l SEPARTMEMT

TORN KO, AN TITLX

FIRIOD COVERZD

{HOLX Mo, SRICRIFTION
SATE FILNED COLOR | FMM NO. DESTRUCTION BATX [ $4-111 {{-] ]
H|
RECH, ARCHIVES RECORDS BESTROVES FILED AT ARCHIVES
SECTION SRAWER

MICROFILM RECORD

01.080.0115 "~
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EXHIBIT H
DATE 12-29-65

L FILE WO, rien cnl SEPARYMENT
TORW NO. AN® TITLK PERION COVERED
[CTIZACTN DESCRIFTION
’
( BUFF)
DATE FILWED COLOR | FiLw WO, DESTRUCTION DATE | REDUCTION
it
TRECH. ARCNIVES RECORDS OLSTROVES s-12083
v. §. steeL CORP.
01.%00.2116




_ACC 200-01
EXHIBIT 1

DATE

DAILY SHIPPING KOTIFICATION AMD ACKHOWLEDGEMENT

TO AKNAKDALE ARCHIVES:

ON i WE SHIPPED YOU VIA

THE FOLLOW!ING MICROF ILMS.

FILM FILE FiLM
NUMBER CTR.

REMARKS

DATE
(Center Number and Location)

TO:

(Center Humber and Location)
ALL OF THE ABOVE RECEIVED EXCEPT THOSE MARKED 8Y (Xx).

DATE AHRANDALE ARCHIVES

01.000.0117 By

U.S. STEEL CORP,

12-29-65
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