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U.S. Department of Energy roz /3:v.2A4 ORDER

. Washington, D.C. AR
< gton, ' DOE 1324.2
5-28-80
Change 1: 7-2-81
SUBJECT:  RECORDS DISPOSITION Change 9. 11-9.87

1. PURPOSE. To assign responsibilities and authorities and to prescribe
policies, procedures, standards, and guidelines for the orderly disposition
of records of the Department of Energy (DOE) and its operating and onsite
service contractors.

2. CANCELLATION. DOE 1324.1, RECORDS DISPOSITION, 7-10-78.

3. SCOPE. The provisions of this QOrder apply to all elements of DOE and DOE
operating and onsite service contractors and subcontractors. With respect
to these contractors, the records disposition policies, procedures, stan-
dards, and guidelines apply to all records created, collected, or maintained
using Government funds, unless by contract provision the Government does
not have the right to assume custody or control of the records.

4. REFERENCES.

a. Federal Property Management Requlation (FPMR) § 101-11.403, which
prescribes that each Federal agency shall compile, and maintain on a
current basis, a records control schedule for all major groups of
records in its custody having importance in terms of content, bulk, or
space and equipment occupied.

-

b. General Services Administration (GSA)-National Archives and Records
Service (NARS) Records Management Handbook, "Disposition of Federal
Records," Federal Stock No. 7610-01-055-8704, which discusses the nature
of an effective records disposition program. Copies of the handbook have
been distributed to officials having records management responsibilities.

c. DOE and contractor organizations shall comply with the applicable security
requirements for transmitting, storing, or disposing of classified
records. The directive series number is 5632 for the issuance of specific
standards, procedures, and requirements for the protection of classified
matter.

d. Federal Property Management Regulations § 101-11.410-2 and GSA-NARS
Records Management Handbook, "Federal Records Centers," Federal Stock
No. 7610-298-6904, which provide instructions and requirements for
making optimum use of the Federal Records Center system.
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e. DOE 1300. ﬂ MICROGRAPHICS MANAGEMENT, provides guidance applying
micrographics technology and states certain requirements for obtaining
approval to destroy original records and substitute microfilmed records

for them.‘

5. DEFINITIONS. Definitions of terms for the purpose of this Order are contained

in chapter 1. 1
|

6. BACKGROUND. This Order implements in the Department the requirements of the
Federal Property Management Regulation on the Disposition of Records, Records
Control Schedules (FPMR Section 101-11.401-1, Records Scheduling Programs),
which states: "A records scheduling program is essential to promote prompt
and orderly reduction in the quantity of records in each Federal agency in
accordance with 44 U.S.C. 2904, 3102, and 3301."

7. POLICY AND OBJECTIVES.

a. DOE establishes and maintains an active and continuing records d1$p0$1t10n

program providing for the selective retention, disposal, and economical
storage of records of the Department and its contractors.

b. The DOE records disposition program is designed to:

(1) Preserve adequate records documenting the organization, functions,
policies, decisions, procedures, and essential transactions,
including record material containing evidence or information appro-
priate for preservation because of its administrative, legal,
scientific, research, or historic value.

(2) Retire or transfer records no longer needed in current activities
to lower cost storage facilities.

(3) Dispose of records which have insufficient value to warrant further
preservation.

8. RESPONSIBILITIES AND AUTHORITIES.

e. Assistant Secretarz, Management and Administration (MA-1). Establishes
and directs the DOE records d1$p0$1t10n program.

b. Director of Organization and Management Systems (AD-20).

(1) Prescribes DOE-wide procedures for the implementation of the records !
disposition program. '

; (2) brovihes staff guidance and assistance to the Office of Administration
"7 " Services (AD-40) and field offices in carrying out the records ‘“"
disposition program. !

! (3) Reviews and coordinates recommendations for records retention
! ‘ standards.
\
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(4) Secures General Services Administration (GSA), General Accounting
Office (GAO), and other authorizations for the establishment of
DOE and contractor records retention standards.

(5) Prepares and issues DOE and contractor records schedules containing
approved records retention standards.

(6) Maintains liaison with other Federal agencies in connection with
the scheduling, disposal, transfer, or preservation of records,
exclusive of the liaison with Federal Records Centers in connection
with the transfer, storage, retrieval, and disposal of records
which is the responsibility of the Headquarters or field office
Records Officer.

(7) Submits consolidated "Annual Summary of Records Holdings" to GSA
as required by FPMR 101-11.102-7,

c. Director of Administrative Services (AD-40).

(1) Directs the implementation of the records disposition program in
Headquarters organizations.

(2) Prescribes procedures for the implementation of the records
disposition program by Headquarters organizations.

(3) Provides staff guidance and assistance to Headquarters organizations
in their implementation of the records disposition program.

(4) Maintains records holding area facilities for use by Headquarters
organizations,

(5) Maintains liaison with the Washington National Records Center
in connection with the transfer, storage, retrieval, and disposal of
records of Headquarters organizations.

(6) Reviews and coordinates recommendations for new records retention

standards, or changes to existing standards, originating in
Headquarters organizations. Refers such recommendations to the
Office of Organization and Management Systems for final action.

(7) Submits consolidated "Annual Report of Records Holdings"
(attachment 1) for Headquarters organizations to MA-1 by
September 1 each year).

(8) Submits Records Transfer Forms, DOE Form AD-H35 (attachment 2) to
the Chief Historian (AD-40) for determination that records of historical
value have been scheduled for permanent retention.

(s
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Chief Historian (AD-40).

(1)

(2)

(3)

(4)

(5)

!
Dete#m1nes that records of historic value have been scheduled
for permanent retention in accordance with this Order by reviewing
for Headquarters organizations all Records Transfer Forms (DOE
Form AD-H35) for records transferred from office space to low-cost
storage).

Recommends to MA-1, where necessary, records of historical value
'be scheduled for permanent retention.

Accepts custody of records of historical value no longer requiring
retention by the originating office, and services all requests for
access to these records until they are offered to the National
Archives.

Provides advice concerning appropriate disposition of personal
papers, upon request.

Assists Headquarters and field offices in determining the historical
value of records, upon request.

Heads of Headquarters Organizations.

(1)

(2)

(3)

(4)

(5)

(6)

(7)

Designate a staff member as Records Officer or person responsible
for the records disposition program of the organization.

Apply authorized records retention standards to records in their
custody by preparing Records Inventory and Disposition Schedules
in accordance with procedures contained in chapter III of this
Order.

Use low cost storage facilities for the storage of noncurrent records
to the fullest extent practicable, and compatible with security
regulations, and Office of Administrative Services guidelines or
agreement,

Assure that contractors, whose contracts are administered by
Headquarters, comply with the policies, procedures, and standards
prescribed in this Order and with provisions of their contracts.

Submit Form DOE AD-331, "Records Retention and Disposal Authorization,"

to MA-1, Attention: Office of Administrative Services, to recommend
new records retention standards., or changes to existing standards.

Review recommendations for new records retention standards, or
changes to existing standards upon request.

Submit the “Annual Report of Records Holdings," DOE F 1324.6, by
August 1, to the Director of Administrative Services.
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éww\\ f. Heads of Field Organizations.

(1) Implement the DOE records disposition program in their respective
areas of responsibility.

(2) Utilize GSA Federal Records Centers to the fullest extent practicable
and compatible with security regulations. .

(3) Maintain local records holding areas where operationally necessary or
economically feasible.

(4) Submit Form DOE AD-331, "Records Retention and Disposal
Authorization" to MA-1, Attention: Office of Organization

and Management Systems, to recommend new records retention
standards, or changes to existing standards.

(5) Assure that contractors in their areas of responsibility apply
records retention standards and comply with policies, procedures,
and standards prescribed in this Order and with applicable records
clause contract provisions.

(6) Submit DOE F 1324.6, "Annual Report of Records Holding," by
September 1, to MA-1, Attention: Office of Organization and
Management Systems.

9. REQUIREMENTS and PROCEDURES.

d. The requirements and procedures for implementing the DOE records
disposition program are contained in the following chapters of this
Order:

Chapter I, Definitions.
Chapter II, Basic Requirements.
Chapter III, Implementation of the Records Disposition Program.

Chapter IV, Retention of Operating and Onsite Service Contractor
Records.

Vertical 1ine denotes change.
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b. Records ritention standards shall not be prescribed in any other
directive. To the fullest extent practicable, organizations and con-
tractors shall dispose of their records upon the expiration of the
presqubeq retention periods.

i

i

William S. Heffelfinger
Assistant Secretary
Management and Administration
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Dhvciacas A1) s i obasiers) SEE INSTRUCTIONS ON REVERSE BEFORE COMPLETING FORM \
U.8. DEPARTMENT OF ENERGY DOE INTERNAL REPORTS CONTRO!, NO. DOE-AD-AN-0005 !
ANNUAL REPORT 1. REPORTING PERIGD: RSCAL YEAR ENDING f
OF RECORDS HOLDINGS September 30, 1981 l
270 pirector of Administration 3 T?.mc.mepa&rlt. ml'wen“t'ddf Enercy ) . ‘
Attn: AD-242 2lbuguerque Operations Cffice :
U.S. .Department of Energy P.C. Box 0000
1000 Independence Ave., S.K. slbucuercue, New Mexico 87115

kashington, D.C. 2058%

SUMMARY OF RECORDS HOLDINGS
(Compilote all items. Do not leave blanks.)

STATUS DOE CONTRACTOR TOTAL ;

4. VOLUME OF RECORDS (CU. FT.) ON HAND, END CF RSCAL YEAR IN: ‘
w) CURRENT RLE ROCMS, LABORATORIES AND OFFICES

(& STAGING, HOLDING AND GTHER TEMP. STORAGE AREAS 1,400 2,700 4,100

{c) TOTAL 6,523 59,823 66,346

8. VOLUME OF RECORDS TRANSFERRED QUTSIDE OF REPORTING

5,123 57,123 62,246

INSTALLATION DURING FY: 728 729 1,457
tal TO FEDERAL RECORDS CENTERS
() OTHER (Deucribe the records and identy recipients in Remarks -0- -0~ -0-
Section below)
€ ESTIMATED NUMBER OF DOCUMENTS IN CUSTODY WHICH ARE
CLASSIRED SECRET, _ . . 346,243 1,746,248 2,092,456
‘ . NUMBER OF REELS OF MAGNETIC N TOTAL ABOVE
{ T o s o TAPE (NCLUDED I TOTAL 7,120 8,240 15,360

8, VOLUME OF RECORDS DESTROYED (CU. FTX

(s} AUDIC VISUAL RECORDS DESTROYED UNDER AUTHORITY *
OF DOE 1324.2 (SEE DOE AND DOE-CONTRACTOR RECCRDS

SCHEDULES 21} _ . - - 0.5 1.5 2.0
(1) STILL PICTURES
@ MOTION PICTURES.. - - — - . _ -0- 10.0 10.0
3 SOUND RECORDINGS.. _— 1.0 -0- 1.0
) VIDEO RECORDINGS =0- =0- -0-
(bl ALL OTHER RECORDS DESTROYED IN OFRCES OR HOLDING 200 325 525
AREAS UNDER AUTHORITY OF APPROVED RECORDS SCHEDXULES — - - -
8. CERTIRCATION:

THF RECORDS HOLDINGS REPORTED ON THIS FORM ARE COVERED ADEQUATELY BY CURRENT AUTHORIZED DOE AND DOE-CONTRACTOR
RECORDS SCHEDULES AS PROVIDED IN DOE ORDER 1324.2, RECORDS DISPOSITION.

O ves O NO 1t “no”, plesss attach explanation)

10. REMARXS: {tndicate the ressons for significent incressew/decresses in holdings; any plans for cesnout campeigns; information on tansters reportod in
ttam 5(bl above: other significant records disposition matters. Attach sdditionsl shests. il necessary.)

11a. NAME OF RECORDS OFRCER OR QTHER PERSON WITH WHOM TO CONFER | b- TITLE ¢ PHONE NUMBER
S Hrs. Enna Gee fecords Cfficer 123-4567
12 DATE PREPARED 13. NAME AND TITLE OF SIGNING OFRCIAL 14. SIGNATURE

8/20/81 r. Wright Rekord, Sir., Info.- Mgnt. [iv. Myfﬁlgéﬁ—v"
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INSTRUCTIONS FOR PREPARING REPORT
GENERAL DEFINITIONS (Continusd)

TYPE 'OEMTIFICATION N, D% TP
LENE AND DATE SN NEXT LINE

This report is required by DOE 1324.2, Records Disposition,
which implements the requirements of GSA Regulations FPMR
101-11.102-7.

A transmittal letter is not required for this report,

Records to be included in the total volume should comprive:
1. All DOE and DOE-Contractor records;
2 Records heid for GAO audit; and
3. Official Personnet Folders (records of the Otfice of Person-
nel Managament) in DOE custody.

INo volume should be included for DOE records centers
operating with tha specific approval of GSA in accordance with
the requirements of FPMR 101-11.412. This dats should be
reported separatety on Standard Form 137, Agoncy Records
Center Annuat Report, per FFMR 101-11.4124.)

Volume reported should include record materisl only. (See
Definitions betow for excludad material.)

Custody rather than ownorship is the dstermining factor in
repocting records in the “DCE" or “Contractor”’ columna.

DOCUMENTS CLASSIFIED SECRET (ttem €)

The estimats of this number may be based upon:
~ A representative sampling of holdings:
— Available document accountability records:
— Other methods which would produco 8 ressonsbly
accurate estimate.

An inventory of these documents shall NOT be taken for the pur-
posa of comptleting this item.

DEFINITIONS

o “DOE” volume includes Hasdquarters and field offices, but ex-
cludes GSA-approved, DOE-opersted records conters (not to be
confusad with local staging, holding or other tomporary smmge
ereas which are included).

¢ “Contractor” volume includes operating and onsits service con-
usctors as defined in DOE 1324.2, pages V-1 and V-2, but ex-
cludes GSA-approved, DOE-Contractor-opersted tocords
contara oparating (n accordance with FPMR 101-11.412

“Records” includes all books, papors, meps,

by an sgency of the United States Government under Federal
hwammmmmmuumﬁonofptukhmmmd
preserved or appropriate for preservation by that agency or its
legitimate successor a8 evidence of the organization, functions,
pelicies, decisions, procedures, cperstions or other activitiss of
the Governmment or because of the informational vatus of data in
them. (This definition pertains to records created or received by
Federal agencies. The basic elaments of the definition may be
applied to record disposition activitias by contractors. That is,

or other material which may be disposed of without archival
suthority, i.e., disposabla by agancy authority alone. (See DOE
1324.2, page |3 for examples of ncnrecord material.) For the pur-
poses of this report, 0O NOT REPORT LIBRARY BOOKS, BULK
STOCKS OF PUBLICATIONS, BLANK FORMS, STOCKS OF

PROCESSED DOCUMENTS {e.g.. stocks of photocopied reports),
AND O'I"HER NONRECORD MATERIALS.

"Smgmg, Holding or Other Temporary Storage Areas” includes
areas formatly designated for staging and holding putposes, as
well as all other gtorage areas, EXCEPT current file rooms and of-
fices; GSA-approved, DOE- or DOE-Contractor-opergted records
centers; and Foderal Records Centers.

o “Magnetic Tapo” includes &il tapes on which data are recorded

as part of 3n automated data processing of information retriaval
system. Audio recordings of music, speeches, etc. are not in
cluded in Item 7.

TABLE OF EQUIVALENTS

photographs,
machine resdable records, or other documentary matorials,
regardless of physical form or characteristics, mads or received.

For the purpose of this report, voiume may be catculated accord-
ing to the following table of cubic foot equivalants:

Fling cabinets:

One Istter-size drawer = 1% cubic feet
One logat-size drawer = 2 cubic feet

Riing casss:

One 3- by 5-inch case = 1/10 cubic foot
One 4 by Ginch case = 1/4 cubic foot
One 5 by B-inch case = 1/4 cubic foot

Shett fllas:

Letter-size, 1 linear foot = 4/5 cubic foot
Legatsize, 1 linear foot = 1 cubic foot

Tabulating cards:

10,000 cards = 1 cubic foot

Magnetic tape:

Seven reeis o 1 cubic foot

Microfilm:

100 16mm reels (100 feot) = 1 cubic foot
50 35mm reets (100 feet) = 1 cubic foot

Outsized equipment

Inside cubic measurement

8l pictures:

Negastives
2300 35mm 6 exposure strips = 1 cubic foot
8640 2- by 2-inch mounted slides = 1 cubic foot
2184 4 by S-inch film sheeta = 1 cubie foot
5960 2% - by 3%-inch film sheets = 1 cubic foot

Prints
2350 8 by 10-inch gloasies or contact sheets = 1 cubic foot
9400 4- by Sinch glossies = 1 cubic foot

Motion pictures:

Six 35mm reeis (1000 feet) = 1 cubic foot
11 16mm reets (1200 fest) = 1 cubic foot
16 16mm reeis (800 feet) = 1 cubic foot
32 16mm reeis (400 feet) = 1 cubic foot

Sound record],

731&&@«%{.:@ = 1 cubie foot
144 12-inch disc recordings = 1 cubic {oot
48 7-inch sudiotape tests = 1 cubic foot

18 10-inch audiotape reeis = 1 cubic foot

Video recordings:
Ten ¥%-inch cassottes = 1 cubic foot
Three 2-inch reels = 1 cubic foot
Nine 1-inch reeis = 1 cubic foot
43 %-inch reeis = 1 cubic foot

Vertical line denotes change.
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Racords Holding Ares

1. ORGANIZATION INITIATING TRANSFE R {Division, Olfice, Branch, Section]
Office of Organization and Management Systems, Mgt. Systems Development & Eval,, Br.

2. AUTHORIZING OFFICIAL (Signat (Tids)
ones
3. BRIEF DESCRIPTION OF RECO! {ing: Series Title or Other [dentification)

U.S. DEPARTMENT OF ENERGY

RECORDS TRANSFER

DOE LOCATION

(Fo¢ Records Holing Ases Use)

DOE JOB NUMBER

NOTE: Accesd 10 $20red tecords h resiricted to persoanst of the
he A

if desived, $hould be DY 6perste memorsndum,

FRC LOCATION

FRC ACCESSION NUMBER

Osle of Tranter

Acting Chief
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Lackare ers on DOE Records Dispogition Order
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ckground files for DOE Order 1324 dated 10-22-7 10/77 | UNCL ERS 16, 10 years
thru la{l) ()]
. 10/79

DOE Records Schedules folders 1-26

Contractor Records Schedules folders 1-26
. MAY THESE RECORDS BE DESTROYED AS SCHEDULED WITHOUT FURTHER DIVISION OR OFFICE CONCURRENCE? vis [Qwo
BATE ELIGIALE FOR {FOR RECORDS HOLDING AREA USE) CERTIFICATION: The boxes listed under itwm 4 have
RETIRTMENT TO FRC DATE TRANSFERRED TO FRC been raceived I the Hesdquerters Rlecords Holding Ares.
DATE ELIGISLE FOR OESTRUCTION) DATE DESTROVED
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CHAPTER I
DEFINITIONS
1. ACCOUNTABLE OFFICERS ACCOUNTS. Specific documents prepared by accountable

5.

7.

8.

10.

‘officers and required by GAO to be maintained for audit. Also known as site
audit records.

APPRAISAL. The process of determining the value, and thus the disposition, of
records based upon their administrative and other uses, their evidential,
informational, or research value, their arrangement, and their relationship to
other records.

AUTOMATIC DATA PROCESSING (ADP) RECORDS. See Machine-Readable Records.

CLASSIFIED INFORMATION. Records or information requiring, in the interests of
national security or for the protection of individuals, safeguards against
unauthorized disclosure.

COMPREHENSIVE RECORDS DISPOSITION SCHEDULE. A listing of the filing units and
general files of an organization setting forth their mandatory disposition in
terms of retirement, disposal, or transfer to storage after specified reten-
tion periods. The schedule includes all file material whether record or non-
record and whether classified or unclassified. It includes records designated
for permanent retention as well as those scheduled for disposal. DOE compre-
hensive records disposition schedules are called Records Inventory and Disposi-
tion Schedules (RIDS). (Also see paragraph 10, "Disposition," below.)

CORRESPONDENCE FILE, GENERAL SUBJECT. A collection of documents not

possessing the uniform characteristics found in a filing unit, arranged

by subject, and covering a variety of types of transactions. Some of the
component segments of a general subject correspondence file may be filing

units such as a folder of monthly activity reports, or a subject file classifi-
cation consisting of travel vouchers.

CURRENT FILES AREA. The office or laboratory space used for the maintenance
of current records.

CURRENT RECORDS. Files referred to frequently in the conduct of current
business and maintained in office space of the using organization.

DISPOSAL. The physical destruction of records.

DISPOSITION. The actions taken with regard to records following their
appraisal. The actions include transfer to a Federal Records Center or
local storage area for temporary storage, transfer to an archival facility,
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microfilming, destruction, disposal, or retirement. It may include two or N
more of these actions such as retirement to storage after 1 year and destruc- .
tion after 6 years. The term includes, but is not synonymous with, disposal.

DISPOSITION SCHEDULE. A document governing, on a continuing basis, the
mandatory disposition of filing units and correspondence files of an organiza-
tion. Also known as a Records Inventory and Disposition Schedule (RIDS).

(See also paragraph 5, Comprehensive Records Disposition Schedule.)

FEDERAL RECORDS CENTER (FRC). A records storage facility operated by
the National Archives and Records Service, GSA, for housing and servicing
noncurrent records. (See page I111-29, paragraph 19a, for more detailed
information.)

FILE CUTOFF. Termination of a file at periodic intervals to facilitate
continuous disposal of the filing units in complete blocks. Sometimes called
"file break."

FILE ITEM. A single document or case file of a filing unit or general file.
It may be an item of correspondence, a report, a completed form, a map, a
drawing, or a bound volume. It may also be a case file such as a voucher with
attached supporting papers, or a personal history folder with included papers
relating to an employee.

FILING UNIT. A series of identical or equivalent file items characterized

by a consistent method of assembly and handling, a common arrangement of the _
component items, and uniform as to subject, type of information recorded, or N
kinds of transactions reflected. A filing unit may also include related ~
elements physically separated from it such as finding aids or bulky material. 4
Examples of filing units made up of uniform file items are contained on page

111-8, paragraph 9a(4).

GENERAL RECORDS SCHEDULES (GRS). Schedules issued by NARS that govern the
mandatory disposition of specified recurring filing units common to several of
all Federal agencies. The GRS's are incorporated in DOE and contractor
records schedules.

LOW COST STORAGE. Records storage facilities utilizing steel shelving.
Also called records holding areas and Federal Records Centers.

MACHINE-READABLE RECORDS. Machine-readable records are records that require
machine processing and decoding for conversion to human readable information.
Examples of machine readable records include magnetic tape, disk packs,
tabulating cards, punched cards, paper tape, or drums.

NATIONAL ARCHIVES AND RECORDS SERVICE (NARS). NARS is an organization in
the U.S. General Services Administration with responsibility for the manage-
ment and quality of records created by the Federal Government. To accomplish
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its responsibilities, NARS issues Federal Property Management Regulations,
maintains 1iaison with Federal agencies, and administers: Federal Records
Centers, The National Archives, and Presidential Libraries.

20. NONRECORD MATERIAL.

(1) Nonrecord material includes those classes of documentary or other
material which may be disposed of without archival authority. In the
statutory definition of record material it is stated that:

Library and museum material made or acquired and preserved
solely for reference or exhibition purposes, extra copies of
documents preserved only for convenience of reference, and
stocks of publications and of processed documents are not
included.

(2) On page 2 of the NARS Records Management Handbook, "Disposition of
Federal Records," the designation "nonrecord" is given to the
following material:

(a) Information copies of correspondence on which no documented
administrative action is taken.

(b) Materials documenting such fringe activities as employee welfare
activities and charitable fund drives.

(c) Reading file copies of correspondence.
(d) Tickler followup or suspense copies of correspondence.
(e) Duplicate copies of all documents maintained in the same file.

(f) Extra copies of printed or processed material, official copies
of which have been retained for record purposes.

(9) Superseded manuals or other directives maintained outside the
office that is responsible for directives management.

(h) Routing slips.

(i) Working papers.

(j) Drafts of reports and correspondence.
(k) Transmittal sheets.

(j) Drafts of reports and correspondence.

(k) Transmittal sheets.
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(1) Blank forms. ‘ il

(m) Transcribed stenographic material.

(n) Processed or published material received from other activities
or offices, and which requires no action and is not required
for any kind of documentation (the originating office or
activity is required to maintain record copies).

(o) Catalogs, trade journals, and other publications or papers that
are received from Government agencies, commercial firms, or
private institutions, and which require no action and are not
part of a case upon which action is taken.

(p) Correspondence and other records of short term value that, after
action has been completed, have neither evidential nor informa-
tional value, such as requests for publications, and
communications on hotel reservations.

(q) Reproduction materials such as stencils and offset masters.

(r) Physical exhibits, artifacts, and material lacking documentary
value.

OPERATING AND ONSITE SERVICE CONTRACTORS. (See page V-1, paragraph 2.)
PERMANENT RECORDS. Records that have been determined by the Archivist of o

the United States to have sufficient historical or other value to warrant
their continued preservation by the Government. Such determinations are
reflected in DOE and contractor records schedules and in approved offers to
transfer records to the National Archives. Permanent records are offered to
the National Archives when they are 25 years old, or in some cases before they
are 25 years old.

PERSONAL PAPERS. Papers. (records) of a private or nonofficial character

which pertain only to an individual's personal affairs and are kept in the
office of a DOE or contractor official. They must be clearly designated by
the official as nonofficial and will at all times be filed separately from
official records.

RECORD MATERIAL.

a. Those classes of documentary materials which may be disposed of only after
archival authority is obtained. The statutory definition of "records"
(44 v.Ss.C. 3301) is "...books, papers, maps, photographs, machine-readable
materials, or other documentary materials, regardless of physical form or
characteristics, made or received by an agency of the United States
Government under Federal law or in connection with the transaction of
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25.

26.

27.

28.

public business and preserved, or appropriate for preservation by that
agency or its legitimate successor as evidence of the organization,
functions, policies, decisions, procedures, operations, or other acti-
vities of the Government or because of the informational value of the data
in them." This statutory definition pertains to records created or
received by Federal agencies. The basic elements of this definition,
however, may be applied to records disposition activities by contractors.

b. The elements that are essential in materials to make them records are
stated in the above definition in two alternatives:

(1) The material may be made or received by an agency either in pursuance
of Federal law or in connection with the transaction of public
business.

(2) The material may be preserved or appropriate for preservation
either for evidentiary purposes or for the value of informational
data it contains.

c. For "Federal law" in the first alternative, contractors may substitute
“provisions of the contract" and for "transaction of public business,"
they may substitute "business transactions under the contract." The
second alternative may be adapted to records disposition activities of the
contractor without change of language. The evidence or information
contained in records may pertain to the "organization, functions,
policies, decisions, procedures, operations, or other activities." Some
evidence or information concerning these matters is contained in practi-
cally all records. The immediate or future reference needs shall be
considered in deciding the relative importance of these evidentiary
values. Identification of those records which contain sufficient evidence
or information to justify continued preservation is a principal part of
records disposition activities.

RECORDS HOLDING AREA. A local low-cost records storage facility, often

staffed on a part-time basis, for the economical storage of noncurrent records
pending their disposal or transfer to a Federal Records Center.

RECORDS INVENTORY AND DISPOSITION SCHEDULE (RIDS). See Comprehensive

Records Disposition Schedule, above.

RECORDS MANAGEMENT. The planning, controlling, directing, organizing,

training, promoting, and other managerial activities involved with respect to
records creation, records maintenance and use, and records disposition.

RECORDS SCHEDULES. Records schedules contain approved records retention

standards grouped together by common subject matter. (See retention standard,
below.)
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RETAIN. A designation used when records must be held beyond their approved
retention period for legal, research, patent, or other reasons.

RETENTION PERIOD. A retention period is the time period for particular
records (normally a filing unit) to be kept. When the retention period
requirement is met, unless there are restrictions (page III-2 paragraph 5) the
records are destroyed.

RETENTION STANDARD. A retention standard describes particular records
(normally a filing unit).

RETIREMENT. The removal of records from office type space and equipment and

transfer to low-cost storage space.

RETIREMENT PERIOD. The period of time established for a filing unit

to be retained in a current file area after file cutoff, pending its transfer
to a low-cost storage area.

TRANSFER. Change of custodial responsibility for records by removal

or assignment to another DOE or contractor installation, a Federal Records
Center, the National Archives, another Federal agency, or other outside
recipient.

TRANSFER PERIOD. The period of time established for a filing unit to be

retained in a Tocal records holding area, before transferring it to a Federal
Records Center.

UNSCHEDULED RECORDS. Records for which no ultimate disposition has been

established.
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CHAPTER II
BASIC REQUIREMENTS
1. GENERAL. This chapter outlines the basic requirements of the records
disposition program of DOE and its operating and onsite service contractors.
2. ACCOMPLISHMENT OF OBJECTIVES. To accomplish the objectives of the records
disposition program (page 2, paragraph 7), three program components have been
adopted:

a. The development and promulgation of records retention standards for ,
records of DOE and its contractors. These standards are derived from:
(1) Standards adapted for DOE use from General Records Schedules

developed by the National Archives and Records Service (NARS), GSA.

(2) Recommendations submitted by DOE organizations and contractors,
which are concurred in by the responsible Headquarters program
office, General Counsel, and, when appropriate, by the General
Accounting Office. Final approval is obtained from NARS.

(3) Standards developed by the Office of Organization and Management
Systems staff which are also subject to the concurrence and approval
routine described in paragraph 2a(2), above.

b. The development and application of comprehensive records control
schedules (called Records Inventory and Dispositon Schedules (RIDS)) by
organizational units of DOE and contractors. These schedules:

(1) Utilize the standards described in paragraph 2a, above.

(2) Identify for preservation records of continuing value.

(3) Establish retention periods for records of temporary value or
nonrecord material.

(40 Provide file custodians with instructions regarding file cutoff
(breaks), retirement of records from office space to low-cost
holding areas, and disposal or transfer to a Federal Records Center,
as appropriate.

c. The use of Federal Records Centers for housing and servicing the records
retired under paragraph 2b(4), above, and the operation of records holding
areas when operationally necessary and economically feasible.

3. NEED FOR RECORDS DISPOSITION PROGRAM. The need for a records disposition

program 1s evidenced by the large volume of records generated and
accumulated by DOE and its contractors. If all of these records are
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retained, and no disposition program is established, the cost of records
maintenance waquld be prohibitive and indefensible. The primary economic
justification for the records disposition program is the cost avoidance
that results from the selective retention and preservation of the small
volume of recards having a continuing value, and the systematic disposal

of the greater volume not warranting further retention.

4, [IMMEDIATE GOALS AND OBJECTIVES. The immediate goals and objectives of
the DOE records disposition program are:

a. To keep the total volume of current records stable by disposing of
or transferring to low-cost storage, as many records each year as
is necessary to reduce the burden of maintaining files of nonessential
records. -

b. To maintain only the essential minimum number of secret documents
required.

c. To transfer to Federal Records Centers all noncurrent records that
meet the criteria for transfer as prescribed in FPMR 101-11.410-2,
and GSA Handbook "Federal Records Centers.,"

d. To control the machine-readable records inventory.

Each of these goals can be obtained by the development and application

of comprehensive records inventory and disposition schedules (RIDS) for
all organizational elements of DOE and its contractors. This chapter has
been prepared to assist in developing and applying RIDS.

5. REPORTING REQUIREMENTS.,

a. Headquarters organizations shall submit DOE F 1324.6, "Annual Report :
of Records Holdings," to the Office of Administrative Services by August 1
of each year.

'b. Field organizations shall submit to the Office of Organization and
: Management Systems, by September 1 of each year, DOE F 1324.6, "Annual
Report of Records Holdings," (see attachment 1, page 1.)

c. The Office of Administrative Services shall submit a consolidated
Headquarters report to the Office of Organization and Management Systems
by September 1 of each year.

d. The Office of Organization and Management Systems shall submit the
"Annual Summary of Records Holdings" to NARS, as prescribed by FPMR
101-11.102-7, within 30 days following the close of each fiscal year.
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?wnh\ CHAPTER III

' IMPLEMENTATION OF THE RECORDS DISPOSITION PROGRAM
1. THE PROCEDURES, STANDARDS, AND GUIDELINES.

a. The procedures, standards, and guidelines used in the DOE records
disposition program are contained in this chapter. Records retention
standards for DOE records are contained in attachment 1 of chapter IV.
Records retention standards for records generated by contractors are
contained in attachment 1 of chapter V.

b. Official records belong to the Government, not to individuals. They are
in no sense personal property. Records can be legally disposed of only
through the procedures of the records disposition program. The DOE and
contractor records retention standards are the authorizations for the
disposition of official records. Their application is mandatory. Records
retention standards shall not be prescribed in any other DOE directive.

SCHEDULING AND DISPOSITION. DOE and its contractors develop and apply

records inventory and disposition schedules (RIDS), providing for the periodic
disposal and retirement of records in accordance with established time
periods. Procedures and standards for the scheduling and disposition of
records are summarized on page III-6, paragraph 8, below.

RETIREMENT, STORAGE, AND TRANSFER. The Records Inventory and Disposition

Schedules noted in paragraph 2, above, include timetables for the retirement
of noncurrent records from office space and equipment to lower cost storage
facilities. Procedures and standards concerning the retirement of records,
their storage, and the transfer of records between DOE organizations and the
transfer of records outside of DOE are described in paragraphs 18, 19, and 20,
below.

RECORDS RETENTION STANDARDS.

a. DOE develops and establishes records retention standards covering DOE and
contractor records. In establishing such standards, disposal authoriza-
tions are obtained from the National Archives and Records Service, GSA, in
accordance with 44 U.S.C. 3301 et seq.

b. Records schedules, prescribing approved retention standards for DOE
and contractor records, are published as attachments to chapters IV
and V. Records in the custody of DOE and its contractors are covered by
applicable records retention standards and, to the fullest extent practi-
cable(,I shall be disposed of upon the expiration of the stated retention
periods.
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RESTRICTIONS AFFECTING THE DISPOSAL OF RECORDS. Certain Federal statutes

include restrictive provisions which affect the disposal of records. Also,
DOE prescribes some restrictions and limitations. DOE and contractor organi-
zations must comply with applicable restrictions and limitations in carrying
out the records disposition program. Pertinent restrictions are set forth

below:

a. Scope of Records Disposal Laws.

(1)

(2)

(3)

(4)

44 y.S.C. 3105 provides, in part, as follows: "Records in the
custody of LDOE] are not to be alienated or destroyed except in
accordance with Title 44 U.S.C. 3301-3314."

44 U.S.C. 3105 requires the head of each Federal agency to establish
safeguards against the removal or loss of records determined to be
necessary and required by regulations of the Administrator of the
General Services Administration. DOE complies with 44 U.S.C. 3105
and 3301 et seq. by establishing procedures and standards for the
disposal of both DOE and contractor records.

18 U.S.C. 2071 provides penalties for the unlawful removal or
destruction of records:

(a) "Whoever willfully and unlawfully conceals, removes, mutilates,
obliterates, or destroys, or attempts to do so, or with intent
to do so, takes and carries away any record, proceeding, map,
book, paper, document, or other thing, filed or deposited with
any clerk or officer of any court of the United States or in any
public office, or with any judicial or public officer of the
United States, shall be fined not more than $2000, or imprisoned
not more than three years, or both.

(b) "Whoever having the custody of any such record, proceeding, map,
book, document, paper, or other thing, willfully and unlawfully
conceals, removes, multilates, obliterates, falsifies, or
destroys the same, shall be fined not more than $2000 or
imprisoned not more than three years, or both; and shall forfeit
his office and be disqualified from holding any office under the
United States."

44 y.S.C. 3105 requires the head of each Federal agency to make known
to officials and employees of the agency such penalties as are
provided by law for the unlawful removal or destruction of records.

b. Unsettled Accounts.

(1)

44 U.S.C. 3309 provides in part, as follows: "Records pertaining to
claims and demands by or against the Government of the United States,
or to accounts in which the Government of the United States is

‘“Mx
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concerned, either as a debtor or creditor, may not be disposed of
by the head of an agency under any authorizations granted under
sections 3306-3308 of this title until the claims, demands, and
accounts have been settled and adjusted in the General Accounting
Office, except upon the written approval of the Comptroller General
of the United States."

(2) DOE complies with the above restriction. DOE also obtains GAO
written concurrence on disposal standards covering all financial
and related records, program records having a retention period of
less than 3 years, and of all standards for contractor records.

c. Federal and State Laws.

(1) Where Federal or State laws, or regulations issued thereunder,
require that contractor records be retained for longer periods,
than prescribed in contractor records schedules, the contractors
shall retain the records for the periods described by such laws
or regulations.

(2) Retention standards for contractor records are based on minimum
requirements and are des-igned to fit the greatest number of contrac-
tors. They do not take into account any particular local situation,

?WW%\ or any legal requirements which may apply to some, but not all
4 contractors.

d. Litigation, Investigation, and Exceptions.

(1) Notwithstanding records disposal authorizations, DOE and DOE
contractor records shall be retained until completion, clearance,
or settlement of: pending litigation, pending investigations,
GAO exceptions, Congressional requests (both formal and informal),
pending Freedom of Information Acct requests, and pending Privacy
Act requests.

CI Vertical line denotes change.
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(2) Restoration of Previously Suspended Disposal Authorizations for
Telecommunications Recorss. '

(a) In United States of America v. American Telephone and Telegraph T
Company, Western Electric Company, Inc., and Bell Telephone 1
Laboratories, Inc., Civil Action No. 74-1698, the United
States District Court for the District of Columbia issued
Pretrial Order No. 1, ordering retention of all documents
specified in, and responsivé to, the defendant's First Request -
for Production of Documents Pursuant to Rule 34 of the Federal
Rules of Civil Procedure dated 1-10-75. Therefore, records
disposal authorizations pertaining to records responsive to
Pretrial Order No. 1 were suspended.

(b) On 9-23-80 ATAT advised the Department of Justice that they
“have no objection to the resumption of normal retention
procedures at all executive branch governmental agencies from
whom defendants obtained documentary discovery in this case
with respect to any documents offered, or actually produced by
those agencies to defendants.”

e. Examination of Records Clause.

(1) Negotiated contracts entered into or amended after 6-3-52 contain a
provision usually identified as the "Examination of Records clause,”
to the effect that the Comptroller General of the United States or

Vertical 1ine denotes change.
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any of his authorized representatives shall have access to, and the
right to examine, any directly pertinent books, documents, papers,

and records of the contractor involving transactions related to the
contract until the expiration of 3 years after final payment under

the contract or such lesser time specified.

(2) The size and duration of DOE operdting and onsite service contracts
make it too costly and impractical to retain all directly pertinent
records for 3 years following final payment of such contracts. Thus,
the requirement for retention for 3 years after final payment of the
contract was modified for DOE contractors. Records retention
standards for contractors are contained in attachment 1 of chapter V
of this order. The General Accounting Office has concurred in these
standards.

SECURITY REQUIREMENTS. DOE and contractor organizations shall comply with the

applicable security requirements for transmitting, storing, or disposing of
classified records. See directive series 5632 for the issuance of specific
standards, procedures, and requirements for the protection of classified
matter.

PERSONAL PAPERS.

d.

Personal papers consist of records of a private or nonofficial character
which pertain only to a DOE or contractor official's personal affairs, and
are kept in the office of the official. The papers must be clearly
designated by the official as personal papers. Personal papers will at
all times be filed separately from official records. If a matter
involving the transaction of official business is received in private
correspondence, the portion of such correspondence that pertains to
official business will be extracted and made a part of official files.

Departing officials are permitted to retain extra copies of official
records which they drafted, received, or otherwise acted upon, provided
that such retention does not diminish official records; violate confident-
ality required by national security, privacy, or other interests protected
by law; or exceed normal administrative economies.

SUMMARY OF PROCEDURES FOR PREPARING AND APPLYING RECORDS INVENTORY AND

DISPOSITION SCHEDULES (RIDS).

d.

Work Steps and Procedures. The preparation and application of

comprehensive records inventory and disposition schedules involve the
following work steps and processes:

(1) Selection of appropriate units of the overall organization to be
covered by separate RIDS.
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(2) Inventory of all records in the organizational unit. g “ﬁ
(3) Analysis of the inventory to identify:

(a) Filing units covered by estahlished records retention
standards.

(b) Nonrecord material.

(c) Filing units not covered by established records retention
standards.

(4) Appraisal of filing units not covered hy records retention standards
and the development of recommended records retention standards for
such filing units.

(5) Action to obtain necessary authority to use recommended retention
standards developed for unscheduled records.

(6) Development of cutoff instructions and retirement periods.
(7) Coordination to obtain local approvals for the RIDS.
(8) Initial application of the schedule by disposing of records for which

the retention periods have expired, disposing of unneeded nonrecord
material, and retiring eligible records.

(9) Follow-up measures to assure that disposition action is taken
periodically according to the schedule.

(10) Periodic reviews of RIDS, with amended records schedules as
necessary, to keep the RIDS current.

b. The procedures summarized in paragraph 8a, above, involve the use of two
forms:

(1) DOE Form AD-384, "Records Inventory and Disposition Schedule" (or
its equivalent), is used in connection with subparagraphs (1) through
(4), and (6) through (10) above. DOE Forms AD-384 and 384a (contin-
uation sheet) are illustrated in attachments 1 and 2.

(2) DOE Form AD-331, "Records Retention and Disposal Authorization," is
used in connection with subparagraphs (4) and (5), above. DOE Form
AD-331 is illustrated in attachment 3.



" DOE 1324.2 I11-7
5-28-80

9. PREPARATION AND APPLICATION OF RECORDS INVENTORY AND DISPOSITION SCHEDULE
(RIDS).

a. Inventory. The first step in the scheduling process is to inventory
the records in the custody of the organizational unit to be covered
by the schedule. The schedule is the key to the records disposition
program. A complete and accurate records inventory is important, and
consequently is treated in some detail as follows:

(1) Characteristics of a Records Inventory.

(a) It must cover all records in the organizational unit.
(b} Nonrecord material must be included.
(¢} Filing unit descriptions must be clear.

(d) Records must be listed by filing units (not document by document
or folder by folder).

(2) Unit of Organization.

(a) The ultimate goal of the records disposition program is to have
all records covered by records inventory and disposition
schedules. The magnitude of this task requires the participa-

o tion of all organizational elements. The task also must be

ﬁ divided into manageable pieces for its accomplishment. For
practical purposes separate schedules are prepared for appro-
priate segments of the organization. An appropriate segment may
be an office, division, branch, or section (from the larger to
the smaller) depending on the size of the organization, its
assigned functional responsibilities, and the custodianship and
location(s) of its records. An example is an office service
branch consisting of a mail section, a word processing section,
a records management section, and a graphics section. Schedules
should be set up for each section. Examples of other appro-
priate segments are organizations responsible for the functions
of procurement, property management, warehousing, payrolling,
accounts payable, transportation, and facilities management.

(b) In selecting units of organization, consideration must be
given to the fact that the schedules must be implemented and
applied. Therefore each schedule should cover an organizational
unit where some individual has been assigned specific responsi-
bility for files maintenance and disposition.

(3) Scope. The inventory covers all records of each organization and
it includes:
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(d)
(e)
(f)
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Both record and nonrecord material.
Classified as well as unclassified papers.
ADP machine-readable and microfilm records.
Filing units and general files.
Permanent as well as temporary records.

Reference material maintained in filing equipment (pamphlets,
reports, handbooks, reading files, and extra copy files).

Inventory Items.

(a)

(b)

Inventory items should be descriptive of filing units or
appropriate segments of general files; not separate forms,
reports, file folders, or other papers which do not constitute
filing units. For example, applications for employment are not
inventory items if they are filed in official personnel files
along with job descriptions, change of status forms, and other
data about individual employees. The inventory item (filing
unit) is the official personnel file. Applications for employ-
ment are filing units only if they are filed separately. Some
examples of filing units are:

1l An entire voucher file, arranged numerically by voucher
number, consisting of copies of paid vouchers together
with attached supporting papers such as purchase orders,
receiving reports, invoices, bills of lading, and related
correspondence. Each individual voucher, together with its
supporting papers is a file item. '

|~

A complete official personnel file, arranged alphabetically
by name of employee, consisting of separate personnel
folders, each containing records pertaining to an individual
employee. Each separate folder with its contents is a file
item.

A purchase order file, arranged numerically by purchase order
number or alphabetically by name of vendor, consisting of
copies of all purchase orders issued or received by an
organization. Each separate purchase order is a file item.

jw

Inventory items should be limited to filing units, wherever
possible. They should not be expanded to include all of the
records of an activity or general file unless all of the
separate items are interfiled. For example, a contractor
engineering file of 100 cubic foot volume, and consisting of
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six or seven distinct filing units, with different retention
values, one filing unit of which is field notebooks, should not
be inventoried as a single item. For example: if the field
notebooks comprise 40 cubic feet and are filed separately in one
series, they should be handled as a separate inventory item.

(5) Description of Records.

(a)

(b)

(c)

(d)

It is essential that the records in the inventory be described
in terms that will be meaningful to the person who will apply
the schedule. Inventory items are described as they exist in
the organizational files - generally accepted titles in normal
day-to-day use - not as they are, or may be described somewhere
else. For instance, the descriptions in the records schedules
in most cases should not be used, since it is unlikely that
these schedules will describe the records exactly. The records
schedule descriptions are intentionally broad so that they can
be widely applied.

The use of the descriptions in attachment 1 of chapters IV and V
comes later in the process of matching the inventory items to
the standards contained in these attachments. The completed
RIDS will be used by files custodians to dispose of records or
retire them in accordance with the retention and retirement
periods on the RIDS. Therefore, the item descriptions should be
accurate portrayals of the files so that the disposal and
retirement periods can be applied without error by the
custodians of the files.

A proper description of an inventory item consists of the name
or title of each filing unit. The title of a single form may be
used if it applies to an entire filing unit (examples - bills of
lading, payroll checks, vouchers, and purchase orders).

Form numbers or titles should not be used when case files are
being described. Such files often consist of numerous forms.
(Examples of case files: intelligence files, docket files,
contract files, individual personnel files, loan files, and
project files.) It is also desirable to indicate whether

the files consist of original records, or copies.

Descriptive data in the inventory items should indicate the
filing arrangement (as alphabetic, chronological, numerical),
since the arrangement can affect disposition actions. For
example, procurement files arranged alphabetically by vendor
names or general files arranged by subject must be artificially
broken or "cut off" periodically to permit disposal or retire-
ment. The filing arrangement can also be a factor in identi-
fying records to be preserved, retired, or destroyed. For
example, some procurement organizations maintain both numerical
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and alphabetic files of purchase orders; the main distinction
between them is the filing arrangement. It is 1ikely that the
alphabetical file is a finding aid and may be designated as
nonrecord material.

General Subject Correspondence Files.

(a)

(b)

(c)

(d)

It is much more difficult to inventory and schedule general
subject correspondence files than it is for specific filing
units such as foreman's time cards, paid checks, purchase
orders, and vouchers. General subject correspondence files are
usually arranged by subject and consist of correspondence,
completed forms, and reports. The entire file is seldom a
filing unit, but portions of the file are. Therefore, in the
inventory and scheduling process, general subject correspondence
files should be reviewed and analyzed in some detail to identify
and evaluate the filing units. Typical general subject corre-
spondence files consist of both record and nonrecord material.
The main purpose of the review is to identify record material
(which cannot be disposed of prior to the expiration of
authorized retention periods), and nonrecord material, which can
be disposed of as soon as it has served its purpose. All
nonrecord material often can be identified as a single filing
unit.

Filing units in a general subject correspondence file should not
be broken down too finely. Often, a breakdown at the primary
subject level is sufficient. Breakdown into detailed subdivi-
sions, such as secondary and tertiary classifications, is

- discouraged.

Organizations with decentralized files find it practical

to have two main inventory items of their general subject
correspondence files with subitems under each. The first main
item will consist of primary subject classifications which
contain the material documenting activities relating to the
primary responsibilities of the organizational unit. This
material will have longterm or, in a few instances, permanent
retention values. The second main item will consist of the
primary subject classifications which contain material relating
to secondary responsibilities, and for which other organiza-
tions have the primary functional responsibilities. The
material in the second main item should have short term
retention values only.

This method of scheduling general subject correspondence
files is possible in decentralized files because the organiza-
tion which prepares correspondence retains the record copies,
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irrespective of who signs the outgoing material. Normally the
organization responsible for a given function prepares the
correspondence relating to that function. Contractors having
similar systems for preparing and filing correspondence may find
it practical to inventory and schedule general subject
correspondence files in a 1ike manner,

Assigning Retention Periods.

(1)

(2)

(3)

Established Retention Standards.

(a) The completed inventory is reviewed to determine the proper
disposition of the items described thereon. Normally, the items
will fall into three categories:

1 Record items covered by established retention
standards.

|~

Nonrecord items.
3 Record items not covered by retention standards.

(b) Record items in the inventory, which are covered by existing
retention standards, are identified by matching the items on the
inventory with appropriate retention standards contained in
attachment 1 of chapters IV or V of this order. The authorized
retention period and the source of the authority (schedule
reference) are posted in columns 7 and 8, respectively, on the
RIDS form. For example, a filing unit consisting of DOE travel
files would be posted "2 years" in column 7, and "ERS 9-5" in
column 8. (ERS 9-5 stands for DOE Records Schedule 9, item 5.)

Use of Established Standards. The retention standards are published

as attachments to chapters IV and V. Chapter IV, attachment 1,
contains the DOE Records Schedules (ERS) with records retention
standards for DOE activities. Chapter V, attachment 1, contains
Contractor Records Schedules (CRS) with standards applicable to
records of contractors. Within the attachments the standards are
grouped together by common subject matter and called a schedule. The
use of the standards requires an understanding of the coverage of
records included in the schedule, since the completion of a RIDS may
involve records covered by several schedules. The alphabetic index
to the schedules should also be checked as it will help to locate the
appropriate standards for filing units described in the inventory.

Use of Broad Standards. Records are described in many of the

standards in broad, general terms, instead of in specific terms, to
describe individual filing units. A large number of the standards
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were adapted from the GRS and are not based on DOE or contractor
filing units. Consequently, these standards are broad in their
coverage. Also, the Office of Organization and Management Systems,
in requesting disposal authorizations from NARS, prepares descrip-
tions, wherever practical, broader than actual DOE or DOE contractor
filing units so that they can be applied DOE-wide. This is designed
to give the organizations which apply the schedules broad disposal
authorizations and reduce the need for submitting many Forms AD-331
to Headquarters. Since filing units are described on the RIDS in
terminology familiar to the organization for which the RIDS are
prepared, often the descriptions will not coincide exactly with the
descriptions in the authorized standards. Judgment is required in
finding appropriate standards for comparable records.

DOE Authorized Records Retention Schedules.

(a) DOE authorized records retention schedules are: (1) based on
the General Records Schedules (GRS); (2) contain some deviations
approved by NARS, from the GRS to cover situations unique to
DOE; and (3) contain additional schedules, approved by NARS, to
cover DOE records not covered by the GRS. Also, the records
schedules for contractors in many instances differ from the GRS.

(b) For the above reasons, the records retention standards issued as
attachments to this order are the only authorized records
retention standards to be used by DOE and its contractors.

Deviations from Established Records Retention Standards.

(a) The retention periods prescribed in the records retention
standards in this order are the minimum periods of time which
records must be retained. Records may not be destroyed until
after the elapse of the periods specified, or in some cases,
until the occurrence of a specified event.

(b) Occasionally, it may be necessary or desirable to establish
longer or shorter retention periods than prescribed in the
records retention standards. If the criteria on which the
retention period was originally based have changed, a Form DOE
AD-331 should be prepared giving the reason for the change in
the retention period. The form should be forwarded by the
Headquarters or field office Records Officer (or person serving
in that capacity) to the Office of Organization and Management
Systems.

(c) The Office of Organization and Management Systems will obtain
the necessary NARS and other approvals. If a local situation
requires that records be temporarily retained for 1 year or
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less, Headquarters or NARS approvals are not required.
Extensions of over 1 year require Headquarters and NARS
approvals.

DOE contractors should comply with applicable Federal and

State laws regarding the retention of records. If Federal or
State laws, or regulations issued thereunder, require the
retention of records for longer periods than prescribed in this
order, then the longer periods should be used on RIDS,

Note: This requirement shall not be construed as directing
the extension of records retention standards to coincide

with statutes of limitations in the various States. Statutes
of limitations are not necessarily controlling factors

in the establishment of retention periods. For example,
contractors paid payroll checks are disposable after 3

years, even though the statute of limitations may be 6

years. In this instance, experience has shown that contro-
versies and claims concerning payment of wages arise in a
matter of hours or days - not years. The cost of keeping

the record 6 years would greatly exceed any possible benefits.

(p) Identifying and Evaluating Nonrecord Material.

(a)

(b)

The definition of nonrecord material in chapter I includes
examples of nonrecord items. These examples should be used as
guides in identifying nonrecord filing units described on RIDS.
Each nonrecord filing unit is designated on RIDS by entering
“nonrecord" in column 8, "Disposal Authority." If the deter-
mination of nonrecord is based on physical duplication, also
indicate the office responsihle for keeping the record copy.

Nonrecord items are evaluated to determine appropriate retention
periods. Short periods (less than 3 years and often not more
than 1) should be established for nonrecord filing units since
they are usually duplicated elsewhere in the organization, and
are retained for convenience of reference only. The retention
periods are posted in column 7 on RIDS. Since nonrecord
material may be disposed of without NARS or other authority, the
retention periods are construrd as maximum, rather than minimum,
periods. Therefore, nonrecord material on RIDS may be disposed
of prior to the expiration of established retention periods,
except for data in machine-readable form. Retention periods for
nonrecord ADP machine-readable data must be construed as minimum
retention periods.
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Filing Units Not Covered by Established Standards. After matching up
the "record” filing units with established standards, and after
determining retention periods for "nonrecord" filing units, there may
remain a third category of inventory items. This category consists
of "record" filing units for which records retention standards have
not been established. For these filing units, new records retention
standards need to be developed. Because several months are usually
required for obtaining new authorizations, the entry "to be
developed" is posted in column 7 of RIDS and "to be obtained" in .
column 8. In this way the RIDS can be completed and the approved
records retention standards, and the retention periods established
for nonrecord material, can be immediately applied. The guide for
appraising the deferred or open items, and the procedures for
obtaining new records retention authorizations are described on page
I11-17, paragraph 11, below.

Cutoff Instructions and Retirement Periods. The completed RIDS
includes a timetable for the removal of noncurrent records from
office space and equipment and transfer to lower cost storage facil-
ities. This timetable provides instructions for file cutoff, retire-
ment, transfer, or destruction. Retirement and transfer periods are
developed only after the retention periods are determined, since
usually a significant part of each collection of records can he
destroyed in the organization responsible for them. Such records are
not to be transferred to low-cost storage. The instructions for file
cutoff, retirement, transfer, or destruction are posted in column 9
of the RIDS, after which the RIDS is ready for preparation in final
form, approval, and application.

Final Preparation, Coordination, and Distribution of RIDS.

(1)

(2)

(3)

In preparing RIDS for approvals, it may be desirable to rearrange the
sequence of the filing units from the way they appear on the prelimi-
nary draft, especially if a large number of filing units are
involved. Discontinued filing units, for example, should be listed
on a separate continuation sheet (DOE Form AD-384a) for removal from
the RIDS when all of the discontinued records have been disposed of.
Likewise deferred or open items (ones for which new disposal authori-
zations are needed) may be listed on a separate sheet since that part
of the RIDS is not subject to immediate application.

The Office of Administrative Services (AD-40) prescribes the
procedures for approval of RIDS at Headquarters.

Each DOE field office and each contractor prescribes procedures for
approval of their RIDS.
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(4) Approvals required should be limited to organizations having a

legitimate interest in the records. Approval by the Office of
Organization and Management Systems is not required. RIDS should be
prepared in at least two copies for distribution and use as follows:

(a) The originals should be given to the files custodians
responsible for applying the .RIDS.

(b) 0One copy should be maintained by the local records officer, or
other official responsible for the records disposition program
of the organization. This copy can be used to measure progress
in developing RIDS and determining which offices remain to be
covered. It also can be used to monitor their application in
offices of custody and records holding areas.

d. Applying RIDS.

(1)

(2)

The approved RIDS is an established records control schedule for the
destruction, retirement, or transfer of records to storage after the
time intervals indicated on the schedule. As such, those actions
should be performed at the commencement of the RIDS program initially
and periodically thereafter.

Too much time spent in applying schedules can reduce program savings.
Some considerations in applying the schedules are:

(a) Records need not be destroyed at the exact time their retention
period ends.

(b) Disposal and transfer should be accomplished annually or semi-
annually, rather than more frequently.

(c) A different timetable may be necessary if records accumulate
rapidly.

(d) Records may accumulate so slowly that annual transfers are not
warranted.

(e) Application of the schedules should avoid interference with
current operations. Records should be transferred during slack
periods if possible.

e. Disposal.

(1)

Method.

(a) Unclassified records are disposed of upon the expiration
of the authorized retention periods by maceration, shredding,
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landfill, burial, or by sale as waste paper. Classified or
privileged records shall be shredded, macerated, or otherwise
rendered illegible. Contracts for the sale of records as waste
paper shall contain a provision prohibiting their resale or use
as records or documents.

(b) A1l classified records shall be disposed of in accordance
with security regulations.

(2) Responsibility. The responsibility for authorizing the physical
disposal of records belongs to the original office of custody. Al1l
records transferred to records holding areas or to Federal Records
Centers must be scheduled before they will be accepted for storage.
Records holding area or Federal Records Center personnel provide
notice to the original office of custody when records have become
eligible for disposal. At that time the original office of custody
may efither authorize the disposal of the records or, if there is
sufficient justification, defer disposal. If the original office of
custody does not respond to the notice within 90 days, it will be
assumed that disposal is authorized.

f. Deferred Disposals. Records pertaining to current or pending litigation
and investigations, pending Freedom of Information (FOI) matters, or to
exceptions taken by the General Accounting Office, shall be retained until
the litigation is settled, the FOI matter resolved, or the GAO exception
is cleared. If such cases exist, and involve records otherwise eligible
for disposal, the specific records should be removed from the filing unit
and retained in a suspense file until the matters in controversy are
settled. RIDS should then be applied to the remaining items. Original
offices of custody should make certain that there are no such cases
pending before authorizing the disposal of the records.

APPLICATION OF RETENTION PERIODS. Retention periods are applied in terms of

Tfi1ing units - not individual file items within a filing unit. For example,
if a retention period is established as 1 year for a specific filing unit, it
obviously would be impractical to screen the records each day and dispose of
each document which had become 365 days old. The disposal date of each filing
unit is calculated from the most recent date of a file item within the filing
unit, as of the date of the commencement of the RIDS program. Implicit in a l
year retention period is "1 year plus the remainder of the current year."

a. Initial Application. After a RIDS has been approved, all disposable
records should be removed from the files and disposed of at once. For
some organizations which have not had a records disposition program, the
volume of records subject to initial disposal may be much greater than
those to be retained, especially if the files have been established for
several years. After the initial disposals have been made, the remaining
records which are eligible for retirement (transfer to storage) should
be removed from the files and retired immediately.
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b.

Periodic Applications. After the initial application of the RIDS, a
specitied time should be established for their subsequent reapplication.
In most instances RIDS are applied at 1 year intervals such as the end of
a calendar year or fiscal year when the files are cut off. If the rate of
accumulation of a filing unit is high, the RIDS may be applied more
frequently such as quarterly or semiannually. Conversely, if the volume
is small, a 2-year interval may be established.

(1) Retention periods in terms of months, such as 3 months or 6 months,
may be applied each month if the volume warrants such action. For
example, if the retention period for a monthly report is 3 months,
the January report can be disposed of when the April report is filed,
the February report when the May report is filed. This results in a
continuous purging of the file, and the file will never contain more
than a 4-month collection of the reports in this example.

(2) Retention periods based on the occurrence of an event are applied
literally without regard to complete years. Thus a period of
"6 years after final settlement of a contract" means that if final
settlement of a contract occurred on 3-1-80, the disposal of the
contract and related correspondence would be scheduled for 3-1-86.
In this example, the contract when settled, should be removed from
the active files for ultimate transfer to storage until the expira-
tion of its retention period.

11, APPRAISAL - DEVELOPMENT OF NEW STANDARDS.

d.

Retention standards for the majority of the filing units of DOE and

its contractors have been established and are contained in attachment 1 of
chapters IV and V. Occasionally, however, there will be an inventory item
which cannot be matched up with an authorized standard. These filing
units should be identified on the inventory with "to be developed" posted
in column 7 of the RIDS form.

In these instances, as well as for new filing units which have come into
being subsequent to the inventory, a recommendation for a new standard
should be initiated. The recommended retention standards, when approved
internally in DOE, by GAO when appropriate, and by NARS, will become
DOE-wide standards unless the filing units are unique to the organization,
in which case they are made applicable to that organization, only.

(1) Local Actions.

(a) Form DOE AD-331, "Records Retention and Disposal Authorization"
(attachment III-2) is the form used to initiate a request for a
new records retention standard. The organization which has
custody of an unscheduled filing unit prepares a Form DOE
AD-331. The original and a duplicate, approved locally, are
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sent to the Director of Organization and Management Systems.
When necessary for clarification of the description or purpose
of the filing unit, a sample or facsimile thereof may be
attached to the form to facilitate approvals.

(b) A separate Form DOE AD-331 should be prepared for each filing
unit. It is not advisable to combine two or more filing units
on a single Form DOE AD-331 even though they may be related by
subject or function. Form DOE AD-331 is sent to Headquarters
only when it is necessary to establish a new standard or to
change an existing standard.

(c) Forms DOE AD-331 should be prepared for filing units only. They
should not be prepared for file items within filing units.

(d) Since most Form DOE AD-331's request authorization to destroy
records, it is essential that the filing unit be fully
described, including all of the facts relied on in the appraisal
process to support the proposed retention period. If more space
is required for descriptive and appraisal data, the reverse side
of the form or supplemental pages may be used. In describing
records, the language or terms used should be meaningful.
Abbreviations, code names, or local expressions for activities,
programs, or processes should be avoided.

Headquarters Actions.

(a) Forms DOE AD-331 are examined at Headquarters for conformance
with established policies, regulations, and statutes, coor-
dinated with interested Headquarters organizations, and reviewed
by the Office of the General Counsel. Unless the filing unit is
unique to the submitting organization, the request for disposal
authorization may be expanded to cover similar records wherever
they are located. Headquarters also obtains required GAO
concurrences and the approval of NARS.

(b) When the authorizations are obtained, they are posted to

the AD-331's, and the originals are returned to the submitting
organization. If the authorizations are applicable to other DOE
and DOE contractor organizations, as well as the originating
organizations, all of the organizations having custody of such
records are notified. Approved DOE-wide records standards are
published in this order periodically. Pending publication, the
distributed authorizations may be used, wherever applicable.

Appraisal Procedures. Appraisal is the evaluation of filing units to

determine whether they have permanent or temporary values and, if
temporary, how long they should be retained. Through the appraisal
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process retention standards are developed for unscheduled filing
units. The appraisal process also is used in shortening or length-
ening existing retention standards, if warranted. In appraising
filing units, consideration is given to existing standards, and to
the administrative, financial, legal, scientific, research, and
historical value to the Government, or to the public.

(a) Existing Standards. DOE and DOE contractor records schedules
often provide practical guidance in developing retention stan-
dards for similar or related records. They should be used in
the appraisal process to maintain consistency in the establish-
ment of retention standards.

(b) Administrative Value. Records have this value if they help an
organization to carry out its responsibilities. The time during
which the value exists may be long or short. The frequency and
purpose of reference normally indicate administrative value and
for many filing units provide sufficient appraisal data for
establishing retention standards. Some filing units possess
continuing administrative values and should be designated for
long-term or even permanent retention, even though reference to
them is infrequent. In this group are those records which
document the development of DOE policies, programs, and
procedures, and those reflecting the organization of DOE and its
components. The master set of directives at DOE Headquarters,

(@wh\. for example, is designated for permanent retention.

- (c) Financial Value. Financial records include budget records which
show how expenditures were planned. Included also may be
accounting voucher or expenditure filing units of several kinds
which document the purposes for which DOE funds were spent.

Most financial records are transaction files which have tempo-
rary value (6 years or less). Financial records relating to the
development of financial policy may have long term or even
permanent value.

1 An important consideration in assessing the financial

value of records is their need for audit purposes. A
3-year retention standard for such records will usually
suffice. '

I~

Proposed retention standards for all contractor records are
submitted to the General Accounting Office (GAQ) for concur-
rence. GAO approval also is obtained for the following DOE
filing units if the retention periods being recommended are
shorter than those prescribed in the General Records
Schedules:
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Payroll and pay administration;

|or

Procurement and supply;

Property disposal;

o

[~

Budget preparation, presentation, and apportionment;

Accountable officers' accounts;

|

|

Expenditure accounting;

Stores, plant, and cost accounting;

Ea

Travel and transportation;

Motor vehicle maintenance and operation;

l_a.

A1l program records whose proposed retention period

is 3 years or less. GAO will not approve or disapprove
proposed retention periods for program records which are
longer than 3 years, but it will occasionally suggest
shorter retention periods consonant with good records
management practices.

|-

(4) Legal Value.

(a)

(b}

Records have legal value if they contain evidence of legally
enforceable rights or obligations of the Government. Among
those obligations are the legal rights of persons to make claims
against the Government.

Records having legal value include but are not limited to:

|—

Legal decisions and opinions.

2 Documents involving legal agreements, such as deeds, leases,
titles, and contracts.

|w

Evidence of actions in particular cases such as claim
papers and legal dockets.

In assessing the legal value of records, the probability

of the records in question being needed as evidence should be
considered. Statutes of limitation are not necessarily
controlling factors in the establishment of retention periods.
For example, contractors paid payroll checks are disposable
after 3 years even though in most jurisdictions the applicable
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statute of limitations is 6 years. In this instance, experience
shows that controversies and claims over the payment of wages
and salaries arise in a matter of hours or days, not years. The
cost of storing the records for 6 years would clearly exceed

any benefits to the Government.

(5) Historical Value. Records have historical value if they preserve a
reasonable portrait of significant past events. Historical records
include those reflecting significant decisions or events in energy
development, regulation, and management. Of special value are
records related to events that aroused extensive public interest or
controversy. Records may be of historical value if they describe the
origin, organization, procedures, and functions of major DOE
programs. Records of historical value are often found in files
containing Presidential or White House correspondence; correspondence
with Members of Congress, Congressional committees, Cabinet
Secretaries, heads of agencies, and prominent citizens; internal
correspondence with Heads of Departmental Elements, and other key DOE
officials; background material in significant policy or operational
studies; office diaries and logs; notes or records of meetings or
telephone conversations by Heads of Departmental Elements; memoires;
and transcripts of interviews.

(6) Volume. While volume has nothing to do with the administrative,
financial, legal, or other criteria used in the appraisal process,
volume should be taken into account when establishing retention
periods for filing units which accumulate at a rapid rate and occupy
considerable filing and storage space. Cost reduction or cost
avoidance in maintaining and storing records is an important objec-
tive of the records disposition program. In establishing retention
standards for high volume records, the cost of retaining them should
be weighed against potential benefits derived therefrom. If such
costs significantly outweigh potential benefits, an element of
calculated risk should be considered in establishing retention
standards. It is not necessary for records to be completely value-
less in order for them to be disposed of. NARS is authorized to
approve standards for records that apparently will not, after
the elapse of the period specified, have sufficient administrative,
legal, research, or other value to warrant their further preservation
by the Government.

12. RETENTION PERIODS.

d.

Retention periods indicate whether filing units are permanent or
temporary. If the filing units are temporary, retention periods prescribe
how long the filing units must be retained before they are eligible for
destruction. Retention periods should be stated in short, simple,
understandable terms, whether they are on DOE Form AD-331 or DOE Form
AD-384.
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Retention periods for temporary filing units, when concurred in by
appropriate DOE organizations and GAO, and when approved by NARS, are
continuing authorizations to destroy the filing units covered by the
standards after the elapse of the specific periods of time, or, in some
cases, after a fixed period following the occurrence of a predictable
event.

Retention periods for temporary filing units can be expressed in one of
two ways:

(1) A fixed period after the creation of the filing unit. For example,
the phrase "2 years" means destroy the given filing unit 2 years
following its creation. The destruction date of each filing unit is
calculated from the date of the latest file item in the filing
unit.

(2) A fixed period after the occurrence of a predictable event. The
wording depends on the kind of event involved and is usually preceded
by a time period such as "6 years after final payment." Examples
are:

(a) "After completion" (as of a study, project, or audit).
(b) “After sale or transfer" (as of personal or real property).

(c) "“After publication" (as of an annual report). -

(d) "After supersession" (as of a directive).

(e) "After revision or cancellation" (as of a directive or report).
(f) "“After expiration" (as of a program).

(g) "After acceptance or rejection" (as of an application).

(h) “After audit" (as of accounts).

(i) "After settlement" (as of accounts or a claim).

(j) "After acceptance" (as of a bid or recommendation).

(k) "Aftey the close of the fiscal year" (as of some fiscal filing
units).

(1) "After final payment" (as of a contract).

(m) "After transfer" (as of an employee).
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d. Other specific wording depends on the nature of the action involved.
Some retention periods provide a disposal period based on the likeli-
hood that two different events in the future may affect a filing unit.
In those cases one event governs the disposal if it occurs sooner or
if it occurs later than another event. An event also may be associated
with a fixed time period. Examples follow:

(1) "When property is sold or when it is vacated, whichever is later."”

(2) “Two years after the date of survey action or date of posting,
whichever is earlier.”

e. In establishing retention periods beginning with or ending upon the
occurrence of a predictable event, care must be taken to assure that the
event will occur, and that its occurrence can be objectively determined
and verified. Events such as "when the filing unit becomes inactive," or
"when no longer needed” are not used since these events cannot be exactly
predicted. Moreover, most records are disposed of only after they become
inactive and when no longer needed.

f. Events which are not likely to occur at all, such as "when the regulatory
program is discontinued," should be avoided. Retention periods which may
occur only as individuals wish them to occur, such as "3 years after
retirement to storage," also should be avoided. Retention periods are
never based on the retirement of records.

PERMANENT RECORDS.

a. The word "permanent" as applied to a retention standard for a filing unit
means "archival." Only about 5 percent of the records of the Federal
Government are designated for permanent retention. Lengthy retention
periods are not equivalent to permanent. The label "permanent" can be
applied to a filing unit only when the filing unit has been so designated
by NARS. Table 4, "Permanent Records Appraisal Guidelines," in the
GSA-NARS records management handbook "Disposition of Federal Records," is
an authoritative guide for the identification and appraisal of filing
units believed to have permanent value. This handbook has been distri-
buted to DOE officials having records management responsibilities.

b. DOE Form AD-331 is also used for filing units believed to have permanent
value. When approved by NARS, permanent filing units will be included in
the applicable sections of DOE and contractor records schedules.

¢. Filing units recommended for permanent retention by DOE, in which NARS
indicates it has no interest, shall be assigned retention periods based on
DOE requirements, and DOE Form AD-331 shall be resubmitted to Headquarters
for reprocessing.
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DISPOSAL bF DI%CONTINUED FILES. Discontinued files are records which have

ceased to accumulate and which may have insufficient values to warrant further !

retention. Authorization for the disposal of unscheduled discontinued files
is requested using DOE Form AD-331, in the same manner as for the establish-
ment of new standards. The difference is that the authorization provided is

|

for one-time use, as opposed to the continuing authorization provided when new

standards are estab]ished.

AUTOMATIC DATA PROCESSING (ADP) MACHINE-READABLE RECORDS.

a. Records generated in machine-readable form by automatic data processing
machines are included in the statutory definition of records. Retention
standards are contained in this Order, most of them in Records
Schedule 20. A RIDS should be prepared and distributed for each computer-
based. system.

b. RIDS for ADP machine-readable records generated by computer-based systems
should be established at the time the systems are designed. The analyst,
in consultation with the user, with records management guidance, and
with audit guidance where necessary, should prepare DOE Form AD-384, or
its equivalent, as part of the formal documentation supporting each
system,

c. An important consideration in establishing retention periods for nonrecord

material is to provide the ability to reconstruct or restart a system at
an economical point in the event of data loss at a higher level of
processing. A system commonly known as the "Grandfather System" provides
an acceptable margin of safety. This system provides for the retention of
three generations of selected tapes; the first generation is erased after
the successful completion of the fourth processing cycle (each cycle
creates a new generation).

MICROFILM PROJfCTS.

Vertical line denotes change.

a. There are instances when microfilming records is a sound course of action
in the records disposition program, although microfilming solely to save

storage costs seldom can be justified. Each microfilm project of signifi-

cant size ($50,000 or more per year to implement and operate) should be
preceded by a cost benefit study to make sure that the project is clearly
to the advantage of the Government. Care should also be taken to ensure
that the microfilm copies produced will be adequate substitutes for the
original records and will serve the purposes for which such records were
created and maintained.

b. NARS approva] is required prior to establishing a microfilm project that

exp1rat1onuof their authorized retention period. The DOE Form AD-331
: procedure s used to request approval of such a project (see page IIl-17,
1 paragraph il) The DOE Form AD-331 must contain a description of the

1
|
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has among jits objectives, that of destroying original records prior to the
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proposed indexing method, identification, and arrangement of the
microfilmed records. It also must include the certifications required in
paragraphs 5b and 5d of DOE 1300.1, MICROGRAPHICS MANAGEMENT of 5-19-80.

17. DISPOSAL OF SECRET DOCUMENTS.

a. Protection of and accountability for the control of secret documents
involve sizeable costs in terms of manpower, space, and filing equipment
within the DOE complex. Attention is required to prevent secret documents
from being retained long after they have served their useful purpose.
Although classified documents are subject to the same retention standards
as unclassified documents, their disposition involves a special effort
because of security requirements. Appropriate efforts should be made to
assure that retention standards are applied and that nonrecord extra
copies of secret documents are promptly disposed of when no longer needed.

G

& Vertical 1ine denotes change.
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b. Steps thaﬁ might be taken to reduce holdings of secret documents are:

t

(1) Review control and accountability records to determine the age of
documents in the collection. Most records are disposable in 6 years (
or less. _ !

|

(2) Conduct periodic reviews of files containing secret documents to
determine the need for, and the use made of, such records.

(3) Assure that secret documents are not interfiled with unclassified
records unless at least 80 percent of the documents are secret.

(4) Critically evaluate requisitions for security-type filing equipment
to assure present equipment is being properly utilized for the
storage of classified documents.

18. RETIREMENT STANDARDS. In establishing retirement periods for filing units,
consideration should be given to the factors of frequency of reference,
nature of reference, established retention standards, filing arrangement, and
the volume of the filing unit.

a. Retirement Period.

(1) Generally the frequency of reference provides a good measure for the
timing of transfers to storage or the establishment of retirement
periads. Filing units should be retired when reference frequency
diminishes sufficiently to permit their removal without impairing
current operations.

(2) As a general rule, filing units having less than one reference per
file drawer per month should be retired. Large filing units with a
much higher frequency of reference may be retired if their further
retention in the office affects the quantity of filing equipment.
Accessibility of the records holding area, frequency of reference,
and urgency of reference are criteria used in establishing earlier
retirement periods for voluminous filing units.

(3) Completed case files of voluminous filing units may be retired soon
after the case is closed. An example of early retirement is the
Personnel Security Clearance Case Files, one of the largest filing
units of DOE. Each time a case is closed, the case is removed |
from the active file, and held in the office until a few cubic feet
have accumulated, and then retired to starage to be held until the
expiration of the retention period. This technique can be applied to .
many types of case files. It reduces file equipment and space needs, '
and keeps the filing unit to manageable proportions. : : ' e

SPOURE S WSO —_— —-— -
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b. Cutoff of Files.

(1) Filing units should be terminated or cutoff periodically so as
to make their retirement and disposal in uniform, chronological
blocks as easy as possible. Some types of filing units fall natu-
rally into chronological segments and thus lend themselves to a
natural cutoff, such as those arranged in straight numerical order,
or in date order. Some examples are purchase orders filed in
straight numerical sequence, or reports filed in chronological
order.

(2) Other types of filing units, such as those arranged alphabetically,
geographically, or subjectively, do not provide natural cutoff
periods. These files accumulate in chronological blocks within their
individual segments and not at the end of the entire filing unit.
Consequently, they must be cutoff artificially, that is, new files
must be started periodically. A typical filing unit of this kind is
a general subject correspondence file, arranged in accordance with a
subject filing system. Usually, when such filing units are cutoff, a
small portion of them (usually less than 10 percent will be found to
be active and should be brought forward and incorporated into the new
files. The cutoff file should be retired when its reference activity
substantially diminishes (usually within 6 months to 1 year after the
filing unit is cut off). Cutoff periods should be established for
all general subject correspondence filing units. The cutoff periods,
or the intervals between the cutoffs are not necessarily the same for
all filing units. The length of the period in each instance should
be determined by the factors of continuity, use, volume, and estab-
lished retention periods. Volume and retention periods are the
principal criteria. For example, general files which accumulate at a
rate of one or more filing cabinets each year should be cutoff each
year. If a filing unit accumulates one drawer or less in a year, and
if the retention period is permanent, it would be better to cut off
the filing unit every 3 years to avoid creating many small segments
of it. If the retention period is 1 year or less, the filing unit
should be cut off each year so that the retention standards can be
applied each year.

c. Short Retention Periods. Generally, filing units should not be retired if
the retention period expires within 1 year of contemplated retirement.
The additional retention in a records holding area or Federal Records
Center is not long enough to justify the handling and cost involved in a
retirement action. Such records should be held in active office space and
destroyed at the expiration of the retention period. If the filing unit
is bulky and its retention in active space requires substantial filing
equipment and space, it should be retired to a holding area even
though it can be destroyed in 6 months after retirement.
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Minimum Volume. Small quantities of records (less than 1 cubic foot) ,/“Nﬁ
should not be retired as a sole transfer action by an office. The filing

unit should be retained until at least 1 cubic foot is available for
retirement.

Nonrecord Material. As a general rule, filing units of nonrecord material
should not be retired since they are seldom retained long enough to
justify the handling and cost involved in a retirement action. Such
material should be destroyed by the holding organization, when no longer
needed, or in accordance with the periods established on the RIDS.

Screening. General subject correspondence filing units eligible for
retirement should be reviewed prior to transfer to eliminate duplicates,
other nonrecord material, and record material for which the retention
period has expired. Such reviews should be limited to entire file
folders, or entire subject classifications. Document by document
screening should be avoided hecause of the cost involved. Screening
should be done only if individual folders or documents to be retained:

(1) Are of permanent value;
(2) Are scheduled for periods exceeding 30 years;
(3) Constitute less than 50 percent of the filing unit; or

(4) Contain secret documents interfiled with unclassified records. ,mmﬁ
Timing of Transfers. Filing units should ‘be retired at annual intervals .
except when (1) the volume of the filing unit warrants more frequent

transfers, as when retention for a year would require additional filing
equipment; or (2) the cutoff periods cover more than 1 year's accumulation

such as in the case of a small general subject correspondence file with a

long retention period.

Descrip}ion of Records. Standard Form 135, "Records Transmittal and
Receipt" (attachment III-4), is used to transfer filing units to a Federal
Records Center. This form or its equivalent should be used to transfer
records to local holding areas. Filing units should be identified and
described on the form in sufficient detail to facilitate prompt reference
after their retirement to storage. Descriptions of the records should be
specific enough so that a person, who has never seen the records before,
can identify them by comparing them with the transfer document. The
degree of detail required in descriptions will vary from filing unit to
filing unit. For example, a filing unit consisting of paid vouchers or
purchase orders can be described in a single sentence regardless of the
volume involved. A general subject correspondence file arranged by
subject may require a detailed listing by folder titles because subject
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files are usually quite complicated and difficult to service. When a
general subject correspondence file is retired, an outline of the filing
system used should be included, as well as any other available finding
aids.

i. Uniform Retention Periods. In arranging filing units for retirement,
filing units with widely varying retention periods should not be packed in
the same storage container. It is impractical for records centers to
destroy part of the contents of a container and retain the container since
no space is saved. A half filled storage container occupies the same
amount of space as one completely filled. Records with slightly different
retention periods, such as 5 years and 6 years, may be packed in one
container. In this instance, the container and all of its contents will
be held until the expiration of the 6-year period. In those instances,
when filing units having different retention periods are packed in the
same container, the disposal date for the filing units in that container
is calculated from the disposal date of the filing unit having the longest
retention period.

j. Packing of Containers.

(1) Standard 1 cubic foot boxes used by Federal Records Centers and local
records holding areas are suitable for either letter or legal size
documents. The dimensions of these boxes are 10" high x 12" wide x
15" long. Letter size documents are placed facing the end of the
box; legal size documents are placed facing the side.

(2) Each box should be completely filled. It is not necessary to leave
working space, as in a file drawer of current records, since there
will be little or no reference to them. Moreover, expansion room is
not required since additional documents will not be added to the box
except in rare instances.

19. RECORDS STORAGE.

a. Federal Records Centers (FRC's).

(1) The General Services Administration has established and maintains the
FRC system for the low cost storage and servicing of noncurrent
records of the Federal Government. The system consists of several
regional records centers located at strategic points in the United
States, and the National Personnel Records Center located at St.
Louis, Mo. Personnel files of separated Federal civilian and mili-
tary personnel are centralized in the National Personnel Records
Center. Each of the other FRC's stores and services all other types
of noncurrent Federal records for organizations located in the region
it serves.
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(2) The nationwide system of FRC's has rendered local records centers
unnecessary and uneconomical. DOE and contractor organizations shall
use FRC's to the extent practical and economical. The addresses,
locations served, and procedures for using the FRC system are
provided in FPMR § 101-11.410.

(3) Classified records are transferred to, and stored at, FRC's in
accordance with applicable DOE security regulations. Access to
stored records may be restricted by the depositing organization.
Instructions for imposing access restrictions are provided on the
reverse side of Standard Form 135, Records Transmittal and Receipt,
used for transferring records to a FRC. (See attachment III-3.)

A Records Holding Area. A records holding area is a low-cost records

storage facility, often staffed on a limited part-time basis, for holding
cutoff filing units in less desirable space and low cost filing equipment
pending disposal or transfer to a Federal Records Center (FRC).

(1) Establishment. DOE and contractors should establish records holding
areas when it is practicable and economical to do so. Factors to be
considered include the volume of records at the installation, volume
of records cutoff annually, availability of space and facilities, and
accessibility and physical locations with respect to Federal Records
Centers. The holding areas should have sufficient capacity to house
records accumulations of 3 to 4 years, but should not exceed 5,000
sq. ft. of space. (See FPMR § 101-11.412-3.)

(2) Space and Equipment. Space for a records holding area should be Tow
in cost, and reasonably conveniently located to the users of the
records. Basement, warehouse, or other lower cost storage-type
space is recommended. A records holding area should be equipped with
open-faced, steel, skeleton-type shelving on which standard records
storage boxes can be stacked. The shelving should be arranged to
take advantage of ceiling height and to conserve floor space. A
properly designed records holding area should provide capacity for at
least 3 cu. ft. of storage space for each square foot of floor space.

(3) Operation.

(a) To the fullest extent practicable, a records holding area
should be operated with a minimum of staff. Organizations
retiring records should be given responsibility for preparing
transfer forms, boxing the records, arranging for their
transfer, and servicing the records which they place in the
records holding area. Access to the area, assignment of shelf
space, arranging for transfer to a Federal Records Center, and
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(b)

(c)

(d)

(e)
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following up on destruction, should be centrally controlled.
Operating the holding area on a part-time basis for a few hours
each day is a recommended practice.

Standard Form (SF) 135, "Records Transmittal and Receipt," is
used to transfer records to a Federal Records Center. Federal
Records Centers require that the original and two copies of the
SF 135 be submitted for approval prior to each shipment of
records. The SF 135 or an equivalent form also should be

used to transfer records to a local records holding area, so
that when the records are subsequently transferred to a Federal
Records Center, it will not be necessary to prepare additional
Forms SF 135,

SF 135 Forms serve as receipts acknowledging that records have
been accepted by a holding area or a Federal Records Center, as
the case may be. These forms are also essential for subsequent
retrieval of stored documents, and the information on the forms
is used for identifying documents as they become eligible for
disposal, or subsequent transfer from a holding area to a
Federal Records Center. Care must be taken to be sure that the
instructions on the reverse side of the form are completely and
accurately followed. If a computer-based system is used for
internal control of records holding area transfers to Federal
Records Centers, the output of the system must include the
essential data in the SF 135 and in the format prescribed for
that form.

Control records for records in holding areas should be limited
to two copies of SF 135 or equivalent form; one copy as a
locator file arranged in the sequence of names of the retiring
organization; the other as a disposition suspense file arranged
by disposal or transfer date.

Records placed in a records holding area will fall into one of
two groups. The first group consists of filing units having
short-term retention value and are retained in the holding area
until eligible for disposal. The other group consists of filing
units having long-term retention value which are transferred to
a Federal Records Center when reference activity has dropped
sufficiently for them to meet the GSA criteria for transfer (see
FPMR § 101-11.410-2). Records are not to be retained in a
holding area in excess of 5 years.



I11-32 DOE 1324,2
5-28-80

20. TRANSFERS OF RECORDS.

a. To Federal Records Centers.

(1) Headquarters or NARS approval is not required for transferring
noncurrent DOE records to Federal Records Centers. The volume of
such transfers shall be reported to Headquarters in the "Annual
Report of Records Holdings."

(2) Requests for reference service directed to a FRC should be made by a
specific individual or designee authorized to do so by the Director
of Administrative Services, or heads of field organizations, as
appropriate. Routine requests are made in writing using Optional
Form 11, "Reference Request - Federal Records Centers." Priority or
emergency requests may be made by telephone or teletype. Requests
must provide information such as the Record Group Number, FRC
Accession Number, date(s), and descriptions of the desired records,
to facilitate retrieval.

(3) Record Group (RG) numbers are assigned to Federal agencies by the
Assistant Archivist for the National Archives, to be used for identi-
fication and control purposes in transferring noncurrent records to
Federal Records Centers. The appropriate RG number must be shown in
Column 6(a) of the Standard Form 135 covering each transfer of
records to a FRC.

(4) Several entire agencies and segments of other agencies were
incorporated into the Department of Energy when it was activated
effective 10-1-77. The records of those organizations were trans-
ferred to DOE at that time.

(5) The Assistant Archivist for the National Archives has prescribed the
following RG numbers to be used by DOE, some of which will be used
only until the disposition of all of the records transferred from the
predecessor organizations has been accomplished. Others will have
continuing use by DOE. RG numbers to be used by DOE and their uses
are explained below:

Record Group Number To Be Used For

RG 434 General Records of the Department of
Energy, and records generated by the
former Federal Energy Administration.

RG 138 Records of the Federal Energy
Regulatory Commission and records
generated by the former Federal
Power Commission.
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1’ RG 305 Records of the Bonneville Power
- Administration.

RG 387 Records of the Southwestern Power
Administration.

RG 388 Records of the Southeastern Power
Administration.

RG 447 Records of the Alaska Power
Administration.

RG 326 Records of the former Atomic Energy
Commission.

RG 430 Records of the former Energy Research
and Development Administration.

RG 48 Records transferred from the former
Office of Coal Research, dated prior
to 1-19-75.

RG 412 Records transferred from the
Environmental Protection Agency,
f@w@\ dated prior to 1-19-75.

RG 70 Records transferred from the
Bureau of Mines, dated prior
to 1-19-75.

RG 307 Records transferred from the Natijonal
Science Foundation, dated prior to
1-19-75,

b. Within the Department of Energy. Headquarters or NARS approval is not
required for transfers of records within DOE. Transfers within DOE
consist principally of transfers from construction contractors to DOE or
operating contractors, or transfers incidental to the transfer of func-
tions from one organization to another. Such transfers of records are
negotiated between the organizations involved.

¢. Transfers to the National Archives.

(1) Noncurrent records which have been designated for permanent retention
are to be eventually transferred to the National Archives. Also,
unscheduled records believed to have permanent values may be offered
to the National Archives.

(¢



TORE ILENTISICATION NS DN TOP
STWECANT, ATE 3N OMEXT Ltk

mne-3 ' DOE 1324.2 Chg 1 ;

P 1-2-81

(2) Recommendations for such transfers shall be submitted to MA-1,
Attention: Office of Organization and Management Systems, for
approval. Recommendations shall specify the location,
volume, description, inclusive dates, authority (if scheduled),
security classification, and any specific restriction regarding
access.,

(3) Permanent records are recommended for transfer when they are 25 years'
old, or at any lesser age when DOE no longer needs to use the records
for the purpose for which they were created, or in its regular
current business.

d. To Other Federal Agencies.

(1) Headquarters and NARS approvals are required prior to the permanent
transfer of records to other Federal agencies, except for transfers
required by statute or Executive order, transfers to Federal Records
Centers, or records loaned to another agency for official use.

(2) Organizations proposing to transfer records to another Federal agency
shall submit their proposals to MA-1, Attention: Office of Organi-
zation and Management Systems. The proposals shall include copies
of the concurrences or nonconcurrences in the transfer by the heads
of the agencies concerned. Also to be included is:

(a) A concise description of the records, including the volume in
cubic feet.

(b) A statement of the restrictions imposed on the use of the
records, including their security classifications, if
classified.

(c) A statement of the agencies and persons using the records and
the purpose of such use.

(d) A statement of the current and proposed physical and
organizational locations of the records.

(e) Information as to why the proposed transfer is in the best
interests of the Government.

(f) A justification for the transfer of records more than 5 years
old.

Vertical 1ine denotes change.
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é e. Donation for Preservation and Use.

(1) When the public interest will be served, a DOE organization may
propose the transfer of unclassified records authorized for disposal
to an eligible organization, institution, corporation, or government
(including a foreign government) that has made application for them.
(If disposal authorization is absent (see paragraph 20e(2)(c)3
below), the donation amounts to the illegal destruction of records.)

(2) Records authorized for disposal will not be transferred without prior
written approval of the National Archives and Records Service (NARS).
The head of a DOE organization shall request the approval of such a
transfer by providing to MA-1 (Attention: Office of Organization
and Management Systems).
(a) The name of the DOE organization having custody of the records.
(b) The name and address of the proposed recipient of the records.
(c) A list containing:

1l An identification by series of the records to be transferred.

The inclusive dates of each series.

LY

|

The NARS disposition job and item number as indicated on the
approved SF 115, the DOE records schedule citation, or other
disposal authority.

(d) A statement providing evidence that the:

Jo—

Transfer is in the best interests of the Government.

2 Proposed recipient agrees not to sell the records as records
or documents.

|

Transfer will be made without cost to the Government.
(e) A Certification that:
The records contain no information the disclosure of which is

prohibited by law or contrary to the public interest;
and/or

|—

Vertical line denotes change.
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i i Lg The records proposed for transfer to a person or commercial
' |
!

business are directly pertinent to the custody or operations
of properties acquired from the Goverment; and/or

3 A foreign government desiring the records has an official
i interest in them.

(3) The request, if approved by MA-1, will be forwarded for approval
‘ of the Secretary and, thereafter, to the General Services
Administration (NC), Washington, D.C. 20408,

|

(4) If the proposed records for donation are not eligible for disposal,
i.e., are not covered by an authority as cited in paragraph 20e(2)
(c)3 above, or, if covered, are still within the authorized retention
period, the donating DOE organization shall prepare DOE Form AD-331
and submit it to MA-1, Attention: Office of Organization and
Management Systems, together with the documentation cited above,
for review and coordination of the approval process through
GSA (NC) and the Secretary.

. I
21. MAINTAINING PROGRAM EFFECTIVENESS. Examining the effectiveness of the
records disposition program is an important part of the program itself. There
is no other way to determine whether or not the program is achieving the
desired results. Ways to assure that records are being disposed of in
accordance with prescribed retention standards are described below.

a. Periodic Reviews or spot checks by the individual responsible for
implementing the records disposition program in each organization will
reveal the degree of compliance with the requirements of the records
dispositiqn program.

b. Review of Requisitions for Additional Filing Equipment.

(1) The %ndiscriminate purchase of additional filing equipment can
diminish program savings and dilute the benefits of the records
dispasition program. Reviews include:

(a) ‘Locating schedule items covering the records of the requesting
;organization.

(b) ‘Examining records in the organization to determine compliance
with its RIDS.

' |

(c) Determining whether any records are eligible for transfer to a
1oca1 records holding area or to a Federal Records Center.

(d)’ Determ1n1ng ‘whether fiTing equipment is being used for supply "*
|cab1nets or other purposes not involving records. ‘

‘
!
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@ (2) Acquisition of additional filing equipment should not be authorized
until a review has established that the requirements of the records
disposition program have been implemented.

c. Total Volume Trends: Records Created vs. Records Destroyed. The volume
of records on hand (cubic feet) indicates the impact that the records
disposition program is having. Analysis of the Annual Report of Records
Holdings will reveal trends--net gain or loss--over the previous year in
the total holdings. A significant gain should be analyzed to determine
its cause and if corrective action is needed.

d. The Average Volume of Records Per Employee. The average volume of records
per employee is another indicator of program effectiveness. A volume of 6
or more cubic feet of records per employee usually indicates:

(1) Improper application of RIDS.

{2) Inadequate use of Federal Records Centers or local records holding
areas.

e. Review RIDS. Review RIDS at least every 2 years to make any changes
necessary to keep them current. Such changes may include:

(1) Addition of new items to the schedule consisting of filing units
created since the original schedule was prepared, or of items missed
in the original inventory.

(2) Deletion of items from the schedule for filing units which have been
discontinued.

(3) Shortening retention periods as a result of reevaluation of long-term
retention standards.

(4) Discontinuance of deferred disposals.

{5) Occasional lengthening of retention periods when necessary to meet
local requirements or to conform with changes in records schedules.

(6) Changes in retirement periods to meet reference needs in the
organization.

Vertical line denotes change.
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DOE FORM AD-264
o AECORDS INVENTORY AND DISPOSITION SCHEDULE 1. NUMBER
PAGE ' OF L
2. ORGANIZATIONAL UNIT 2. OATE

Office of XYZ

November 19, 1979

e S
John Doe, Chief

4. APPROVAL SIGNATURES

ranch
8. ITEM 7. RETENTION 8. F INSTR
" & FILING UNIT TITLE AND DESCRIPTION Pkl Ty | T ey peniog s AND
1. DOE forms AD-331, Records Retentfon and Disposal Until related | ppg 16 ‘|Retain in office, Screen
Authorizations, with attached memos of concurrence, |records are item 3a annually and destroy
arranged by field office and then numerically. destroyed or obsolete material,
unti) no longep
needed for
administrative
or reference
use.

2. SF-115, Request for Authority to Dispose of Records, |Until related | grS 16, Retain in office.
official approval copy, together with letters to and |records are item 33
from National Archives (NARS) and General Accounting jdestroyed or
Office, arranged by NARS job numbers. until no longe}

needed for
administrative
or reference
use,

3. Research file, industry, consisting of material Until super- Nonrecord Screen periodically
accumulated from companies on equipment, supplies, seded or other} ahd destroy obsolete
systems, etc., arranged alphabetically by name of wise obsoleted] material in office.
company.

4. Research file, Government, consisting of material Until super- |Nonrecord. Screen perfodically
received from Government agencies on all phases of seded or other} and destroy obsolete
r:cords management. Arranged alphabetically by name |wise obsoleted material in office.
of agency. ‘
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20E FORM
(o RECORDG INVENTORY AND DISPOSITION — Continued I NUMBER
'AGE_LOF_L
NUMBER 6. FILING UNIT TITLE AND DESCRIPTION " remon | % Aumwomry | ® Aehacuentremion - °

5. Case files of DOE forms, including copies of revi- |10 years aftegq ERS 16, Retire cancelled form
sions and DOE Form AD-H24 Forms Control Card, show- |form has been| item 4a folders upon accumu-
ing initiation and -scope of form. discontinued, Tation of a full box.

superseded,
or cancelled.

6. Forms control files - working papers, background Until related| gRrs 16, Destroy in office, upon
hmaterials, requistions, specifications, processing, |[form is dis- item 4b revision of form,
data, and control records. continued,

superseded,
or cancelled.

7. Chronological files. 2 years. Nonrecord. Destroy in office.

8. Bookcase material. Until super- | Nonrecord.. Destroy in office,

seded or
obsoleted.,
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RECORDS RETENTION AND DISPOSAL AUTHORIZATION

BOE FORM AD-3 1. CONTAROL NUMBER
{10-77) US. DEPARTMENT OF ENERGY GE ]0 -I
. . DOE OFFICE -
Records Retention and Disposal Authorization CONTRACTOR

2. ORGANIZATION (Inciude major snd minor subivions)
0ffice of XYZ, Division of ABC

J. IDENTIFICATION OF FILING UNIT linclude type of record, funciion performed, snd Othst 0esctiptive facts)
Case Files which are the official DOE records of the Office of XYZ, Division of ABC
of all institutions rejected or accepted for the Buildings Grants Program.

Do tlhe) [* 197705 thee

6 EVALUATION (inciuge justiticstion (or egtention periad snd ressons diaposs! 1t warrsnted. Incicate rela1:anihip of 1em 10 other 1tems 1n The
samp of ather orgenizstional uRits.)

Records consist of case files of applications and energy audits of institutional
buildings applicatfons for grants assistance for the institutional buildings
energy grants program. Institutions accepted for grants are filed separately
from those rejected.

The authority for the institutional grants program is contained in P.L. XYZ
and Order DOE ZYX.

7 RECOMMENOED RETENTION PERIDD
6 years after date of enerqy audit.

8 CONCURRENCE SIGNATURES (st required’ TITLE ORGANIZATION DaTE
s . S Division of ARC 0ffice of XYZ 12/8/79
] @whr wtnr pffice of XYZ 12/9/79

-/ - Headquarters Records

< lditymes . Padtens) Officer AD-474 12/10/79

9. APPROPRIATE DISPOSITION AUTHORITY ANO/OR REMARAKS

Y0 SIGNATURE. TITLE. AND ORGANIZATION OF OFFICIAL COMPLETING ITEM B ABOVE. DAt
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RECORDS TRANSMITTAL AND RECEIPT ﬁ”"”ﬁ;;:;:gfﬂvmgpﬂh»ugguwnmrmmunﬁrw priste Center for * F oes
.Y (Comptots (he addreas for (Ao éppropriats records conter serving wour gres) 9. FROM (Euier (he nomas and somplsts mailing eddresy ¢7 the ofise retiving the vecords. The signsd receipt
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INSTRUCTIONS FOR COMPLETION OF STANDARD FORM 135
FOR COMPLETION BY THE TRANSFERRING AGENCY

Items 1, 2, 3 and § are self-explanatory. Specific instructions for item 6 are as
follows:

Ceol.

(a)

b)
(e)

(d)

Accession Number. A separate accession number is required for each
scries of records listed on the form. A series consiste of records having
the same disposal authority and disposal date that are transferred
together to the recorde center. The i ber is entered in
three parts, coneisting of :

The NARS record group number assigned to the records of the agency
making she transfer;

The last two digits of the current fiscal yeor; and

A four digit sequential number obtained in advance from the records
center. (Arrangements may be made with the center to have these
aumbers assigned by the agency records officer or other official.)

Volume. Enter the volume in cubic feet of each series of records being
transferred.

(e} Agency Box Numbers. Show the inclusive box numbers for each series

n

(8)

of records being transferred. The agency shall number each corton
ecquentially as follows: 1 of 25, 2 of 25, 3 of 25, etc. (Each new series
of records should begin with cartdn number 1.) To facilitate control
of the records and [uture reference service, the agency also shall mark
each container with the amigned accession number prior to shipment.

Series Description. Describe the records in sufficient detail to allow
the records center to check for proper application of the disposal
schedule. Inclusive dates of the recorde ehould be indieated. Show the
orgonizational component that created the records when it is other
than that shown in item §.

Restriction. Enter one of the [ollowing codes to show a restriction on
use of the records. Restrictione other than (or in addition to) accurity
classifications, such ne limiting access to certain ageney officials, are to
be specified by a statement in the Scries Description column (I).

0]

Q)

Restrictions

Q security classification

Top Secret security classification

Secret security classification

Confidential security classification

Reetricted use—witnessed dieposal not required
(epecify in column (f) )

Restricted use—witneesed disposal required
(specify in column (1))

N No restrictione

Code

- o

4 Dawn

Disposal Authority. For each eeries of records, cite the agency sched-
ule and epecific item number authorizing dispossl. Cite the NARS
disposal job and item number if it has not been incorporated into an
updated agency echedule.

Disposal Date. Applying the dispoeal suthority previously cited in
column (h), enter the month and year in which the records may he
destroyed.

FOR COMPLETION BY THE RECORDS CENTER

Item 4 is sell-explonatory. Specific instructions for item 6 are as follows:

Col.
(§l

(k)

Location. The records center onnotates the shell location of the fim
carton for each series of records.

Shelving Plan. The records center enters the appropriate code from
Chep. 7-10¢, HB, Recorda Center Operntions (NAR P 1864.1A), to
reflect the ehelving system,

(I) Container Type. The records center enters the appropriate code fram

{m)

Chap. 7-10h, NAR P 1864.1A, to reflect the type of container in which
the records ure retired.

Automatic Disposel. The records center enters cither Y (yes) to
indicate automatic disposal applies or N (no) indicating that the
agency wishes o receive disposal concutrence notice prior to destruce
tion of the records. Automatic disposal is applied only ‘when pre.
viously agreed upon by the agency.

Use Standard Form 135-A, Records Transmittal and Receipt Continustion,
when adilitional space in required for listing records data.

Stendard Form 133 Bach (Rev. 6-76)
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DOE 1324.2 IV-1 (and IV-2)

5-28-80
CHAPTER IV
RETENTION OF DOE RECORDS
1. DOE RECORDS SCHEDULES (ERS). Twenty-six DOE Records Schedules and an

2,

index are issued as attachment 1 to this chapter. The schedules contain
records retention standards that specify the retention, disposition, or
destruction of DOE records. Before applying the standards, however,
compliance with the requirements and procedures in chapter III is necessary.
See in particular page III-2, paragraph 5, Restrictions Affecting the
Disposal of Records.

NEED FOR NEW STANDARDS. If a records retention standard is not provided in

the DOE Records Schedules for any DOE record, the provisions on page III-17,
paragraph 11, Appraisal - Development of New Standards, should be followed.
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Attachment IV-]

Page 1

OOL RLCORDS SCHLOULL 1

OOE RECORDS SCKEDULES 11En
. - %0. OESCRIPTION OF RECORDS RETINTION PLRIOD
4
' Schedule Page 2. SERVICE RECORD CARDS. ({Standard ferm /
3 cr its equivalent.
~ 1. Perionne) Records 3
2. Payrolling and Pay Adainistration Records 2 ) 3. Cards for emnployees scparated or Tranyfer to NPRC (CPw)
3. Procurecent, Supply, and Grant Recards » ' transferred on or defore 12-31-47, St. lours, Missours,
A, Property Sale ang Disposa) Records i Destroy b0 ycars after
§. OSudget Preparaticn, Presentstion, and Apportionzmnt Records $? | eirliest periconel
g. Accountadle Olﬂur:' Accounts Records 65 l action date,
« Expenditure Accounting Records 19
B, Stores, Plant, and Cost Accounting Records ] b. Cards for eployees separated or ) years after separation
9. Travel and Transportation Records 9% transferred on or after 1-1-48, of transfer of eaployee,
10. motor Vehicle Maintenance ang Operation Records 103
1;. Space and Mai ntenznce Records 1 3. PERSONNEL CORRESPONDENCE AMD SUBJECT FILES.
12, Corunications Records 119
:‘J. F;r:ntintgi. Bl;-d;:‘!;ibupl;unon, and Distribution Records 129 2 f;:s.::h::nq t:ﬂthe y;\fral . 3 years.
« Infermationa ces Records 1 adainistrat fon and operaticn o
15. Facility Records 149 personne] Functions and iscluding
16,  Adainistrative Managecent Records 152 collego prograns, selective placement
17. Cartographic, Reote Sensing lmagery, and Related Records 17s {handicapped, veterans, and ex-of fencers)
10, Reseorch ond Devetopment sevorss T 0 Seterqovermomntal sfrairs feltonbio.”
. Research and Development Records ntergove! airs fellowship
20, Machine-Readeble Records 1% stay in schaol) progreas, euututtm‘n.
2l. Audiovisual Records P21 paid recruitoent advertistng, executive
22. Design and Construction Drawings and Related Records el dovelopnent progras, cerit proxation,
23, fquipment Control, Maintenance, and Operation Records 2 oployse safety progren, and others agt
24, Speclal Matertals Accountability Records 28 specifically described elsewhere in
25, Medicine, Health and Safety Records 205 this schedula, excluding those at GOL
26, Llega) Records k1 staff planning levels.
Index ns b. Correspondenca, reports, cenoranda, S years.

and other recerds relating to e=ployent
progrant and functions, and @anpower
canagecent and evaluation, including
enperts and consultants, overseas
employremt, reazployment rights, eaployee
transfer and detatl, and excepted
positions.

q, OFFERS OF EMPLOYMENY FILES. Correspendence,
etters, and telegreos offering appointzents
to potential e=ployees.

DOE_RECOANS SCHEDVLE )

PERSOMNEL RECORDS

Personne] records relate to the supervisicn over and managesent of caployees.
This schedule covers the dispositicn of Official Personnel Folders and other
persoanel records. Records treated pricr to 1-1-2]1 cust be offered to the
National Archives and Records Service for possible permanent retention before
these dispositicn instructions oay be applied.

The cost foportamt types of records, the Official Perscnnel Folders, and
Service Record Cards, are caintained according to the Qffice of Persornel
Managezant *s Federa) Personne) Marual Supplesent 293-11, which grescrides ¢
systea of recordkeeping for Federal pertonnel offices.

(34 1]
KO, DISCRIPTION OF RECORDS

1. OFFICIAL PERSOXAXE! fO1DERS. Records filed
on the right gide e Offictal Personnel
Foldar (OPF). See Iten 1D for disposa) of
papers on the left or *tecporary” side of

RETENTION PERIOD

the 02F.)

4. Tranmsferred e=ployces. See federal Personnel
Manwal for frstructions ]
relating to folders of
e=ployces trangferred |

to anothar agency.

Trensfer folder to
National Pertonng)
Recerds Center (CPR) St.
touts, Missourd, 30 days
after seporatica. HPRC .
will destroy 75 years
after birth date of
a:playee or 60 yoars
after the date of the
eorliest document in the
folder 1f the date

of birth cannot be
ascertained, provided the
aployee has been
separated for at least &
years.

b. Separated e=ployecs.
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DOE_RECORDS SCHEOULE 1

OCE RECORDS SCHEDULE 1
81
X0.  DESCRIPTION OF RECORDS RETENTION PERIOD 1TEn

K0, DESCRIPTION OF RECORDS

RKETENTION PERIOD

8. Accepted offers. Destroy taediately.

10.  TCWPORARY TIDIVIOUAL EXPLOYEE RECORDS. AlD
coples of correspondence and foras cain-
tafned on the left side of the Officlal
Personnel Folder in accordance with
Federal Parsonne] Manual, Chapter 293, and
Supplecent 293.31.

11.  POSITION IDENTIFICATION STRIPS. Strips
such as Standaed Foro 1D, used to
provide summary data on each position
occupied.

Unt 1) separation or
transfer of exployee !
cr when | year old,
whichever s sooner.

b. Declined offers,

fatura to Office of
Personnel Management (OPM)
with reply and application.

(1) when nioe 1S received froo
certificate of eligibles.

{2) Temporary or excepted
appointoent

File with applicatien
{see iten 15 of this
schedule).

unttl position 1y
cancelled or new strip
1s preparcd.

{3} A1l gthers. Destroy fcmediately.
12. EMPLOYEE AwARDS FILES.
5, C[R!IF!QI[S OF ELIGIBLES FILES with 2 yosrs.
related requasts, forms, correspondence, A
and statecent of reasons for passing over
a prefarence eligible and selecting a
rorpreference eligidble.

General Awards Records.

{1) Case files including
recamendat fons, approved
naaingtions, ceeoranda, cerres-
pondence, reports, and related
handbooks pertsining to
agency-sponsored cash end
non-cash mwards sych as incentive
awirds, within-grade cerit
increases, suggastions, and
cutstanding performance.

2 years after approval
or disapproval,

6. EMPLOYEE RECORD CARDS used for
TnfornatTonsT purpuses outside personnel
offices (such as $F 7-8).

. POSITION CLASSIFICATION FILES.

a., Pogition Classification Standards Files.

Until separation or
transfer of e=ployes.

(1) Standards, OPM standards 5 years after position {2) Correspondence or oocorandd 2 yuars.
deternining title, series, and 13 abolished or pertaining to awards froo other
Grade based on duties, respon- description 1s governaent agencies or private
sibitities, and qualiftcations suparseced. crganizations.
requirezents.
b. Lenﬁh of Service Awards File. Records 1 yeor.
(2) Developaant, Momoranda, nc ny correspondence, ormoranda,
correspondence, and other records reports, cocputaticens of service and
relating to the developoent of sick leave, and 185t of awardees.
standards for classification of
positions peculiar to DOE, and DPM ¢. Lotters cf Cormmendaticn and
approval or disapprovel. Kppreciation, Coples of Tetters 2 yesrs.
2ing Tength of service and

ta) Case tile. 5 years after position

retiremest and Tetters of appreciation
is abolished or descripticn

and caxmndation for perforas

nce,
i3 superseded. EXCLUDING coples f11ed n the Official
Personnel Folder,
{b) Review file, 2 years,
DOC RECURDS SCHIDULE 1 OCE RECOADS SCHEDULE 1
1TER 1TEm
KO.  DESCRIPTION OF RECCRDS RLTENTION PERIOO X0,  DESCRIPTION OF RECORDS RETENTION PERIOD

b. Position Des: lgllum. Files descridbing until superseded or
establiy ont including informa- cbsolete,

ticn on title, series, grede, duties,

and responsibilities.

d. Lists or Indeses to Aan Award
ocinations. sts of nocinges, and
wimners, and indexes of naninations.
Q. gggartnanul Level Awards Files,
ecords relating to awdrds ozde ot
the departzentdl leval or higher
(Secretary's Awards, Presidential}.

To be odbtained).
(1) Reccrd copy. § years after position t
i3 abolisned or

description 1g

tuperseded.
1. HCENT]VE AWARDS PROGRAM REPORTS. Reports 3 ]
(2) A1 other copies. until position 1s Jpg'F{.lnlnq To the operation of the s years.
abolished or descripticn Incentive Amards Progrea.
13 superseded.
) o 14.  NOTIFICAT]ONS OF PERSONNEL ACTION.
¢. Survey Files, (lassification Survey tandard Form ocunenting {nftial
Eenqru. Tarvey reports on various e=ployrent, promtions, transfers, in or
positions prepared by classification out, separétion, and all other individual
specialtats, 1rglwlng periodic reports personnel 2cticns, exclusive of those in
1uch as Annual khitten Amendoent report Official Personnal Folders.
and Annya) Supergrade Position Report.
) 3. Chroncloyical file copies, incleding 2 years,
{1) Office of origin. 3 yedrs, or 2 years fact shegts, maintained 1n personnel
after regular inspection offices.
whichever is socner.
b. All other coptes maintained in 1 yeor,

{2) Inspection, Audit, and Survey

Until obsolete or

personnel of fices.

Files. Correspondence, tuperseded.
aecoranda, reports, and other 15,  EMPLOYMENT APPLICATIONS. Applications until receipt of Qffice
recordy relating to inspec- tondard forn 2nd related records, of Personnel Manigement
tions, surveys, desk audity, EXCLUDING records relating to sppoint- inspecticn report or
and evaluations. ments requiriag Senatorial confirzation when 2 years old
. and applications resulting in appointment whichever 13 elrhaf.
e, eez_-_}_}ﬂllg Case files relating to 3 years after cate 13 which are filed in the Offictal Personnel providing the require-
classification appeals. closed, folder {(sec ttem 1 of this schedule). mots of the Federal
Personnel Manuel,
3. INTERYIEM RECORDS. Correspondence, reports, 6 conths after transfer Chapter 333, Sectfon
and other records rclating to interviews or seperation of A4, are obtarved.
with ecployees. enployee.
16.  (RESERVED)
9. PERFORMANCE RATING BOARD CASE FILES. 1 year after case it

re

pies of case es forwa to OPM
lating to performance rating board

reviews,

closed,
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(TEM

.

22.
2.

A,

O0E RECORDS SCHEDULE 1

DESCRIPTION OF RECCRDS

DESCRIPTION OF RECORDS

CORRESPONDENCE AMD FORMS FILES. Operating
versonnel office records relating to
individusl employees not matntaiaed 1a
0Official Personnel Folders and not provided
for elsewhere in this scheduls.

a. Correspondence and forms relating to
pending personnel acticns,

b, Retention Registers.

(1) Registers froo which
reducticn-in-force sctions have
been taken.

(2) Registers fraa which no
reduction-in=-force acticns have
been tiken,

¢, ANl other correspancence and foros.

DUPLECATE BOCUMENTATION AND P(R%L FILES
X! $1D! L .

a. Supervisor's Personnel filos.
rrespendence, acogrands, foras, and

other records relating to positigns,
duthorizations, pending actions;
copies of position descripticns;
requests for personnel sction, and
reccrds on individual ecployees
duplicated 1n ¢r not appropriate
for the Official Pertonnel Folder.

b. Duplicete Docwmwntaticn, Other copies
of docu=ents éuplicated in Official
Personnel Folders not provided for
elsevhere in thisy schedulo.

(RESERVED)

{RESERVED)

(RESERVED)

DOE _RECORDS SCHEDULE 1

{RESERVED)
PERFORMANCE RATING RECORDS.

RETENTION PERICD

until action ¥
conpleted,

2 years,

yntil superseded or
obsolete,

6 ronths,

Review snnually and
destroy superseded or
adsolete docuzents; or
destroy all cocu-onts
rclating to an Individual
eployee L yesr after
separatioa cr transfer.

6 conths.

RETENTION PERIOD

a. Certificates of performance rating, 2 years,

b. General cor case files of forms, 3 years.
oaxoranda, and correspondence.

c. Appeals Flles, Memorenda, 3 years after fina)
correspondence, and cther records settlencnt of case.
relating to exployee 2ppesls of
performance rating.

{RESERVED)

COMFLICT OF INTEREST CASE FILES.
Statezents of employaent and financial
interests &nd related records,

2 years after separation
of e=ployee cr 2 years
after exployee leaves

the positien for which
the statcment is
required,

EQUAL EMPLOTMENT OPPORTUNITY RECORDS.

0fficial Discrininaticn Complaint
Tase Files. Cooplaints -hE related
correspandence, reports, eshidits,
withdrawal notices, coples of
decisions, records of hearings, and
ceetings, and other records as
described by 5 CFR 713,222,

(1} Cases resolved within OOE.

4 years after resolution

of case.

{2) Cases resolved dy the Office
of Personnel Managecgnt or a
U. S. Court.

Files are controlled by
0ffice of Personnel
Mansgecent recerds

tchecule,

ITEn
KO.

27.

DESCRIPTICN DF RECORDS

a. Counseling Files.
interviews, analyses, and related

b

STANDARDS Of COMDUCT FILES.
rrespondence, cecoranda, and other

Attachment IV-1
Page 3

OO0f RECORDS SCHEDWLE 1

DESCRIPTION OF RECORDS

b, Copies of Cocplaint Case files,
DipTicate case TiTes or docunents
mrtatntag to case files retained in

Qfficta) File Discrinination Caplaint
Case Ftle.

¢. Background Files. Bactground records
not 3"8 Th the 0fftcial
Diserinination Cozplaint Case Files.

d. Cozpliance Records.

{1) Cocpliance Review Files.
Reviews, background papers, and
correspondence reliting to
contractar ecployoent practices.

(2) EED Complience Reports.

e. fcployee Mousing Requests. Formg
requesting agency assistance 1n
housing matters, such as rental or
purchase,

f. Ecployment Statistics Files.
eployment statistics relating to
race or sex.

g, EEO General Files, General
correspondence and copies of regula-
tions with related reccrdy pertaining
to the Civil Rights Act of 1964, the
€EO Act of 1972, and any pertinent
future legitlation; and agency EEQ
Conittee meeting and records
including ninutes and reports.

h. EE0 Affircative Action Plany (ANP).
{1) Agency copy of conselidated
ARP(3).

DO RECORDS SCHEOWLE 1

(2) Agency feecer plan to consolidated
AMP{s).

REIENITON PERIDD

1 year after resolution
of case.

2 years after final
resoluticn of case.

7 years.

1 years.

1 yeor.

S years.

until 3 years old, or
when suporseded of
obgolete, whichever
13 applicadle.

5 years from dste of
plan,

RETENT10N PERIQO

5 years froa date of
feeder plan or when

admini strative purpases
have been served,
whichever i3 sooner.

PERSONNEL COUNSEL IKG RECORDS,

Reports of
recards,
Alcohol and Drug Abuse Prograa,
Records created in plarning, Coording-
ting, and directing an alcohol and
drug aduse prograo.

records relating to codes of athics
and standards of conduct.

LABOR MANAGEMENT RELATIONS RECORDS.

b

Labor Mang nt Relations Gerneral
and Cate liiu. Torrespondence,
@eorands, reperts, and other records
relating to the relationghip between
aanagesent ond employee unions or
other groups:

{1) Office negotidting agreecent.

(2) Other offices.

3 years after termination
of counseling.

3 years.

until odsolete or
superseded.

S years.

until superseded or

cbsolete.

Labor Ardbitration Geners) and Case
iTes.” lorrespondence, foras, 2
backoround pacers relating to lador
arbitration cases.

§ years after final
resolution of case.
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BOE_RECORDS SCHEDULE 1

1TEn 1M
XO. DESCRIPTION OF RECORDS RETENTION PERIOO ND.  DLSCRIPTION OF RECORDS RETENT(ON PERIOD

TRAINING RECORDS, b. Resctor cperator and senior aperator
docket files, docuaenting the certifi-
4. Training Atds. cation of resctor cperators and senicr
] resctor cperstors including asw or
(1) Ore copy of eech canual, syllabus, [To be obtained,) l renewal applications, medical cartie
textbook, &nd other training atd ficates, certifications and i=gndzerts,
daveloped by the agency. ] enaninaticns and rosults, rolated corro-
spondence, including denial {nformatien,
(2) Training ajds froa other agencies uUntil cdbsolete or
or private institutions. superseded. (1) Latest applicaticas and related 4 years after eapiration
corraspondence, certification or teraination of
b, General File of Agency-Sponsored exaninations, and results; al certification or
Yraining. aedical certificates gnd data; 1ssuanco of denial
and a)) exzniners reports. letter.
(1) Corresponcence, ceoranda, Until 5 years old or § .
agreeoents, authorizations, yaars after cocpletion (2) Superseded applications end 2 yeary, or when
reports, requirczent reviews, of 2 specific training related corrospondenco, certifie superseded, whichever
plans, and odjectives relating prograa, fications, exaatnations and i3 earlier.
to the establishoent and resulty; dental letters.
aparation of traintng courses
and conferences. ¢, Reactor Operstor Cxzaination Files 10 years.
congisting of coples of all eraoina-
(2) Background and workpapers. 3 years. ticns given by DOE at a facility for
the purpose of 1ssuing reactor and
¢, [cployee Tratniang., Correspondence, Until § years old or senior reactor cperator certificaticns.
aecranda, reports, and cther records when superseded or
relating to the availadility of odsalete, whichever d. Reports of welders’ tests, consisting S years,
training and ecployee participation 13 socner. of file of reports of tests on welders
in training prograas sponsored by in Hellarc and other stainless steel
other Goverrcent agencies or -e!dln? procettes uted to deternine
non=Govarnent institutions, qualifications of welders, with
included documants, such as analysis
d. Course Annguncezent Files. Reference Until superseded or of X-ray test unpies.
fiTe of pc=phiets, notices, catalogs, absolete.
and other records which provid @, Records ngt covered above ond {To be cdtained)

infornation on courses or prograss
of fered by Government or
non-Governzent organizations.

aaintained outside Official
Personnel Folders except Security
and Protective Sarvices Records

covered by Records Schedule 18.
3. GRIEVARCE, DISCIPLIMARY, AXD AOVERSE

TVToN FILES,
a. Grievance, Appeals files (5 CFR 771),
Records originating in the review of

3 years after case s
closed,

BOL RECORDS SCHICULE | 0OF RECORDS SCHEDULE 1
1En
MO,  DESCRIPTION OF RECORDS

1TEr

RETENTION PERIOO KO, DESCRIPTION OF RECORDS

RETENTICN PERIOD
grievance and appeals ralsed by agency
aployees, except (€0 coaplaints,
These case files include statemcats of
witnesses, reports of (nterviews and
hoarings, exsoiner's findings and
recommendatfons, a copy of the
original decision, related corras-
pondence and exhidits, and records
relating to a reconsideration request.

33. TEMPORARY RECORDS RELATING TO PROMOTIONS.

Records relating to the procotien of an
1ndividua) that doCument Gualification
standards, evaluation methods, selecticn
proceduras, and evaluations of candidates,

2 years,

b. Advarse Action Files (5 CFR 252},
ase ot and related records created

«1n reviewing an adverse action
discipiinary or nendisciplinary
resgvel, suspension, leave without
pay, reduttiyn-in-force} against an
ezployee, Tho file tncludes & cepy
of the proposed adverie action with
Supporting papers; stateoents of
witnesies; enployee's reply, hearing
notices, reports and decisions;
reversal of action; and appeal
records, CXCLUDIKG letters of
repritand.

32, EMPLOYEE QUALIFICATION OR AUTHORIZATION
¥ consisting of evidence documenting:

eployee’s qualfications or authorizaticn
to perforn certain tasks, engage in certain
mploycent or occupations, conguct certain
activities; and to posiess, use, distridute,
be responsidle for, operate, or sign for:
supplies, equipment, material or property;
and to authorize routing acticns.

4 years aftar case i3
closed.

a. Records required to bo naintained in

follow disposition
Official Personnel Folders,

instructicns agplicable
to Official Personael
folders, item 1, this
schedule,
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DOE RECORDS SCHEDULE 2
PAYROLL NG AKD PAY AOMINISTRATION RECORDS

Payrolling and pay gdainistration records pertain to disburscments to eaployces
for personal services. Any record created prior to 1-1-21 cust be offered ta
the Maticnal Archives and Records Service befcore applying these dispositien
instructions.

Papers required by the Caxptroller Gereral to be matntained for site sudit

are segents of accountable officer’s accocunts. [n no event cwy Jdisposal be
nzde of records pertaining to sccounts, clajos, or deaands involving the
Goverrcent of tho United States which have not been settled or adjusted by

the Ganeral Accounting Dffice unless the agency concerned has written approval
of the Casptroller General, as required by 82 Stat. 1301 {44 u.S.C. 3309)., Most
Federal civilian pay accounts gre prepired and oaintatined in sccordance with
Title 6--Pay, Loave, and Allowances, and incorporated 1n the GAD Hanual for
Guidance of Federal Agencies.

1n the payrolling process different typos of records dre accumulated. In

many cases the records will bo In machine-resdable form, as tho payrolling
process has almost universally converted to electronic data process through-
out the Federal Government. Under title 6 of the GAO Maaual, thete records
are normally site audited on a sacple basis by GAD representatives who cxaaine
pricarily the esrnings record card, payroll change slips that are prepared to
document changes in norma) pay, certification sheets centaining the signature of
the certifying efficer, checklists prepdred in lieu of the core formal payrolls
by Oepartoent of the Treasury or local disbursing personnel, source personrnel
docuzents such as basic tice and sttendance reports, and copies of personnel
action forms documenting changes in pay. Inm edditicn, pdy registers and other
sccnting devices are oalntained to check and balance the sccounts.

All payroll systems require the maintenance of a leave card, to which
information 13 posted froo oore detstled records kept by tioe and attendince
clerks located throughout the agency. Two Bastc forms or variations of thea
are used by cost agencles: (a) Standard Form 1137, which shown leave taken

by an esployee ovor a 2-year period; and (b) Standard Form 1130, which 1s a
cocbination time and attendance and leave record designated to be caintained

in sgencies {n which the ticekeeping function is decentralized. One Standard
form 1130 is catntatned for each c=ployee each pay perfod, and the curreat leave
status flgure 1s accusulated froo pay period to pay perfod.

DOL_RECORDS SCHEDMLE 2

Payrolling process records include withholding tax and savings bond records,
reports nede to Tressury Departoent units and the Office of Pertonnel

Mnagenert on incaze tox and retirecent transsctions.

For other records not

pertaining to individuals, but rather to the ganeral adoinistratica of the
payroliing of fice and the payrolling function, apply records rotention
standards tn schedyle 16, ite=s 5 and 8.

1TEM
0.

1.

2.

DESCRIPTICN OF RECORDS

16D1Y10UAL ACCOUNTS FILES, Individual
earning and service cards, such as
Standard fora 1127 or equivalent.

REVENTION PER1OD

Transfer to the National
Porsonnel Records Center
(NPRC), St. Louls,
Missourt.

(a) 1f filed in official
personnel folder {OPF)
cr in individual pay
folder adjecent to the
OPf, Destroy with the
OPF. (See Records
Schedule (RS) 1, Iten 1.)
(d) 1f not 1n or filed
adjacent to the OPF,
destray 56 years after
the date of the last
entry on the card.

(RESERVED)

TIME_AXD ATTERDANCE REPORT FILES.
3 as Jtandy: ora

Forey
or eguivalent,

a. Payroll prepsration amd processing
coples.

3 yaars, or after GAO
audit, whichever is
sooner.

b.  All other coples.

1KD1VI0UAL AUTHORIZED ALLOTMENTS FILES.
oros such as Standard foro . OF Other
records relating to authorizaticn, chinges
or cancellation of individual payroll
allotoents for bend deductions, charitadble
contrituticas, savings bonds, unicn dues,
er others,

6 conths after the end
of the pay period.

1TEm

Attachment V-1
Page 15

00f RECORDS SCHEDULE 2

1en

0.

DESCRIPTION OF RECORDS
£AYE RECORD FILES.

DESCRIPTION OF RECORDS

a. Authorizations for Savings Bonds or
Cordined Federal Caxpaign for
ezployee transferred to snother
Federa) agency,

b. Al other records.
{1) If record is maintained on
earning record card,

{2) 1f recard is not maintained
elsexhere,

B0XD REGISTRATIDN FILES.
copies o

Issuing agent's
registration stus.

BOND RECEIPT AMD TRANSMITTAL FILES.
Receipts for and transoittals of U.S.
Savings Bomds and checks.

BOND PUACHASE FILES. forns and reports
with related papers pertaining to deposits
4nd purchases of bonds.

LEAVE APPLICATION FILES. Application

or Leave s OF tquivalent, amt
supporting papers relating to requests
for ind approva) of taking leave.

a. If the ticecard has been initialed
by the cployee.

b. If the ticecard has not been
initialed by the eaployee.

DOE_RECORDS SCHEDULE 2

Ledve record cards

L g
cainta separately fron pay and

earnings reccrds, including SF 1130 when
used a3 o leave record,

b,

Pay or fiscal copies,

Other copies.

RETENTION PERIOD

Transfer autharizations
to e=ployee’s new
agency.

Until superseced or
after tranyfer or
separation of esployee,

3 years after
supersessica or 3 years
after tramsfer or
separation of e=ployee.

2 years.

3 agaths after date o
receipt.

J years.

until the end of the
applicable pay period.

Until after GAD audit
or when ) years old,
shichever 15 sogner.

RETEHTION PERICD

J yoirs,

3 conths after the end

of the period covered,

LEAVE DATA FILES. Records of leave data,

such as

, preparcd except 4% noted

1n the Federal Personnel Manual, 293-A-3,

Original copy of SF 1150.

File on right sice of

official personnel

folder.

See (RS 1,

ftea 1.

DOE capy.

NOTIFICATION OF PIRSOXNEL ACTION FILES.
r equivalent, not od

pies o or ey
tn the Dfficial Personnel folder.

BUDGET AUTHORIZATION REFERINCE FILES,
pies a gat suthorizations ta

Pay or fiscal copy.

3 years.

Unttl related pay

recerds are dudited Dy
GAD, or when J years
old, whichever is
sooner.

All other copies.

operating payrall uaits ysed to control
perscanel ceilings and personnel actions.

PAYROLL FILES.

Meorandyn coples of

payrolls, check 11sts, and related
cartification sheets, such as SF 1013,
SF 1128A, or equivalents.

Soe (RS 1, 1tem 14,
until superseded.



1
X0,

22,

Attachment IV-1
Page 16 (thru 26)
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X0,

DESCRIPTION OF RECOR!

DOE_RECORDS SCREDULE 2

DESCRIPTION OF RECOADS

a. 1If earmning record card is asintained,

b, [f earaing record card 13 not
caintained.

PAYROLL CONTROL FILES. Payroll control
reglsters such as SF 11254,

PAYROLL CHAKGE FILES. Payroll change
#T1ps, exclugive of those of the OPF,
fuch as SF 1126,

4. Copy uted in GAD audit.

b, Disbursing officer copy used in
preparing checks.

c. All other copies.

FISCAL SCHIDULES FILES. Memorandus
coples of fiscal schedules used in the
payroll process.

3. Copy used in GAD audit.

b. All othar copies.

(RESERVED)

DOE_RECORDS SCHEOWLE 2

JAX FICES.

a. Withholding tax execption
certificates, such as IRS Form -4,

and siailar state tax exeaption forms.

b. Returnsg on tncone taxes suth as [RS

Foro -2,

c. Reparts of withheld Federal tazes,

such a3 [RS Form W-], with related

papers, tacluding reports reloting to

fncome and social security taxes.
(RESERVED)

(RESERYED)

REVIREMENT FILES. (Federal enployees.)
{For contractor pension plan records see
RS 6-10.)

Reports and Registers or other

4. Jul] gis! 3

control docuents, and other
records relating to retiresent,
such as SF 2807 or equivalent.

b. Assistance Files. C(orrespondence,

ne=or . anngity estinates, ond
othor records ysed to 2s3sist retiring
enployees or syrvivors clain
inguronce or retirezont benefits.

¢. Decuttion Files. SF 2806 or

equivalent and other records used
10 docudent retirecent deductions
of individual ecployees.

INSURANCE DEDUCTION FILES. Reparts and

relat

papers, inclyding copies of

vouchers and schedules of payrents
pertaining to insyraace deductlions.

RETEUTION PER]OD

J years, or after GAO
audit, whichever is
socner,

Transter to NPRC,
$t. Louls, Missourt,
when J years old.
Destroy when 10 years

J years, or after GAQ
audit, whichever 1
sooner,

J years, or after GAO
audit, whichever i3
sooner,

Destroy after
preparaticn of check.

1 conth after the end
of the pay period.

3 years, or after GAD
audit, whichever i3
socner.

1 =anth after the end
of the pay perfod.

RETENTION PERIOD

4 years after form is
fuperseded or odsolete.

4 yeary.

4 years.

3 years.

1 year.

See ERS 1, ften 1.

) years.

1o
K0,

23,

2.

and data, working
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DESCRIPTION OF RECORDS

LEVY AKD GARNISHMENT FILES. Official «
tice of Levy or Garnishoent (IRS Ffom
668A or equivalent}), change slip, worke
papers, correspondenca, release and other
forms, and other reccrds relating to
charge against retiresent funds or attech-
cent of salary for payment of dack Income
taxos or other dedts of Federa) ecployes.

MASE SURVEY FILES. Mage survey reports

a9 papers and related
correspondence pertaining to area wages
patd for each ezployee class; background
pipers esteblishing need, authorization,
direction, and aml{lls of wage surveys;
dovelopoent and icplementation of wago
schedules; ond request for and authori-
raticn of specific rates (excluding
authorized wage schedules and wage
survey recapitulaticn sheets),

RETENTION PERICD
J years.

intil after coopletion
of second succeeding
wage survey.




ITEN

14.

15,

16.

17.

DOE_RECORDS SCHEDULE 2

OESCRIPTION OF RECORDS

a. 1f sarning record card 1s maintained.

b. If earning record card {s not

saintatned. °

PAYROLL CONTROL FIRLES.

registers such as SF 1

PAYROLL CHANGE FILES.
sUips, exlusive o
such as SF 1126,

Payroll control
125A,

Payrall change
se of the OFF,

a. Copy used 1n GAD audit,

b. Disbusing officer
preparing checks,

c. All other copies.

copy used in

FISCAL SCHEDULES FILES. Meaorandus

coples of fiscal s
payroll process.

ules used in the

2. Copy used in GAO sudit

b. All other coples.

(RESERVED)

RETENTION PERICOD

3 years, or after GAD
sudit, whichevar {8
sooner.

Transfer to NPRC,

St. Louis, Missourt,
when 3 years old.
Destroy when 10 years.

3 yoars, or after GAO
sudit, whichever 1s
sooner.,

3 years, or after 6A0
sudit, whichevar is
sooner,

Destroy after
preparation of check.

1 sonth after the end
of the pay period.

3 years, or after the GAD

audit, whichever 1s
sooner,

1 month after the end
of the pay periog.

ITEM
K0

186,

19.
20.
21,

2.

Vertical line denotes change.

DOE_RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS
JAX FILES,

8. Withholding tax exesption
certificates, such as IRS Form W-4,
and similar state tex exsmption forms.

b. Returns on incame taxes such as IRS
form W-2

¢. Reports of withheld Federal taxes,
such g3 IRS Fore ¥-3, with related
papers, including reorts relating to
income and social sacurity taxes.

(RESERVED)
(RESERVED)
REVIREMENT FILES. (Federal Emplayees.)

or contractor pension plan records
see RS 6-10.) .

il i
contro s, and other
records relating to retirement,
such as SF 2807 or squivslent.

b. Assistance Flles. Correspondence
smoranda, annuity estimstes, and
other records ysed to assist retir-
(ng eaployees or survivors claias
{asurance or retirement benefits.

c. Deduction Files. SF 2805 or
equivalent and other records used
to docusent retirement deductions
of individual employees.

INSURANCE DEDUCTION FILES. Reports and
related papers, Including copies of
vouchers and schedules of payments,
pertaining to insurance deductions.

RETENTION PERIOD

4 years after form is
superseded or obsolete.

4 years.

4 years.

3 yaars.

1 yaar.

Send to Office of
Personnel Managesent
{n accordance with
FPM Supplement 831-1,
Subchapter 522.

3 years.

18-¢-¢
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ND.

DOE RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS

23.

24

LEVY AND GARNISHMENT FILES. Official
Totice of Levy or Garnishment (IRS Form
668A or equivalent), change slip, work-
papers, correspondence, release and other
forms, and other records relating to

charge against retirement funds or attach-

ment of salary for payment of back income

taxes or other debts of Federal employees.

WAGE SURVEY FILES. Wage survey reports
and data, working papers and related
correspondence pertaining to area wages
paid for each employee class; background
papers establishing need, authorization,
direction, and analysis of wage surveys;
development and implementation of wage
schedules; and request for and authori-
zation of specific rates (exluding
authorized wage schedules and wage
survey recapitulation sheets).

RETENTION PERIOO

3 years.

Until after completion
of second succeeding
wage survey.

RS —-— SO
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PROCUREMENT, SUPPLY, AND GRANT RECOROS

Procurecent and supply records document: the acquisition of g¢oods and
nonparsonal services, controlling the volume of stock on hand, reporting
procuredent reeds, and related supply catters which are part of dally procure-
Bent cperaticns, The basic procurecent files reflect a consideradle ringe of
procedure, fran 3 sicple soall purchase to cocplicated price contractor or
sudcontrector operations.

Copies of procurecgnt papers frequently becaae 1ntegral parts of other files,
such a3 praject files of various types cor genera) subject files pertaining to
prograa cperations; these coples are not covered by this schodule.

Contract filos maintained tn the contracting officer's office may be audited dy

In no event a4y disposal be made of records pertainiag to accounts, claims, or
domasnds invalving the Governoent of the United States which have not yet been
settled or adjusted by the Generda) Accounting Office without written approval of
the Comptrol ler General, as required by 44 U.S.C. 3309.

Records document iag procurenent and supply are largely standardized by
regulations of the Cooptroller General and the Adainistrator of General
Services. The physical arrangennt of the transaction files differs in varicus
arganizattons, however, All officia} centrect files contain a atnimm core of
specified documents. Often there are other documents that vary in accordance
with the organfration's requiremants,

The koy procurazent file s the transsction case file containing the fomal
contract or informal purchase crder or lease instrucents and all related papers.
The docizmnts flowing into the transaction fiTe differ in detatl, tut they may
inrclude, in addition to a purchase docu:mnv.' ipe:lﬂcauons. bids, schedules of
dellvory, initiating requisiticn, invol corr . Coples of these
documents are used for expediting and other ac:nnlslullve prposes. The ceples
are aaintatned in organizaticns perforaing iInspecticn, shipping, eapediting, or
other procurezant-relsted sctivities,

Files related to the procuresent and supply functian include local requisition
and stock iaventery files, and other oinor supply popers.

BOE RECORDS SCREOULE )

Title pepers are speclal procurenent recerds docwenting the scquisition of real
property (by purchase, condecnation, donation, eachange, or otherwise). Title
papers d4re not destreyed {f they may be needed dy the Government to defend the
title to: (a) Government-cwmad property; or {b) formerly Governxant-gwned
property corvayed to cthers: (1) conditienally, (2) with a recapture clause, or
(3) by speclal or ganera) warrantee deed when the property wis acquired dy the
Govermment by quitclain deed.

It also should be ascertained that any title evidence to be destroyed relates
anly to the specific property sold by the Goverrcent. In cuny instances, land
stquired by the Governcent 13 disposed of in different size parcels, and f the
Govermment retains title to any portion of a property, the title evidence to it
cust be retatned.

This schedule inclyces recards relating to grant progrem. They are included a3
an djuntt to procuresent and suppy records.

1TEn
K0.  DESCRIPTION OF RECORDS

1. UNJQUE PROCUREKINT FILES. Procurpzent
Tilos (as described in ftec 4, Galow)
docuzgnt 1ng the inftiaticn end developaent
of transacticns that are highly unyswil,
highly significant, and substantially
deviate frao nsunhmm precedems
with respect to general agenty procure=
ceRt or aajor procurecent prograss.

2. REAL PROPERTY FILES. Title papery
‘docmriing the scquisition of rea)
praparty (by purchase, condecnation,
donation, exchinge, or otherwise),

RETENTION PERICO

Percungnt.

a. Papers for property acquired gince
1121, other than
adstract or certificate of title,

10 years after
unconditional sale or
release by the Govermnent
of conditions, restric-
tions, mortgages or other
liens.

b. Adstract or cartificate of title. Trensfer to purchaser
sfter unconditional sale
or release dy the
Governceat of condi-
tions, restrictions,
aortgages, or Other
HMens.

11N

KO,

5.

Attachment IV-1
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1Tex
KO,  DESCRIPTION OF RECORDS

3. (RESERVED)

4. ROUTINE PROJUREMLAT FILES. Contract,
requisition, purchase order, lcase,
and bond and surety records, including
correspondence dnd related pagers
pertaining to awerd, adainistration,
receipt, inspection, and payoent {other
than those covered in itens 1, 2, and 13),

RETENTION PERIOD

4. Procurement or purchase organizatisn
copy, and related papers.

{1} Transacticns of more then
$10,000 and 4}l construction
contrécts exceeding $2,000
dated subsequent to 7-25-74,

6 years and 3 months
after final payment.
{Place 1n ingctive file
on final payment,
transfer fiscal yoar
block to Federa) Records
Center after 2 years.

{2) Transactions of 310,000 or less
énd construction contracts
under 32,000, dated subse-
quent to J-25-1; and
transactfens of 32,500 or less
dated prior to 7-26-74,

3 years after final
payrent.  (Close file
at the end of the fiscal
yeer, retain 3 years and
aestroy, eacept that
files on which actions
are pending shall be
brought forward to the
next fiscal year's files
for destruction
therewith.)

(3) Transactions ¢f core than 32,500
dated prior ta 7-26-74.

6 years after fingl
paycent.

b, Odligstion copy. uUntil funds are
abl:jated.

¢. Other copies of records described
above used by camponent elements of
procure=ent offices for adoinise
trative purpases.

until termination or
coapleticn of
adainistrative actions.

00f RECORDS SCHEDULE 3

DESCRIPTION OF RECORDS

d. Bonds and werranties Quaranteeing
for specified periods of tice
caterialy and equipzent furnished
or installed by vendars.

SUPPLY WANAGEMENT FILES, Files of reports
on lupply requ‘rmu and precyrenent
catters subaitted for supply mansgerment
purposes, other than those incerporated

in case files or other files of a

general natyre. for priprities and
allocation records, see item 19, this
schedule.

RETERTION PER10D

until espiration of
guarantee pertod.

4. Copies recetved froo other ynits 2 years,
for {nternal or reporting purposes.
6, Copies in other reporting units, 1 year,

and related workpapers.
BID FILES.

4. Successful or unsyccessful bids.

b, Llists or cards of acceptadle didders.

Apply provisicns of
e 4,

until syperseded or

ohsolete.

PUSLIC PRINTER FItES, Records relatirg

tc requisitions on the Printer, and all

supparting papers.

a4, Printing procurenent unit copy of
requisition, invoice, specification,
and related papers,

b, Accounting copy of requisition.

3 yeary stter completion
or cancellaticn of
reguisttion,

3 yeary after period

covered by related
stcount,



Attachment IV-1
Page 28 -(thru 38)

12,
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14,
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114
&0, DESCRIPTION OF RE 5

8. KONPERSONAL REQUISITION FILE.
quisiticns for nonparional services,

suth as duplicating, laundry, binding,

and other services (excluding records
associated with accountible of ficers®
accounts (Schodule 6)).

RETENTION PERIND
1 yesr.

9. INVENTORY REQUISITION FILE. Requisitions
or supplies and equipment froa current

{nventory. e

2. Stockrooz copy.

5. ANl other coples.
10, {NVINTORY FILES.

a. leaventory Vists.

b. Imventory Cards.

€. Repart of survey files and cther
papers used as ovidence for
#djustoent of inventory records,

2 years after copletion
cr cancellaticn of
requisition.

6 months.

2 yeers fran date of
list.

2 yuars after
discontinuance of itea
or 2 years after stock
balance is transferreu
to new card or recorded
uwder 3 new classifica-
tion, or 2 years aftor
equipment 13 rezoved
fron DOE coatrol.

2 years after date of
survey action or date
of posting, whichever

not ctherwise covered in the TRS°s. is later.

11, JELEPHOKE RICORDS. Telephone statements

toll) slips.

OCE RECOADS SCHEDULE 3

CESCRIPTION OF RECOROS

CONTRACTORS® PATROLL FItES. Contractors®
payrolls [construction contracts)
fubaitted n iccordance with Labar
Department regulaticns, with related
certifications, anti-kickback affidavits,
and other related papers. -

TAX E1EMPTI0N FILES. Tex exemption
3 cates and relsted papers.

GRANT APPLICATION FILES. Appliceticns,
oearanda, correspondence, and other
reconds ralating to the decision to
sccept or reject grant applications,

4. PRejected spplicaticns.
b. Accepted applications.

GRANT CASE FILES. Preposals or
applications, contricts, project reports,
studies, certificates, agreements,
nsorends, cerrespondence, and other
reccrds relating to receipt, review,

eward, evaluaticn, status, and :nnnorlng
of grnnua aliccation of funds, and
project budgets.

GRANT COMIROL FILES. Indemes, registers,
Toys, ar other records relating to control,
assigning nuzders, or identifying projects,
spplications, and grants,

GRANT [SPONDERCE AMD SUBJECT FILES.
0

4. Corraspondence subject flles including
necoranda, studies, reports, forms
and other records relating to the
Tegal establishzent of the grant
progran, its policies and basic
procedures, and the canigement and
evaluatien of grants,

3 years after period
covered by ralated
account,

RLTERTION PERICD

3 years after date of
cocpletion of contrict
unless contract perfor-
aance {3 subject of
enforcesent action on
such date,

3 years after pericd

covered by related
account,

5 years after rejection,

Sae 1teo 15 of this
shedule.

Apply provisicns of
1

until superseded or
obsalete.

See Record Schedule 16,
ftea 5,

11in
N0,
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DESCRIPTION OF RECIROS

b, Correspondence subject files relating
to routine operations and daily
activities in sdainistration of the
grant pregraa.

l'INlL pROOUCT FILES. Published reports,
[} 03, audiovisual materials, or
any ntMr final grant product and related

reccrds in textual cr tuchine-readadle
forn,

PRIORITSES AND ALLOCATIONS RECORDS.

4, Records on the ute of DO, OX, and
Authorized Controlled Materis) Order
{ACH] rating authority, exclusive of
corvespondence cn planning, policy,
procedures, and authorizations which
are t0 be retained.

b. Requiresents studies in connecticn
with esbilfzation ghanlag and the
Controlled Materials Plan, exclusive
of correspondence on planning, policy,
. procedures, and authorizations which
are to be retained.

RETENTION PERIOD
2 years.

See RS 19, 1tos 3
snd 7.

3 years,

3 yoars,
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PROPERTY SALE AND DISPOSAL RECOROS L

X0, DESCRIPTICH Of RECORDS RETENTION PERIOD

These records pertain to the soles of real and persona) property, Including
praeperty surplus to the reeds of the Governcent. plot plans, architect's sketches,

working disgraas, preliminary drawings,
blueprints, master trecings, utility
outlet plans, equipcont location plans,
specifications, construction progress
photographs, inspection reports, butlding
and equipment mandgecont and raintenance
records, allowsnce 19sts, as wall ag
duplicate copies of title papers, provided
(4} that the records can be segregdted
without harmm to other docuaents of enduring
value; {b} that no responsibility attaches
to the Government because of disagreement
batwzen the transferred documents 2nd the
physical condition of the property at the
tioe of conveyance; and {c) that if the
proporty ts relessed for historical use or
purpose the user agrees to retain them and
return thea to the Federal Goverrment
iomediately upon the discontinuance of its
use for historical purposes,

8. NUCLEAR MATERJALS-RELATED
. S, Reveruss
RETEMT[CX PERIOD producing contrects with foreign and

domest ic custozers, including docucenta-
ticn of the nogotiations, adainistration,
payment, and delivery for goods and
services for (1) the sale of mclear
products, including source, byproduct,
spacial muclesr zatertals, and heavy

mortgage. (Also see
ERS 22, Destign and
Constructton Records, )

1n no event may disposal be made of records pertaining to accounts, claims, or
deaands Involving the Governsent of the United States which have not been
settied or adjusted by the General Accounting Office, without written approval
of the Cozptroller General, as required by 44 U.S.C. 3309.

Three forns are prescribed for use in selling surplus parsonal property under
GSA regulaticns:

a. Standard form 114, Sale of Governcent Property, lavitation, and Bid, and
Acceptance. Related pspers are usvally maintained 1n case fashion, and
consist of correspondence, bids, and other notices of sale, invoices,
and sales slips.

b. Staadard Forms 120, Report of Excess Personal Property, and 121,
Quarterly Aeport of Utilization and Disposal of Excess and Surplus
Personal Property. Form 120 reports parsonal property excess to DOE
needs to the regiona] General Services Adainistration office, which
initiates screening actien, The quarterly reports are subnoitted to the
Office of Personal Property, Util{zation and Disposal Service, General
Services Adainistration, where the data is consolidated.

8 years after receipt

1TEM of final payzent.

X0. DESCRIPTIGN OF RECORDS

1. SURPLUS PROPERTY PRECEDEMTIAL CASE FILES.

30 {1les on 3alas Of furpius periona

property {as descrited in iten 6 below)
documgnting the Initistion and developent
of transactions that are highly unusual,
highly significant, and substanttally witer; (2) toll enrich=mnt services; and
deviate froo established precedents (3} chemical processing of ifrradiated
with respect to general agency dispesal fual,

er major disposal prograas.
9. RECOROS OF THE TRANSFER OF MUCLEAR

Permanent.,

6 yoars after tronsfer

PROPERTY DISPOSAL CASE FILES.

Case flles

sposal of surplus real and related

personal property.

£01 RECOR08 SOEMULE §

10 years after uncondi-
tional sale or release
by the Government of
conditions, restric-
tigns, oortgeges, or
other liens

. ramfer of
Raterfal® records docuzenting the “without
charge® transfer of nuclear material in
quantities suitable for research purposes
only,

DOE_RECORDS SCHEOULE 4

1$ cocpleted.

11 11
4. CLSCRIPYION OF RECORDS BETENTION PERIOD AO.  DESCRIPTION Of RECORDS RETENTION PER10D
3. EICESS REAL PROPERTY REPORTS. 10 years after uncondi- 10, KUCLEAR WATERIALS LEASIMG AECORDS. Lease 6 years after terninstion
tional sale or release agreements documenting the Teasing of of the lease.
by tha Govarazent of miclear cuterials and heavy water to
conditions, restrictions, foraign and domestic Customers.
mortgages, or other
liens.
4, (RESERYED}
$,  ERCESS PERSOMWL PROPERTY REPORTS. 3 yoars.
6.  SURPLUS PROPERTY CASE FILES. Case files
on sales surplus personal preperty,
conprising imvitations, bids, acceptances,
115ty of catertals, evidence of tales,
and related correspondence (other than
those covered in ftens 1 ard 2).
a. Trensacticns sudsequent to 7-25-74 6 yoeors after final
of zore than $10,000; and payaont. (Place in
trangacticns prior to 7-26-74 inactive fite on final
of corg then $2,500, payognt gnd transfer to
Federa) Records Center 2
yoars thereafter.)
b. Transactions subsequent to 7-25-T74 3 yoars after final
of 310,000 or less; and payoent.  {Close file
transections prior to 7-26-14 at the end of each
of $2,500 or less, fiscal year, retain }
years and destroy,
except that files on
which &Ltiony are
pending will be brought
to the next fiscal
yesr's files for
disposal tharewith.)
7. REAL PROPERTY FILES. Records necestary Transfer to new Custodian

or comven or the use of real property
s0ld, donated, or traded to noneFederal
owngrship, (ncluding, 1f pertingnt as
determined by OOE, site caps and surveys,

upon campletion of sale,
trade, or donation
procecdings, or accep~
tance of purchase coney
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DOE_RECORDS SCHEDULE 5
BUDGET PREPARATION, PRESENTATION

== XKD APPORVICOURY RECORDS

Budget and apportionnent records include the varicus files accucwlated in

the course of foroulating the budget for submtssicn to the Office of Managomgnt
and Budget and to the Cengrets; in defending requatts for funds before both
bodies; and after enactoent of an apgropriatica DI}, in eaguriag that the funds
are used in such 3 way as to suffice for the npproprhte period of tice. The
funds are mare avatladble by tho Office of Management and Budget (0@3). DO rust
indicato {8 justify resularl{ to (M5 the proposed rate of expenditure. After
the fynds have been nsde available, DOL's controls over the funds are in the
expendityre sccounting records (schedule 7) and detstled information ralative to
expangitures is contained in the zccountsdle officers’ scccunt (schedule 6),

This schedule applies to records of budgat preparation, prescntatlon, and

apport fonnent except that records created prior to 1-1-21 sust be offered to the
Mationsl Archives and Records Service before applying the disposition
instructfons,

Budget records are created at various organfzational lavels. Budget proposals
reflect the input of operating levels, as well as the coerdinating work done by
foraally crganized budget of fices. The records consist of detotlcd workpapers
and budgatary statements developed by operating units, the oore sigaificant
budgel stateaents and related papers representing consolidsted subntssions
prepared at higher levels amd forwarded to the budrn of ficer, and the records
at the highest leval pertaining to the budget submission,

The bydget presentation systeo is stendardized by the OGNS, which prescribes
fornat and procedures for all Federa) agencies. Howover, the iaternal reports
and papei« which support the budget and are yscd in its preparaticn vary froa
sgency to sgency. The budgat subnission, a recerd copy of which is designated
by DOL, i3 a duplicate of the et of papors subcitted to the OMB. These include
suTary statesents cf appropriatiens and expenditures, statemants of contract
autharizations, statenents of receipts, narrative suztary stotements which high-
Tight the principa) features of the request, and fazedistely related supporting
documents. The narrative presents the policies and prograas which the budgat
requost and supplozental requests support, [n addition to the summaries, the
sutmisyion includes schedules of cbligations and stataments partaining to each
type of apprepriation and fund under which DOE operates. Finally, OM3 requires
2aditional supporting data pertaining to cbjects of expenditure, particular
progreas, and figures based on the cost of varicus types of service operations,
such as personnel and payrolling sctivittes,

DOE RECORDS SCHEDULE §

DESCRIPTION OF RfCOR0OS RETENTION PERIOD

BUDGET FILES accumylated by Hesdquarters
and T1eld organizations in the course of
budgetary activities, including centractor,
field organizaticns, and internal budget
subnissions covering construction,
cpersttons, equipcent, and other cost
esticutes; fnstructicns on budget
preparat:on; workpapers, together with
related $, and corre .

a. Bugget files, Office of the
Centroller.

{1} File copy of instructions an Permanent.
budget preparation,

(2) Budget estimates, narrative Permanent,

statexents, related schedules,

and data submitted to OMB and

the Congress, including gmend-

ments and supplementals,

assent ing and dissenting

ca=mntary by cajor DOL

divisiens, ana relevant

decunentatien,

(3) All other Office of the
Controller dudget files.

6 yoars after close
of fiscal yeer covered
by budget.

%, AVl other budget files. 6 years after close
of fiical year covered
by budget.

FIMANCIAL PLAN FILES consisting of 3 fical years after
Zuthorization Trom the Controller to close of fiscal year
field and Headguarters organizations covered by plan,

and national laboratories setting

forth by progrous the aavunt of funds

avatlable for the fiscal yesr, together

with papers actutiuisted in cennection

with proposed rgvisions and with aid-

yeor roviews. (Exclusive of DOL files,

Of fice of the Controller files,)
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DOE_RECORDS SCHEOULE &
ACCOUNTABLE OFFECERS® ACCOUNTS RECORDS

This schedule covers accountable officers’ returns and related recerds,
including records under the cognizance of the General Accounting Office.

This schedule does mot apply to records created prior to 1-1-21. Such records
aust be offered to the Mational Archives and Records Service before applying the
disposition instructicns in this schedule.

Acccuntable officers’ accounts include record copies of all records concerned
with accounting for, avatlability, and status of public funds, There are
several types of "accountable officers,” such as: (a) the collectiny officer,
who receives confes owed to the Federal Governament and ensufes that it is
credited to the proper account; (b} the disbursing of ficer, who {s responsible
for providing documentation to the General Accounting Office since he accom=
plishes the actual payment of public monies to groper Federa] creditors; and (¢}
the certifytag of ficer, whose signature on a sumary attests to the authenticity
of vcuchers listed on the schedule.

Oisbursecents for cost civilian Governent agencies are oade by the Chief
O1sbursing Officer of the Treasury, who heads the Division of Disbursement

of the Bureay of Governent Financial Operations within the Treasury Departoent.
Since July 1949, disbursenents have been made for cost agencies on the basis of
certified schedules, with the detailed vouchers transferred to the Gereral
Accounting Office froa the agency or held in agency space 1f site audit was
involved. This procedure was extended and confirmed by General Accounting
Office General Regulations No. 115, fssyed 1-29-52, which proculigated a standard
foro voucher and schedule of payments (Standard Forns 1166 and 1167} for use by
all agencies effective 1-29-52, and formally ¢liminsted the transfer of vouchers
of the Chief Disbursing Dfficer.

This schedule has been revised to include records held for onsite sudit by

the General Accounting Office, as described in Iten la below. Under onsite
audit, vouchers, contracts, schedules, statements of transactions and accounta-
bility, and other related supporting docuncats arc retained in DOE space for
General Accounting Office auditors. Section 5 of the Post Office Department
Financial Control Act of 1950 and Section 117(b) of the Sudget and Accounting
Procedures Act of 1950 {whenever the Comptroller General determines that audit
shall be conducted at the site) require agencies to retain these records, which
are under General Accounting (ffice cognizance. The General Accounting Office
has given general authority to the agencies, {f the records are no longer
required for adainistrative purposes, to transfer all audited records ana any
unzudited records more than 1 full fiscal year old to Federal Records Centers.

To transfer ynaudited accountable officers® accounts less than 1 year old,
peraissicn must be obtained from the Director, Office of Adainistrative
Services, GAO.

Records relating to the avatlability, collection, and custody of funds tnclude:
{1} the appropriation warrants; (2} other documents which deposit funds into the
Treasury; and (3) docunments which provide accountable officers with status
reparts on funds In thefr custody, such as the proofs cf depository account and
statecents of funds to their credit, O00E ccpies of these deposit and status
documents are so Intimately related to the accounts of these officers that they
are included in this schedule,

1TEM
NO.  DESCRIPTIOM OF RECORDS
1.  ACCOUNTABLE OFFICERS® FILES.

a. 0r|§lml or Ribbon Cogx of accountable
officers™ accounts oaintained 1n DOE
for stte audit for GAD auditors,
consisting of stateconts of trans-
actions, statesents of accountability,
collection schedules, collection
vouchers, disbursecent schedules,
disbursecont vouchers, certain
supporting veuchers or schedules, (2)
and all other schedules and vouchers--
or docunents used as schedules or
voucherse-exclusive of freight records
and payroll reccrds. These records
docunent cnly the basic financial
transaction, money received and money
patd cut or deposited, In the course
of operation of DOE, A1) copies
except the certified payoent or
collection copy, usually the original
or ribbon copy, an all additional or
support ing docunentaticn not favolved
in the integrated accounting systen
are covered by subitea 1b and other
succeeding 1tems in this schedule.

RETENTLON PERIOD

(1) Records created
prior to Fiscal
Year 1976 {7-1-75):
10 years, 3 corths
after the close of
the Fiscal Year.

Records created
after Fiscal Year
1975 {6-30-75):
6 years, ) ronths
after the close of
the Fiscal vear.

Site audit records include, but are
not 11aited to, the Standard Forcs
1isted below. Also incluted are
equivalent agency faras shich docutent
the basic financial transaction as
dascribed chove.

SF 224, Statement of Trensactions

SF 1034, Public Voucher far Purchases
and Services Other thaa
Personal

1TEm
KO,

2.

1TEM
KD.  CESCRIPTION OF RECORDS

SF

SF
SF

S¥
SF

SF
SF

SF
§F

SF

1036,

1047,
1069,

1080,
1081,

109%,
1097,

1038,
1113,

1114,

SFI1144,
sF11148,

SF

SF

SF
§F

§F

1129
1133,
1135,

115,

1156,
1166,
1185,
1218,
i

1221,

Attachment IV-1
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Statement of Certificate and

rard
Public Voucher for Refunds
Youcher for Allowance at
Foreign Posts of Duty
Youcher for Transfer Between
Appropriations and/or Funds
Youcher and Schedule of
Withdrawals and Credits
Schedule of Youcher Deductions
Youcher and Schedule to (ffect
Correcticn of frrors
Schedule of Cancelled Checks
Public Youcher for
Transpartation Charges
Bi11 of Collection
Offictal Recefpt
Collection Youcher

« Reirbhursement Youcher

Advertising Order

Voucher for Payment Under
Federal Tort Claims Act
Public Youcher for Unpaid
Compensation Duc a Deceased
Civilian toployee

Public Voucher for Fees and
fileage of Witness

Voucher and Schedule of

Paycents

Schedule of Undeliveradle
Checks for Credit to
Gavernzent Agercies
Statezent of Accountability
{Foreign Service Account)
Statement of Acccuntability
Statezent of Transactions
According to Appropriation,
Funds, and Receipt Accounts
Statement of Transacticns
According to Appropriation,
Funds, and Receipt Accounts

RETENTICN PERIOD

{Foreign Service Account)

DOE_RECORDS SCHEDULE 6

OESCRIPIION OF RECOROS

b.

Rerorandua or Extra Coples of
accouniable officers” returns
including statecents of transactions
and sccountabflity, all supporting
vouchers, schedules, and related
papers not covered elsewhere in this
schedule, and excluding freight
records covered by Schedule 9 and
payroll records covered by Schedule 2,

AUDIT FILES.

General Acccunting Office notices

of exceptions, such as Standard Form
1100, formal or informal, and related
carrespondence.

Audit files generated in the
performance of DOE and cost-type
contractor operations, including
pertinent reports and revisicns
thereof, concurrences, comments,
reports relative to acticn on
recomendations, pertinent
correspondence, and related work
papers.

(1) Files relating to DOf-wide sudits

)y ters
audit staff and the General
Accounting Dffice.

(2) Files relating to audits of
individual DOE organizations and
contractors, conducted by DOE
ficld organizations cor the
Headquarters audit staff,

[a) Report files and related
correspondence .

{b} Work papers.

RETENTION PERLOO

3 years after the close
of the Fiscal Vear.

1 ycar after exception
has Been reported os
cleared by GAQ.

10 years.

10 years.

$ years.
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DOE RECORDS SCKERULE 6

1TEm
NO. ~ DESCRIPTICN OF RECORDS

¢. Monthly cecorandua reports summariziag

activities between GAD and DOE
pertainiag to audits and inquirics,

together with related correspondence

reflecting specific requests for
information and records by GAD and
canpliznce by BOE.

RETENTION PERIOD

3 years, or after GAD
audit, whichever is
sconer,

3. CERTVIFICATES OF SEVTLEKENT FILES. Copies
of certificates of settlement of accounts

of sccountable officers, statesents of
differences, and related records,

a. Certificates covering closed account
settlecents, supplemental settlesents,

and final balance settlesents.
b. Certificates covering periodic
settlecents.

4. GENERAL FUND FILES. Records relating
to availa

201, 203, and 219), other than those
reccrds covered by itea 1 of this
schedule.
S,  (RESERYED)
6. PERSONNEL SURETY BOND FILES.
a. Ofticial Coples of the bend and
attac powers of attorney.

{1) Bonds purchased prior to
1

(2) Bonds purchased after
12-31-55.

DOE_RECORDS SCHEDULE 6

DESCRIPTION OF RECGRDS

b. Other Bond Files including other
copies of bonds and related papers,

GASOLINE SALES TICKETS. Hard copies

of sales tickets ed 1n support of
paid invoices for credit card purchases
of gasoline.

TELEPHONE TOLL TICKETS. Original and

conles of toll tickets filed in support

of teleghone toll call payrents.

TELEGRAMS. Origindls and copies of
Telegracs filed in support of
telegraph bills.

PENSION PLAN case files consisting of

cost-type contractor pension plans,
codifications and amend=ents;
correspondence, reports, studies, and
analyses; negotiaticns; DOE requirements
for acceptance and modificaticn;
funding and cost data; industry pension
plan co=parability studfes.

a. Cases for which DOE has con.iruing
abligations or 11ability for pension
plan claims or adjustments after
contract completion or termination,

b, Cases for which DOE has no obligations
for 1iadbility after centract comple-
ticn or terminatien,

CASUALTY INSURANCE (including Workren's
spensation) plan case files: Case files
on casualty insurance coverage plans for
DOE cost-type contractors, tncluding
policfes, endorsements, reports, correspon-
dance, studies, analyses, actwarial data,

2 years after date of
settlezent.

Until subsequent
certificate of
settlement 1s received.

3 years,

ty, collection, custody, and
deposit of funds including appropriation
warrants and certificates of deposit (SF

15 years after bond
becazes tnactive.

15 years after the
end of the bond
premiun period,

RETENTION PERIOD

¢ntil bend becores
inactive cr after the
end of the bond premiun
period, whichever is
sooner.

3 years, or after GAD
audit, whichever is
sooner.

3 years, or after GAD
audit, whichever is
soorer,

3 years, or after RAD
audit, whichever 1
sooner.

80 years after
contract completicn
or terminaticn,

10 years after
centract completien
or termination,

1TEiH
NO.

DOE 1324.2
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DOE_RECORDS SCHEDULE 6

DESCRIPTION OF RECOROS

and eaaputaticns. Included 13 inforcation
showing preaiun adjusteents, coverage,
funding, billing, and losses incurred.

a, Cases assigned to or adainistered by
DOE upon contract completion or
ternination.

b. Cases for which DOE has no obligation
or liabilfty after contract cospletion
or teraination,

RETENTION PERICD

80 years after
contract cacpletion
or termination.

6 years after
centract coapletion
or teruination.
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D0f RECORDS SCHEOULE 7
€IPEXDITURE ACCOUNTING RECOROS

Expengiture accounting records are the ledgers and related doCurents adintained
to show in surmary fagshion hew funds, appropriated and nonappropriated, are
spent after allotrent by the Office of Managerent and Budget (OMB), and the
sources and nature of any receipts. The key records are the general ledger
4ccounts, which constitute, as a unit, the heart of the sccounting systea. The
ledgers sumarize the finsncial status and finzncial transecttons and show the
current status of fundg avallable for eapenditure, the amounts due and collected
for the 2ccount of the Governcent, tccuulated eapenditures and lisbilities, and
the values of stoch, equipnent, and other property in BOE custody. Expenditure
accounting records are controls that serve not only as central fiscal records,
but also as 4 pricary gsource of data fer top Qanagement concerned with agency
solvency, with expenditures, and with progran costs,

The general ledgers sre sudbdivided into erbitrarily created account titles,
which are bosed on progreas, projects, costs, and funds. Supporting thea

dre & group of sudsidiary ledgers and papers further detailing the {nforna-
ticn 1o the general ledgers or serving as posting cedia to the ledgers theo-
selves. To the extent thit they reflect appropriaticn eapenditures, the
general ledgers &re supported by allctoent ledgers, which at all times show
the current unodligated balance of funds allotted for specifiC agency purposes
and thereby provide 4 safeguard against over expenditure by operating officials.
The allotment ledgars are general controls aver expendituras, and they in turn
sumarize and are supported by more detailed controls that norally take the
form of project or job arders which authorize exact and specific expenditures,

The sources of dats thot are posted to the ledger files are socewhat diverse,
but they fall i1nto two general groups:

4. Coples of various cdligation or expenditure documents, such as vouchers
and schedules, shich flow through the ledger unit for posting,

b. Journal vouchers and sintlar interaal control docunents cresated to 2uthorize
and convey entries to the general ledger,

As the centralized fiscal record, the gengral ledgers ulticutely sumurize
stores, plant, and cott sccounting data, which are treated in & separate
tchedule, but thete are only several aspects of the total ledger accounts.
Consequently, the ledgars 2re the source of the dats Inclyded in the basic
apportionent reports to the OM2 and the Tredsury Depirtmant, and overasll
reports of fiscal condition which Oay be required by the Ganeral Accwntln?
Office (Schedules 6 and 8). The adequacy for sudit purposes of the geners
tedger accounts 13 normally considered by Genera) Accounting Office auditors
to be indicative of the suitabtlity of an agency’s entire accounting system
and the reltability of fts financial data,

OCF_RECORDS SCHEDULE 7

This schedule does not ”Fly to records created prior to 1-21-2) which must
be offared to the National Archives ana Records Service before applying these
éisposition instructiont.,

1n no event oay disposdl be nude of records pertaining to accouats, clatas,

or demands {nvolving the Goverm=ent of the United States which hive sot been
settled or adjusted by the Gemeral Accounting Offfce without written acoroval of
the Canptroller General, a3 required by 44 U.S,C. 3309.

1TEm
X0,  DESCRIPTION OF RECORDS RETENTION PERICD

1. (RESERVED)

2, GENERAL ACCOUNTING LEDGERS. General
dCcounts gers, 3 ng debit and credit 10 years after the close
entries, and roflecting expenditures in of the fiscal year
Susary. involved.

3, APPROPRIATION ALLOTMENT FILES. Allotoent
records showing status of obligations and 10 years after the close
allotoents under esch authorired of the fiscal year
appropriation. fnvolved.

4, [E[IPENDITURE ACCOUMTING POSTING AND CONTROL

. . ordi used a3 posting and control
cedla, subsidiary to the general and
allotment ledgers, ond not elsewhere

covered in this schedule. |

8. Origiral records. 3 years.

b. Coples. 2 years.
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STORES, PLANT, AND COST ACCOUNTING RECORDS

Specialized stores, plant, and cost sccounting records are maintained to
rofiect the net conetary worth of its assets and periodically these recerds

are reconciled with the supply dats reflected in stock foventory reconds;
kowgver, thete records are not procurcoent papers. Any records created prior to
1-21-21 cust be offered to the Mations) Archives and Records Service before
applying these dispositica instructicns.

a, Stores ating. These records gre oaintained to provide pericoal
ounts ty for the receipt and custody of caterials and to provide

information 4S to the conetiry worth of such caterials, 1s
e1tadished by accorplished cocples of materia) oovenent docunents, and
stores accounting Informatica data are normally reviewed and consolidated
by ceins of records and returns subaitted to Hesdguarters, where the
inforasticen 13 used for procurenent planaing, budget, and other ounagecent
purposes. These records do nat include papers reflecting the physical
roveoents of =a*erisl to and from storage points, although they be
favolved in |'sun?. Suury data on plant valve 13 also availadle (n
pertinent general ledger accounts.

b. Plent Accounting. These records consist primarily of cards reccrding
the principal chirecteristics of eich 1tea of physical plant and equipment,
including real property. They constitute primarily & type of {nventory
control, but In addition aro 3 principal source of data on the capital
investoent in ghysical plant (4s distinguished froa oaintenance or operating
costs) and other {teas not momally represented in 4 store or stock fnven-
tory systea. Sumary data on plant value Is also available 1n pertinent
general ledper accounts.

c. fost eg«:ounf.lng. These records Jre designed to accurulate and show dats
on Costs ot operation, the direct and indirect costs of production,
adzinistration, and the performance of prograa functions, The data, which
are ncrmally accuzulated by means of cost reports and statistics sccuculated
by operating persannel, are ultirately posted to the zccounts {n the general
ledgars concerned with cperating and progran costs. Haterial costs infomae
tion {3 collected by posting requisitions for material or grocurement
documants 0 intertediate records, 4nd labor cost information {s cbtained by
charging tise capended on Individeal Jobs and prajects assigned comtrol
mobers for cost control purposes. Cost data are utilized in evaluating
ecenony of cperation and In preparing budget estimates.

908 RECORDS SEHEDIRE §

1T
k0. CESCRIPTION OF RECORDS RETENTION PERIOD .

1. LAt M%NI[E FILES. Plant occount Te be odtained.
cards gers pertaining to structures.

2.  (RESIRYED)

3. STORES IMVOICE FILES. Involces or 3 years.
equivalent papers used for stores
sccount(ng purposes,

4,  STORES ACCOUNTING FlLES. Stores occounting 3 years.
returns dnd reports.

5,  STORES M:thrI_ME. WOAXPAPERS. Workpapers 2 yeors.
used 1n sccu=ulating stores accounting data.

6. PLANT ACCOUNTING FILES, Plant account cards 1 years after iten is

[1 Qers, other than those described in  withdrawn from plant
ftm 1. account,
1. cost ACCOUNTING REPORTS,
4. Coples in units receiving reports. 3 years.
b. Ccpies in reparting units, and 3 years.

related work papers.
8, mi' REPORT DATA FILES., Lledgers, foms,

and machine records used to accwulate dats

far use in cost reports,

a. Ledgers 2nd forus. 3 yoars.

b. Michine records,
(1) Detatl cards, 6 manths.
(2) Summary cards. . 6 conths.
(3) Tatulaiiens, 1 year,

.Attachment I1v-1
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(L]
X0, DESCRIPTION OF RECORDS

2.

3

DOE_RECOHDS SCKEDULE 9
IRAVEL AKD TRANSPORTATION RECORDS

This schedule covers records pertaining to the movecent of goods and persons
under Governzent orders, Records include bills of lading, trangportation
requests, vouchers, and assoclated records, including thoso prescribed by
Title & of the Genaral Accoynting Office Policy and Procedures Manual, (Copies
of saze records used to support payoents Decone efther part of the accountadle
officers’ accounts, or sccounting posting oedia, Their disposition may be
covered Dy Records Schedule 6, 1ten 1; Records Schedule 7, item 4; or 1tems 1
and 3 of this schedule.

3. Movecent of Goods. The key record ig the bill of lading, of which there
are copies for consignor, consignee, and careier. Papers related to and
normally filed with the bi1) of lading are varied, often volwdinous, and may
consist of shortige and dezurrage reports, invoices, and other descriptive
data documenting the transaction, Included are records relating to the
shipeent of household effects, authorized dy law and regulations for of11-
tary personnel 4nd for civilian ezployces of the Goverment, When DOE ships
certain valuables under the Goverrment Losses in Shipoent Act, which ensures
against loss, DOL retalns copies of schedules of material shipped, papers
relating to claies which ocay ensue, and other pertinent docuwnts. Hazarde
ous oaterial shipping packaging records sre also included.

b, Moveceat of Persons tg docuented essentially by ccpies of travel orcers,
tu!ﬁrh‘ng travel and subsequent paymant, and standard fora vouchers
showing payment for official traval. The pricary copies of the travel
ordars are the adoinistrative copy oaintatined by the traasportation unit
controlling the 1ssuance of trm{ orders, and copies used for encusdrance
of funds.

17Em
X0. QESCRIPTION OF RECORDS

1. FREIGHT fllt%. Records relating to freight
consisting of export certificates, transit
certificates, desurrige car record books,
thipping documenty pertinent to fraight
classification, memorandid copies of Governoent
or cozmercial bills of lading, shortage and
decyrrage reports, and all supporting docucents;
and including records relationg to the shipoent
of househole goods.

RETENTION PERIOD

DOE_RECORDS SCHEDULE 9

RETENTION PERIOO

2. Issuing office cemorandu= copies 3 years.
other than those icentified in 1d,

b. Al other coples 1 year.

¢. Registers and control records. 3 years.

d. Records on international ‘shipmonts
of household goods woved by freight
forwarders.

LOST 03 CAMASED SHIPKENTS FILES. Schedules
valuadles shipped, correspendence,

. g
randa, reports, and other records relating to

the adalnistration of the Govern=ent Losses
1n Shipoent Act.

6 years after
the period of
the account.

3 years.

PASSENGER TRANSPORTATION FILES. Memorandun
coples of vouchers (SF 1ITJA], mcnorandus coples

of transportation requests (SF 1169), travel

authorizations, transportation request registers,

and all supporting papers.
2. lssuing of fice aesorindan copy.

b, ligation memoranda copy.

¢, Unused ticket redeaptien forms,
such as SF 1170.

PASSENGER REINBURSEXKINT FILES, Records
relating to reictursing Individuals, suth as
trave) orders, per diea vouchers, tremsporte-
tion requests, hotel reservations, and all
supporting papers documenting of ficial travel
by officars, e=ployces, depandents, or others
author(zed by law to travel.

3 yeers.

Until funds are
odligated.

until no longer
necded for
sninistrative
uie.

1em

X0,

S

6.

Attachment IV-1
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DOE_RECORDS SCHEDULE 9

DESCRIPTEON OF RECORDS
4. Travel xalnistrative office files.

b, 0Obligation necorandun copies,

GERERAL TRAYER AND TRANSPORTATION FIRES.
These are routTre odainistrative files,
retatned long enough to serve reference
ngeds and not coverod elsewhere in this
schedule.

3, Correspondence, forms, and related
records pertaining to agency travel and
transportation functions, not covered
elsewhere 1 thig schedule,

b. Accountadility records docucenting the
issue or receipt of accountedle dogu-
cnts involved in the trave) and
transportation functioas.

HAZARDOUS MATERIAL {radioactive and fissile
m!erh” sﬁippinq packaging uecards
including Certificates of Ca=pltance,

Safety Analysis Reports for Packaging (SARP),
evaluations of SARP's, licenses, amencaents
to licenses, and quality assurance records
docuent ing packaging destgn, fabrication,
aaintenance, and vse in cocpliance with
established safety and engineering
standards.

RETENTION PERIGD

3 years.

Unttl funds are
obligated.

2 years.

1 year ofter alb
entries on the
reccrds are
cleared.

Destroy 5 years

after Certificate

of Campliance has
terninated, unless
information s
received indfcating
that renewrd use 14
cefinitely anticipated.
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OCE_RECORDS SCHEDWLE 10
HOTOR YEMICLE MAINTERARCE AXD GPIRATION RECORDS

These records pertain to the manigenent, caintenance, and gperation of motor
vehicles used by DOL,

DOC Property Manageoent Regulation 10938 prescribes policies and procedures.
Standard Fora No, 82 13 an anmual motor vehicle report required by the Federal
Supply Service, Genera) Services Adainistration. Cost and irventary control
foras are avafladle but are not cundatory. s schedule covers records
partaining to the daily ute and cperation of the vehicles.

In general, records pertaining to mtor vehicles reflect 4 threefold
responsidility: {a) the sccu=ulaticn of cost and operating data for internal
accounting and oanagesgnt purposes and for reports subaitted to the Federal
Supply Service (Standard Forn Ko, B2, Annual Kotor Yehicle Report); (b) calintee
nance of the vehicles; and (¢) protecting tha interest of the Governcent in
accident clajos against 1t. Records consfst of chauffeur service logs and
reports, vehicle repair and caintenance chechoff sheets, cost ledgers, and
clatas correspondencs and forss.

00
0. DESCRIPTION OF RECORDS RETENTION PERICO
1. (RESERVED)

2. HOTOR VEWICLE GPERATING MAINMTERANCE FILES.

[ D%nug Records {ncluding those 1 year.
relatiug to gas and of) consucption,
dispatching, and scheduling.

t. Maintensnce Records, including those 1 year after vehicle
relating to service and repalr, leaves DOL custody.
3. YOTOR VEHICLE COST FILES. Motor vehicle 3 years after
oer worksheets providing cost discontinuance of
and expense datd. ledger or date of
worksheet.
4. JOTOR YEMICLE REPORT FILES. Reports on 3 years after date

rotor vehicles (other than sccident,

of report.

operating and ndintenance reports).

§. HOTCR YEMICLE ACCIDENT FILES. Records 6 years after case
relating to moter vehicle accidents, 1s closed.

oyintained by transportation offices.

DOF RECORDS SCHEDULE 10

ITEIN

&0, DESCRIPTION OF RECORDS RETENTION PERIOD

6. JOIOR YEHICLE RELEASE FILES. Records 4 years after t
re¥ating to transfer, sale, denatien, vehicle leaves
or exchinge of vehiches. DOE's custedy.

7, HOTOR YEMICLE OPERATION. Records relating  Destray 3 years after
To individual exployee operaticn of separation of ecployee

Govern=¢nt-cwned vehicles, including or 3 years after

driver tests, authorization to ute, safe reclsion of authori-

driving swards, and related correspondence. zation to cporate
Governcent-owned

vehicle, waichever is
sooner.
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DOE RECORDS SCHEDULE 11

SPACE AND MAINTEHANCE RECORDS

This schedule provides for the disposal of records relating to tpace and
saintenance, except.ss indicated in the rext paragraph. Records pertain to the
scquisition, sllocation, utilization, and release of space and irclude: (a)
reperts subnitted to the General Services Adninistraticn as directed by Federa)
Property Managecent Regulatlcn 101-17 (Assignaent and Utilizatien of Space); (b)
correspondence dnd forms reliting to the cocpilaticn of directory service
Mstings; (c) ideatificatfon credentials and related accountable recerds; ind
(d) requests for building and equipsent services.

This schedule does not cover {a) coples of these records that are sn integral
part of sccountable officer's accounts {schedule 8), or (b) recerds of
procuresent snd supply (schedule 3).
ITEN
K0.  DESCRIPTIOM OF RECOADS RETENTION PERIOD
1. (RESERYED)
2. DOf SPACE FILES, Records relating to the
atlocation, 1zaticn, and relesse of
space under DOE contro), and related

reports to the Generdl Services

Mainistratien,

3. Bullding plan files and related 2 years after
records utilized in space planning, ternination of
assignaent, and idjustemnt, assigraent, cr when

lease is cancelled,
or when plans are
suparseded or cbsolete.

b. Reports and correspondence relating
to space holdings 4nd requirements.

(1) Reparts to General Services 2 years.
Atalnistration regarding
space oecvghd in "Metrepolitan
Washington® and “ODutside the
District of Colusbia,® ncludes
related pepers.

(Z) Copfes in sybordinate reporting 1 year.
units and related werk pepers.

DOE RECORDS SCHEDULE 11

1TEM
KO,  DESCRIPTION OF RECORDS RETENTION PERIOD
3. DIRECTORY SERVICE FILES. Correspondence, 2 ronths after

cres, and other records relating to the issuance of [1sting.
coapilation of directory service listings,

4. CREDENTIALS FILES. 1dentificaticn credentials
and related papers.

3. ldentification credentisls including 3 months ifter return
cards, badges, passes, parting pernits, to issuing offlce.
photograghs; and property, dining .
roon and visiters passes, and cther -

{dentitication credentials.

b. Receipts, (ndices, Vistings, amd unti) all listed
accountsble records. credentials are
accounted for or 5
years after loss,
whichever 13 socner,

5. SUlLONG AND [%IMM SERVICE FILES. 3 ronths after work
équests for ng and equipoen 1s performed or
] services, eding fiscal requisition 13
coples. cantelled.

Attachment IV-1
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DOE_RELCOXDS SCHEDULE 12
COMRMICATIONS RECORDS 1TEm

NO, DESCRIPTION OF RECORDS
The principa) records docuzmenting coxaunication functions include messenger

service data, telecosounicitions service control and operations) records; 6. MAIL AXD DELIVERY SERV]CE CONTROL FILES.
swxraries of long distance telephone reports; postal records, consisting of post

RETENTION PERICD

f*%%

office forms and supporting papers; mail control records and supporting and 4. Reccrds of recelpt and routing of 1 yesr,
related papers; DOE coplos of pensity cail reports; and records relating to inconing and outgoing oail and itess
private delivery services {such as United Parcel Service). handled by private delivery campanies
. :: as United Parcal Service, excluding
th those covered by 1ten 5 and
KO.  DBESCRIPTION OF RECOROS RETENTION PER]OD used as indexes to c:rrc::om:nutmu
- files.
1. MESSEMGER SERVICE FILES, Daily logs, 2 months,
assignzent records and instructions, b. Statistical rof
ssigncent records and N ports of postage used on 6 conths,
dispatch records, delivery receipts, outgoing cail and feos paid gor private ik
route schedules, and rolated records, deliveries {special dalivery, foraign,
registered, cortif(
2. cﬁmutm CORRE SPONGENCE, REPOATS, cr'wthw; v:cr [ &t‘:&wml posts
LES.
c. Requisiticon for steaps (exclusive of 6 conthsy,
4. (RESERYED) copies vsed 43 tupporting cocuments to
nt vouchers).
b. Telec fcations general files, 3 years. payzent v !
ineluding plam, reports, and other d. Statistical reports and data relating 1 year.
records pertaining to equipaent to handling of natl and volume of work
requests, telephcns service, and perforzed,
lke catters.
e, Records relating to check
c. Telecomamications statistical 1 year. steps, gn:y :2«:: 5 ::vy‘:::;r ! year,
;‘q‘nru. including cost znd voluae valuables renitted to DOE by mail,
2.
f. Records of and recet 1 1
d, Telecocmunications reference vouther packages received thf-‘:ghc:h:‘t):v::‘l’nl § Fonths.
files. fail and Messanger Service.
{1} Refersnce coples of vouchers, 1 fiscal year. 9. (RESERVED)
bitls, involcas, and related
records. h. Locator cards, directories, indexes, S oonthy after

{2) Records relating to installation,

chinge, reoval, end servicing
of equipoent.

DOE_RECORDS SCHEDYLE 12

1 year after audit
or uhen 3 yeirs 0ld,
whichever 13 sconer.

and other records relating to mail
delivery to individuals.

DOt RECORNS SCHEDULE 12

separation or transfer
of individual or wiven
obsolete, whtchever

i3 applicadle.

1TEn ITEN
NO.  DESCRIPTION CF RECORDS RETENTICN PERIOD NO.  DESCRIPTION OF RECORDS RETENTION PERIOD
e, Coptes of agreccants with background 2 yuars after expiration 7. PENALTY MAIL REPORT FILES., Official penalty & years.
data and other reccrds relating to er cancellation of cail reports and all roleted papers.
agrecoeats for telecazumications agreecent .
services. 8. POSTAL IRREGULARITIES FILLS. Meooranda, 3 yoars after completion
Correspondence, reports and, other records of investigation,
3. JELECOMUNICATIONS OPERATIONAL FILES. relating to trregularities in the handling
of asil, such as loss or shortage of postage
a. Mossage registers, logs, performance & conths. steaps or money orders, or loss or
reports, daily load reports, and destruction of mail,
related and sicilar records.
9. COMSEC RECORDS, consisting of forms,

b. Copies of incoaing and original
cepies of outgoing messages.

c. Machine copies {hard copies}, discs,
and tapes of outgoing messages.

4.  JELEPHONE SUMMARIES. Summaries of long
1tarce telephone reports used to indicate

avthorized use of telephone sarvice, &%
well ag to sudit eapense vouchers.

POSTAL REC RDS, Post Office formt and
TGpPOriing papers.

3 days after
transaisgicn.

Dettroy after
traninission.

Unt1l the close of
the fiscal year ia
which audited,

rcgoru. Correspondence recording or
relating to the accountadility, trantfer,
feventory, receipt, and destruction of
COMSEC materials.

a. Records of agency COMSEC custedian.
b. Records of other CONSEC custodians.

(1) COMSEC card files.

S yoars.

1 year provided
reconciliation of COMSEC
caterial has been
cozpleted.

4. Records relating Lo incoaing or 1 year. (2) Key Card and Key List Usage 1 month provided
out;01ng regis.ered oatl pouches, Reports. destruction report has
registered, certified, insured, and bean prepared and sont to
spacial delivery matl, including agancy COMSEC Custodian.
receipts and return receipts.

(3) Other COMSEC accounting recards. 1 year provided

b. Application for postal registration 1 year. reconciliation of COMSEC
and certificates of declared value aatertal hay been
of natter sudject to postal surcharge. co=pleted.

¢. feport of loss, rifling, delsy, wrong 1 year.

delivery, or other ioproper trestment
of mail matter.
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5.

s,

0Cf RECORDS SCHEDULE 13

PRINTING, BINDING, DUPL] {1} DISTRIBUTION RECOROS

This schedule provides for the retention ¢r d13pasal of reccrds relating to
printing, dbinding, duplicating, and distriduticn. The principal records
document (69 thate functicns are: (a) records pertaining to requests for
service, control, production, and distridbuticn of Individusl jebs or projects
{this matertial normally consists of requisitions requesting service and regi-
sters or sioilar medlia utilized to control the receipt of the requisitions, and
10 record the production, distriduticn, and cost analysis within the operating
units); and (b) report files reflecting the activities of the unit respomsidle
for handling, printing, binding, duplicaticn, and distribution catters,

This schedule doss not cover reccrds retained Dy DOC for ongite audit by the
Genaral Acccunting Office, and DOE ormoranduc copies which are part of account-
dlo officers' accounts (schedule 6).

17Em
N0, DESCRIPTION OF RECGADS RETENTION PERIOO

1. (RESERYVED)
2. (RESERYED)

3. PROJECT FILES (WORK ORDERS). Job or
praject records containing al) papers and
data pertaining to the planning and exetu-
tion of priating, dbindtng, duplicaticn, and

distributicn jobs.

a4, Files pertaining to the sceacplighaent 1 year after copletien
ef the job, containing requisitions, of job.
bills, seples, menuscript clearances,
and related papers anclusive of records
covered by schedule ) for (1) requisi-
ticns on the Public Printer ¢nd
related records; and (2) records
relating to services obtained froo
cutside sources.

b. Files pertaining to planning and 3 years.
other technical catlers.

BOE_RECOANS SCHEDULE 1)

QESCRIPTICN OF RICORDS RETENTION PERIOO
CONTROL FILES. Control registers pertaining 1 yesr after close of

to requisitions and work orders. fiscal yoar in which
coapiled or 1 year after
filing of register,

shichever 1s applicadle.

MAILING LISTS.

4. Correspondence, request foras, and Unttl revision of
other records relating to changes @ailing 115t or after )
in catling Vists. conths, shichever g
earlter,
b, Card lists, until individual cards

are cancelled or revised.

€. Plate or stenci] mailing lists.

JCP REPORTS FILES. Reports to Congress
and related reccras.

4. DOL reports to Joint Comitlee cn 3 yuars.
Printing regardiog operation of Class A
and 8 Plants and inventories of
printing, binding, and relsted
equipaent In Class A and 8 Plants or
in storage.

until plates or stencils
are cancelled or revised.

D. Coples in sudordinate reperting units I year after date of
and related workpapers. report.

Attachment IV-1
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DUE RECORDS SCHEOULE 14 ] DOE RECORDS_SCWEDULE 14
I ITEM
INTORMATIONA: SERVICE RECORDS ] KO, DESCRIPTION OF RECORDS RETENTION PERIOD
This schedule covers records pertaining to DOE informational services and l
relations with the public; including records created 1n ¢dainistering Freedan of ] (4) Request not appedled. ;I:"‘: after date
Inforoatien Act {FOL}{itens 16 :hrcu;h 19), and Privacy Act (iteas 2? !hrm;gh 1 eply.
29). (Except as otherwise specified tn Individual iteos, this sehedule applies
to coptes of these records wherever located 1n DOE. Item 1 applies only to [ (b) Request appedled. unt i1 :clnhonl-;xed
files nafntatned in the offices responsible for the operation of the inforns- | under itea 17.
tiomal activittes of OOE. ] {3) Denying access to a1l or part of
These records consist of inguiries, replics, and related correspondence; FOIA the records requested,
and Privacy Act reports and appeal case files; and adninistrative background
eaterial for formul informatfional relcases. {4) Request not appealed. :’y::;:ya'ter date
1TEm
. DESCRIPTICN OF RECORDS RETENTLON PERIOD (b) Request appealed., 3:;;: ::zo;';m
b l!:;gir::{g:a"’[isf;.:::l:u;ﬂ:::n;:ﬁ" Permanent. b, Officia) file copy of requested Dispose of in accordance
Such as press releases, press conference reccrds. :::h ::a:-"o;edtnz ra for
transcripts, offictal gpeeches, and indexes the";'elat:d :‘:";‘ o0
,
thereto. witt the related FOIA
2.  (RESERYED) Ir::::u. whichever IS
3. IXFORMATION REQUESTS FILES. Requests for 3 conths after
h?o;neﬂon and coples of replies thereto,  transnittal or reply, 7. :3::0”?"‘:150’ll[sr-“‘::L::':":;:zl:"umﬂ
involving no adzinistrative actions, no
mnilae the FOIA for release of 1nforcattion cented
ﬁ;:-:yoge:::::;r.::dm ‘::::'r:ﬁ:n:‘ by DOL, consisting of the appellant’s
transaittals of pﬁbllcamns. photographs, ::::;a : :::'y_l?"‘qtz::f::{‘m:a::,n:;n
yf 1 . g
and other informational literature, include the official file copy of records
4, ACKKOMLEDGMINT FILES, Acknowledgent and 3 conths after under appeal or copy thereof.

[l‘dMﬂl!lalS of il‘:ull‘l(l and requests that

acknowledgaent and

4. Correspondence and supporting docu= 4 years after final
have been referred lsestore for reoly. referral. ments (ERCLUDING the official file cetermination by 00C, or
S. PRESS SERVICE FILES. Press service 3 months, copy of the records ynder appeal 1f 3 years after final -

teletype news and sintlar catertals.

Filed herein.

sdjudication by courts,

whichever is later,
6.  INFORMATION PROJECT FILES. [nformational
services project case Tiles naintained in
foraally designated informational offices,

r after close of
:‘{:‘crgl‘;ur after b, Official file ccpy of records under

Oispose of 1n &ccordance
completion of project. appeal

with approved DOE
dispositicn standard for

DOE_RECOMDS SCHEDULL 14

DOE RECORDS SCREOULE 14

ITem 1TEm
KO,  OESCRIPTION OF RECORDS RUTENTION PERIOD 0.

OQESCRIPTION OF RECORDS RETENTICN PERIOD

cansisting of copies of drafts, requiss-
tions, distribution 115ts, and wort- with the related FOIA
papers generated in the preparation and requests, whichever s
issuance of formal informational releases. later.

the related record, or

7. COMMEXDATION OR COMPLAINT CORRESPONDENCE
LS. Knonyaous Tetters, Tetters o
cocmendatton, complaint, criticisa ang
suggestion, and replies thereto, excluding
those on the basis of which investigations

were nude or adninistrative acticn taken
and those fincorporated tnto individual .
sersonnel records,

3 nonths. 18,  FOIA CONTROL FILES. Files cuintained for
control purposes in responding to requests,
including registersy and similar records
11sting date, noture and purpose of
request, and nane and address of reguestor,

Registers or listing. $ yoary after date of

tast entry.
8,  INDEIES AND CHECK LISTS. Bibliographies, unttl superseded or b. Other files. 5 years after final
cReckTists, and indexes of agency publi- obsolete. action by the agency or

cations and releases, except those used
as indexes to formal inforoatignal
releases (see iten ).

9. through 15. (RESERVED) 19.

16,  FREEDOM OF INFORMATION ACT (FOIA} REGUESTS
FILES,” Tiles created in retponse to
reguests for information under the Freedon
of Informaticn Act conyisting of the orig-
fnal request, 4 copy of the reply thereto, L
and 211 related supporting files which may
include official file copy of requested
record or copy thereof.

ofter Fimal cdyudication
by courts, whichever i3
later.

FOIA RELPORTS FILES, Recurring reports

and one-tize inforeaticn requirosents
relating to DOC's izplezentation of the
Freedon of Informaticn Act, tncluding

annual reports to the Congress, .
Annual reports at departrent level, Percanent. Offer to
Mational Archives with
related DOE records
approved for permanent
retenticn, or when 15

a. Correspordence and support ing docurents
(Excumm: the official file copy of
the records requested if filed herein).
{1) Granting access to 311 the
requested records,

{2) HAesponding to requests for
nonexistent records; to
requestors who provide nsdequate
descriptions; and to those who fatl
t6 pay reproduction fees.

2 years after date
of reply.

Other reports.

20. through 24, (RESERYED)

years old, whichever
13 socner.

2 yeirs or sconer if no
longer needod for
ddaiaistrative use.
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25.

DOE_RECORDS SCHEOULE 14

DESCRIPTION OF RECORDS

PRIVACY ACT REQUESTS FILES. Files created
TA Tesponso to requasts Troo individuals
-0 gain access to their records or to any
inforcaticn 1n the recerds pertsining to
thes, as provided for under S U.S.C. 9522
(4)(1). Filos contain original request,
copy of reply thereto, and a1l related
supporting documents, whicth may include
the offictal file copy of records reguested
or copy thersof.

4. Correspondence and supporting docuzents
{EXCLUDIKG the officia) file copy of
the records requested If filed horein).
(1) Granting access to &1l the
requested records.

{2) Rosponding to requests for
nonexistent rocords; to
requestors who provide {nsde-
Guato descriptions; and to those
who fail to pay reproduction
feos.

(a) Requests not appealed.

(b) Requests appealed.

b. Official file copy of requested
records.

RETENTLON PERIOD

2 yuars after date
of reply,

2 years after date
of reply.

As suthorized under
1 26

Dispose of in sccordance
with approved DOE dispo-
sition standard for the
related recerds, or with
the rolated Privacy Act
requast, whichever is

later.

26.  FRINACY %l AMEXOWINT CASE FILES, Flles
relating to an g 3 request to

OOf_RECORDS SCREDULE 14

CESCRIPTION OF RELCORDS

und 4 record partaining to thet
individual as provided for under

S U.S.3, 552a(d)(2); to the Individual's
requost for & roview of DOE's refusal of
the individual’s roquest to 2oend &
record as provided for under $528(d)(3);
and to m{ civi) actign brought by the
individual sgainst DOE for refusing, a3
provided under 5 U.S.C. 552al9).

4. Reguests to %M Agreed to by DOE.
ne s individual’s roquasts to axend
or review refusd) to soend, Coples
of DOE's replies thereto, and
related natertals,

b. Requests to ﬁnﬂ Refused by DOE.
e Tudes vidual's requests to
tmend gnd to review refusal to send,
ccplos of DOE's replies thereto,
statecent of disagreesent, DOE Justi-
fication for refusal to sz=ond &
record, end related materials.

c. Aﬁgnled Reguests to Acend, Includes
0 o3 crast n responding to
appodls undar the Privacy Act for
refusal Ly SOL to a=end & record.

PR Y ACT ACCOUNIIKG OF OI (4
. et cainta under provi-
slons of S U.5.C. 5%2alc) for an eccurate

sccounting of the date, nature, and

RETENTION PERIOD

Dispose of in accordance
with the approved dispo-
sition standard for the
individual s record, or
4 years after DOE£'s
agreecent to soend,
shichever i3 later.

Dispese uf In accordance
with the approved dispo-
sition standard for the
1ndividual ‘e record; 4
yosrs after final dater-
ainatfon by DOE; or 3
yuary after final 2dju-
dication by courts,
whichever s later.

Dispose of in sccordance
with the approved dispo-
sition stendard for
1ndividusl’s record, or
3 years after final
aod judication by courts,
whichever 13 later,

Disposa of in accordance
with the approved dispo-
sition standard for the
individual’s records, or

11En

28,

DOE 1324.2

5-28-80

DOE_RECORDS SCHEOULE 14

DESCRIPTION OF RECORDS

purpose of each disclosure of & record
1o any person or to snother agency,
ircluding forns for showing the sudject
individual’s nane, requestor’s nz=e and
sddress, purpose and date of disclosure,
and groof of subject tndividual®s consent
when applicable.

CRIVACY ACT CONTROL F‘L!S. Files
aainta or cantrol purposes in
responding to requests, including
registers and siatlar records listing
date, nature of request, 4nd nase and
&ddress of requestor,

3. Registers or listings.

b, Other flles.

PRIVACY ACT REPORTS FILES, Recurring
roports and one-tice information require-
aent relating to DOE's implementation,
including annual reports te the Congress
of the United States, the Office of
Mansgecent and Budget, and the Report on
New Systeas,

a. Annual DOE report.

b. Other reports.

RETENTION PERIOD

S years after the
disclosure for which the
accountadility was cade,
whichever i3 {cur.

S years after date of
last entry.

S yoars after f(inal
actign by tha DUE or
final &djudication by
courts, whichever is
later.

Percunent., (f fer to
Mational Archives with
related DOf records
approved for perngnent
retention, or when 15
yeors old, whichever is
sooner.

2 years.
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DOE_RECORDS SCHEDULE 15
FACILITY RECOADS

This schedule 2pplies to those records sccumulated by offices in the asnagenont,

oaintenance, and general upkeep of facilities such as buildings, structures,
plants, ladoratories, utilities, and housas; exclusive of design and construc-
tion drawings and related records covored by ERS 22, This schedule includes
records docuenting naintenance snd repair of fixture-type equipcent such as
botlers, hesting and ventilating systeas, and equipsent requiring the use of
design and comstructicn drawings to adke repairs. (For other equipoent see

€S 23.)

ITn
K0. DbE PTION OF RECORDS

RETENTION PERIOD

1. FACILITY INVEMTORY RECORDS. Files
accumul ot n connection with the cxecu-

tion of leasos for the crution of
connercial or other facilities, or
Government property under lease.

a. [Inventory Lists.

t. lovestory Cards.

(1) 10dividue) tenamt cards.

(2) Individual property cards.

¢. Lease Files, Copies of leases,

renewals, terminatien natices, and

related pagers.

DOE_RECORDS SCHEDULE 15

1TEm
N0, DESCRIPTION OF RECORQS

2. FACILITY MAINTEMANCE RECORDS tnclude
nspect 100, fervicing, and repair

records.

a. Sumary card or ledger records
reflecting caintenance and repair.

b. Intpection, service, cuintensnce,
and repair records.

{1) Records reflecting unresolved
aonitored prodlems,

(2) HRecords raflecting satisfactory
fnspecticn, service, caintenance,
and repatr including requisitions,
requasts for service, repair esti-
cutes, repair orders, work orders
thowing scheduled er cacpleted
caintenance or service, billiogs,
and inspecticn reports,

(8} Botlers, electric motors, and
unfired cressure vessels.

{d) Others.

3. MARAGEMENT RECOROS,

s %}ﬂ.&m{ﬂ.}m_w?-
nc ng operation and cost ledgers
a6d worksheets providing cost and
expense data for aéainistration, or
operation. Includes equipnent hours
of operation, scheduled and actual

3 years after close of
fiscal year in which
imentory 13 superseded.

6 years after tenant
vacates property.

6 fiscal years after
close of fiscal yeor in
which property is closed
to tenancy or laaves OCE
control.

6 fiscal years following
close of fiscal yasr in
which (a) lease termina-
tion, lapse, or cancella-
tion occurs, or (b)
11tigatian 13 concluded,
whichever i3 later.

RETENTION PERICD

3 f1scal years following
closa of fiscel year in
which unit 13 closed to
tenancy or leaves DUE
control.

5 years after resolution
of prodlen,

S years,

3 fiscal years after
close of fiscal year in
which work {3 done.

3 years after date of
last entry,

1TEN
X0, DESCRIPTION OF RECORDS

Attachment IV-1
Page 171 (thru 180)

DOE RECORDS SCHEDULE 15

RETENTICN PERIGD

hours of cperation, hours idle, and
repair hours, Includes power and
utility plamt records {0.9., powsr,
water, heating, refrigeration, and
air conditioning).

Powsr andg Utility Plast ationsl J contns,

ree Records, including sts,
Togs, Tnipection sheets, and other

.
forms and reccrds used to record the
procedural steps followed by the
operators; and instruzent recorder
charts, tapes, and graphs reflecting
$ourco data recorded in connection
with the cparation of varicus power
end utility equipzent.
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DOL_RECORDS SCKIPULE 16
ADMINISTRATIVE WMANAGEMINT RECORDS

This schedule provides for the retention or disposal of certain records relating
to acminstrative managecent sctivitfes. The sctivities Include the direction
and control of operaticns and programs. The schedule eacludes records of
pertonnel , budget, accounting, and printing functiaons covered by other DOL
Ascords Schedules, but includes records of specialized procedural and managecent
staffs. Included within the scope of the schedule are files of organiraticnal
planning, records management sctivities, and adafnistration of prograas. DOL
Records Schedule 1 (ftems 12 and 13) providas for the dispositica of incentive
awsrd caso files and sioilar types of panagenant inprovereat programs. Any
records created prior to 1-1-39 cust be offered to Lhe National Archives before
applying these dispositicn instructions,

files pertaining to a managenent pregran in a well defined ares, such as

11E

»

Attachment IV-1
Page 181

DOE RECORDS SCHEDULE 16

%0,  DESCRIPTION OF RECORDS

(2) Fleld Offices.

(a) Master printed cepy of esch
lecal directive 1ssued, cuin-
tatned by organizational
entity responsible for
directives canagecent,

{6} A1) other coples.

RETENTION PERIOD

15 years after closecut
of office,

Honrecord--destroy when
no lornger needed for
reference.

reports nenagement, consist pricarily of detailed case files on each fora or (¢) Backup materia) supporting 15 years.
report and for a Vimited period of time are of 2dainistrative icportance. Files | the {ssuance of the directive.
of progrens covering brosder and core diverse fields, such as organizational
plaaning studies, normally consist largely of project files, which are ested- I c. Adxinistrative anncunceent files 1 year.
Tished for each separate prodlen assigned for investigation, the resulting case l containing record copies of anncunce-
file is uvsually of contiruing value ta documenting the history of how the oents concerning routine or temporary
Departoent conducted 1ts business, [n addition, there are epheeral sdainistra- adainistrative natters, distributed for
tive naterials. These may intlude working papers that do nct have a direct tafornaticnal pyrposes to organizaticnsl
bearing on the transacticn, prelioinary or intercediate drafts of documents, ond cazponents or to eaployees, eacluslve of
prelininary worksheets that do not represent significant basic steps in the announcesents covering policy, authori-
preparation of final drafts, letters or neowranda of transaittal and acknowledg- 2ations, planaing, or prececural catters,
cent, routing slips, and extra copies of documents.
2, PUBLICATIONS. Pamphlets, reports, leaf-
1TEN ets, ¢ Ranuals, or other pudlished or
ND.  DESCRIPTION OF RECORDS RETENTION PERIOD processed docuzents, or the last manu-
— script report 1f not pudlished, relating
1. DIRECTIVE CASE FILES. to management projects.
8. Management directives case files a. Record copy with the supporting papers
docyment Ing the policies and proce- which document the inception, scope
dures of the DOE, eacept those and purpose of the project.
described 1n b., below. These files
include OOC arders, notices, and {1) Documeating substantive prograns Percanent. Offer to

announcecents.

{1) Headquarters.

and accomplisheents.

National Archives when
10 years old.

{(2) Others, 4 years.
{a) Master printed copy of each Permanent.
directive caintained by the b, Working papers and bickground caterials. See iteo 10.
Office of Organization and
Msnggement Systeas, Directorate
of Adainistration,
DOE RECORDS SCHEQULE 16 DOE_RECORDS SCHEDULE 16
1 17EM
NO.  CESCRIPTION OF RECOADS RETENTION PERICO X0, ~DESCRIPTION OF RECORDS RETENTION PERICO
.. 3. RECOROS DISPOSITICN FILES, Descriptive
(6) A11 other coples. ::"m: n:;:"{o:"" Towentories, disposal authorizatians,
reference. schedules, and reports.
4. Basic Docunentaticn of records dispo- untid related recards
el I'i:::c:‘:a::r:ﬂ ;!m:::’ 10 years. 3Tticn progra=, Tncluding Standard forn  are Gestroyed, or when
¢ 1s, R:quu; for Recerds Disposition no longer needed for
Authority; Standard Formm 135, Records aéoinistrative or
{2} Fiele Offices. Transafttal and Receipt and related reference purposes.
documentation; or other records retire-
(0 st prites oy of x|l seas e e o ramter hcseri. st
tained by o Muuon‘l ‘ descriptive Vists, box and location
entity '”’:?‘:"ﬂ. for lnuv?ot:on. aigposal authority, access
restrictions, and security classifica-
directives oanagenent, tion of records.
(8) AN other printed coples. :";:ﬁ:;g';::;:?{o:h" b. Records Jnventory and Disposition Unti) superseded or
reference Schedules, UOE Fum m.uag. or equiva- cbsolete,
* Tert, containing a Visting of filing
units and general files of an organi-
e 3:’72;::2'3} :2’372231" 10 years. zation; cftation as to apprepriate
: dispo authority; retention period;
instructions for file cutoff, retire-
b egeent directines coe eSS e tranafer or afspotst: ana conur-
DOE relating to procurecent and progperty rences of responsidle organizaticnal
nanagecent. These :ﬂunl)glude 00€ suthority.
procurezant regulaticns -PR'3); ang
c. Reccrds Disposal action notices used 1 year.
%&ggﬁ:’ aanagecent regulations To notify ro%‘ring offices, records
‘ 0;"::1‘!. and other ;nurﬂud parties
of t destructicn of records whose
(1) Hesdguarters. retention perfod has eapired, Including
{al Master printed copy of each Permanent, appropriate congurrences for their
¢irective maintained by the destruction.
Directorate of Procyrecent
d. Extra Copies and routine correspondence Until no longer
and Contracts Mansgesent, 7—2-1“ Sestanda. neeaed for raference.
{b) A1 other copies. ::n::::::';::;:;o{,:“n e. MNorking Papers and background caterial.  See ftea 10 of this
reference. schedule,
{c) Backup material supporting 15 years,

1ssuance of the directive.
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1T
XD,

1T
LIS

CESCRIPTION OF RECOROS

€.

RECORDS HOLDINGS FILES.

BOE RECORDS SCHEDULE 16

DESCRIPTION OF RLCORDS
FORMS FILES (Stardardization anrd Centroll.

4. Fora files containing data showing th
facepticn and scepe of the form, the
progra= or againfstrative purpose
served by the forn, and the related
procedures instituted, revised,
superseded, or cancelled,

b. ¥orking pipers, background caterials,
requi 3itions, specifications,
grocessing data, and contro! records,

CORRESPONDENCE FILES. Cenmeral swbject
corregpondence e%, congisting of letters,
ne=oranda, oessages, studles, reports,
forss, and other data docurenting or
implecenting plans, policles, procedures,
accompl ishaents, opinfons, and decisions
pertaining to DIE prograd and staff sctiv-
1ties, or pertaining to internal adainis-
tration or operations,

a. Files documenting the developent of
plang and policles pertaining to the
eission, progrea, or functions for
wnich the concerned division, office,
field office, ladoratory, or contractor
has pricary responsibility; opiniong
ana 4ecisions of an fcportant policy or
privedent nature; and $u==ary reports
and data reflecting 1ts overall
sccompl{shmenly.  (These files wild
generally de found In the of fices
of principa) staff of Hesdquarters
offices and divisions, field organiza-
tions, laboratories, an¢ contractors.)

b. F‘les of an ocperational nature docy-
centing fopiecentation of the clearly
established alsston, programs, policies,
and procedures for which the glvision,

DOE_RECORDS SCHEOULE 16

office, fietd office, Vadberatory, or
contractor has pricary responsidility,
provided that the docuzentation in a.
is preserved.

Files documenting trangactions of a
routine character, generally recyrring
type, which relate to local perforoance
of particular transactions of a oigsicn,
frogras, or sctivity, and which essen-
tially are summarized or duplicated in
records described iIn b. above, main-
tatined at a higrer organfzaticnal level.

File; pertaining to faternal acninis-
tration and cperations, and Inforva-
tional ceples of correspondence, forms,
publications, reports, and other
fssuances relating to teaporary needs
erd routine normigsion or ronprogran-
oing respongibilities.

Acknowledgments and transaittals of
inquiries and requests that have been
referred elgewhere for reply; routing
requests for infornation and replies
thereto; anonymous latters, letters of
cormpendation, complaing, criticise,
and suggestions and reglies thereto,
exclysfve of those leading to investi-
gative or adainistralive action and
those incorporated in individual
persannel files,

Statistical

reports of agency records holdings required
by the General Services Acainistration,
including feeder reparts froo all of fices
and data on the volume of records dispased
of by destruction or transfer.

PROJECT CONTROL FILES, Mecoranda, reports,
3 r records gucumenting assigneents,
progresy, a4 cendi- tion of projects.

RETENTION PERIOD

10 years after form i3
discontinued, supere
seded, or cancelled,

Until related form 13
discontinued, super-
seded, or cancelled,

Permanent,

1S years.

RETENTION PERIOD

6 years,

2 years.

3 conths,

) years,

1 yeor after the
year in which the
project {5 closed,

1TEm
N0,

L]

KO.

DESCRIPTION QF RECORDS

Ce

d.

C.

f.

DOE 1324.2
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DOf RECORDS SCHEDULE 16

DESCRIPTION OF RECORDS
RCPORY FILES,

4. Reparts Control case files caintained
or eac Feport created, cancelled,
or superseded,

b. Activity or Status reports, consisting
1314 Elix%l. statistical, or graghic
natter, prepared gerfodically and
reflecting activities in, or status of,
the assigned functions of units,
sections, branches, divisions, fleld
offices, or their eguivalents,

(1) units, secticns, and branches of
field of fices and of Headquarters
divisfons and of fices.

(a) Vueetly and monthly reports.

(h) Quarterly, seafansual, and
annrual reports.

12) Field offices, fleld office
divisicns, ard Mesdguarters
divisions and offices.

{a) VMeekly and conthly reports.

{b) Quarterly, sexianrusl, and
annual reports,

{3) Sy=mary reports reflecting the
overall accomplishzents of spectfic
prograns, aissicns, or prajects
deteroined by & principal staff
cecber to Rave historical or
srchival interest and concurred in
by NARS; ard copies of reports to
the President or to the Cengress,

DOE RECORDS SCHEDULE 16

Reports, Other 1 Activity or Status
eports, usually concerning a single
unction or subject, prepared pericdi-

cally, occesfonally, or on & cre-time

basiy and directed to higher or egusl
tevels of organizaticn for sumarization
or total inclusfon in fina) reports.

(1) Feeder or prelininary reports.
(a) weet)ly and manthly reports,

{d) Ouarterly, seafanrual,
anrual, occasiona), ang
ore-tine reports.

(2) Fina) reports or suwery reports
periodically produced which are
the equivalent of a final report.

Irip Reports, reflecting activities
engaged ?n‘on official travel of
e=ployees for the purpose of orienta-
tion, readering assistance or cating
studies, exclusive of reports regarding
canagecent apprafsals,

Mana nt Appraissl Reports, docy-
mnfing The “ﬂlnﬂ. concTusions, and
recorzendations resulting fron reviews
of factlltating progrsas or functions
of DOE components and contractors,
prepared fron data gathered curing
vigits to Ingtallaticns, or fran exeai-
nalion of reports and documents, or
both; exclugive of audit reports and
reports evalyating or appraising the
substantive or progrematic functions
of OO and fts contractors.

Coples of Mana nt_lcproveoent Reperts
ms related aruinn a% Teeder reports.

RLIENTION PERTOD

2 years after the
report s discontinued.

) years.

6 years.

6 years.

10 years.

Permarnent,

RETENTION PERIOD

1 year.

3 years.

See ERS 16, item S,

3 years.

6 years.
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17EM
KO.  DESCRIPTION OF RECORDS

1TEM

($}] N:uﬂnt'ﬁ?'lubluﬂlln progrens

snd sccoplisheents.

(2} Others.
{RESLAYED}
EORXING PAPERS. Praf

tuch oy 8
and interin reports.

AECORDS MAMAGEMENT FILES, Raports, corre-
28ticny, techolques, and
an;mnt

of
Includes the
correspondence,
utooatic data
1069, vital records, and related

tpordence, au
rolated records concerning the
and fmpr of the
reccrds in the Oepartoent.
sanagement of files, fo
call, reports, afcrofiin,
proce!
records not covered elsexhere in this
whedule.

COXFERERCE AKD COMMITIEE RECORDS.

t bechground records
es, analyses, notes, drafts,

RETENTION PERIOD

Percanent, Offer to
Katicna) Archives when
10 yesrs old,

6 years.

Unti) 6 oonths after
fina) action on project
report, or ) years after
caapletion of report §f
eo finsl sction i3
taken,

6 yaars.

3, Caoference, Meeting, and Conventicn
ﬂwm."l"&'lﬂ‘m coples of plins,

snnouncesents, {mvitetions, agends,

papers presented, sucaries, and
reloted reports.

(1) Internaticnal and cationsl

ccaferences 1a which 00C 15 &

participant:

[a} Official files maintained by

Percanent.

the office, division, fleld
amnlutlcn. or contractor

for coor

m  DOE effort.

BOE RECORDS SCHEDULE 16

K). DESCRIPTION OF RECORDS

(b} A1l other copies.

{2) O00E-wide staff or fleld office
ceetings of cissicn {(prograa)
groups.

(a) Official files of sponsoring
office, divisicn, field
office, or contractor,

(b) AY1 other coples.

{3) DOE-wide staff or field office
ceetings of support groups.

(e} Officia) files of sponsoring
offico, diviston, flald
offico, or contractor.

(b) ANl other coples.

{4) Conferences, oeetings, conventians,
1ycpos lums, and seaingrs ot
tpansored by DOL or 1ts coemtrectors.

(a) Reports containing duarios
of views pretentod and action
taken by the assesdly and of
bengfits carived froo DOT
participation,

RETENTION PERI00

3 yoars, or when no
longer needed for
referecce, whichaver
s earlfer.

Perounent.

2 years, or when no
longer needed for
reference, whichever
s earlfer.

10 years.

2 yetrs, or when no
Tonger needed for
referencs, whichever
13 earlier.

3 years.

17Em

1Tew
NO.

13,

BESCRIPTION OF RECORDS

AWARDS.
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OESCRIPTION OF RECCRDS
(b) ANl other caterfal.

b, Coonitiee, Board, Panel Files
censTsting of cEarter, Teellng notices,
sgendas, afrutes, reports, recacoends-
31 nd correspondence directly
related to tho nission of the group.

(1) Officia) files of Advisory
Coaittees sudject to the Fecerasl
Avisory Comalttee Act and OMB
Circular A-8),

{2) Official files of "Caittees,”
“Panels,” “Task Forces,” °Study
Teass,” and “¥ork chup
estabiished fnternally to provide
infornation, advice, or recommen-
dations to DOE or contractor
aynagecant {exclusive of organi-
zaticnal surveys and studies).

{3) Files zaintained by ndividual
oeebers of comaittee, panel,
or task force.

ORGANIZATIONAL RECORDS.

4, Officlal organization charts, narrative
Ristories, dnd related records which
docunent the organizetion gad functions
of 0L,

(1) Record ccpy.
(Z) ANV other copfas.

DOE RECORDS SCHEDULE 16

Surveys and studies of organizationa)
units and operating procedures,
facludirg formal reports resulting

+ herefroa, except for records other-
wise covered in this or other
chedutes.

Case files caintained to document

The Inrico ferat and Crrest 0. Liwrence
mnards,

a,

Case files of sward recipients
contalning tnating um, (N
recazendations, Secretary’s Mlslon.
and docuentaticn of cerecony date.

Case files of award naainees.

RETENTION PERICO

2 years, or xhen ro
longer reeded for
reference, whichever
s esrlier.

Percanent.

15 years after
termination of
assigrent.

Until superseded,
obsolete, or upon
temination of
ceabership,

Peranent.

Until superseded or
obsolete.

RETENTION PERICO

Percunent,

Perzanent,
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CARTOGRAPHIC, REMOTE SEMS) RY, AXD RELATED RECORD: 1T
CARTOGRAPRIC, ROWDIE SENSING 1MAGERY, ARD RELATED RECOROS MO,  DESCRIPTION OF RECO#DS RETENTION PERIOD

This schedule covers cartographic, raote sensing fuagery, and rolated records.
Records created prior to 1-1-50 aust be offered to the National Archives before
applying the disposition standards in this schedule,

6. COPUTER-RELATED MAPS,

b. Hard copy maps acquired as sources of

Suboit DOE Form AD-331,
d4ats for a caoputer systen,

Records Reteation pad

Cartographic records include oaps, charts (hydrographic, nsutical, weather,
g » {hysrograph Oispotal Authorization,

and 2eronautical), photonaps, atlases, Cartograms, globes and rolul nocels.
Rolated recerds gre those records that form an integrsl pan of the mapaking
process, such s field survey notes, gaodatic controls, cap history case files, ¢. Cozputer-plattad caps (hard copy
Source Caterials, inderes, and f1nding a1ds. Records of the mapaking process’ in printouts or sicrofila cutput).
sutonated storage and retrigval systens are covered by Records Schedule 20.

Subait DOE Form AD-331,
Records Retention and
Disposal Authorization,

Recote sensing 10agery covers aerial photogrsphs and visual toages of the surface
of the earth taken froo airborne vehiclos for evaluaticn, measuring, or mapping
the cultural and physical festures of the landtcape; and relsted indexes.

7. GLOSES, TEGRAIN MODELS, AXD RAISED RELIEF
PIPS, Three-dinensfonaT terrain codels

and raited reliof maps.

Additional descriptive informaticn applicable to the disposition instructicons for a. One representative sz=ple of each type.
salected 1tem are included in explanstory notes at the end of this schedule.

Percanent., Offer to

Mational Archives within
1 yeer of production, or
This schedule 13 brocd and complecents other schedules. when no longer needed.
1M b. Reasining ftens,
KD,  DESCRIPT|ON OF RECORDS REVEMTION PERIOD

Until no longer needed
for Contrector ute.

1. Eaﬁ%ﬂﬂa STICKUP, AND ANNOTATED MWAPS. Submit DOf Form AD-3)Y, A, FIKDING AIDS. Graphic or written inceses Follow disposition
ps for adainistrative use, resasrch, or Records Retention and and other Tinding aids relating to cups. standard for related
exhidity or wall displays; nap encliosures Disposal Astharization, cops,

to reports or correspondence; original
tapographic planetsdble sheets, terrain
shetches, and nuticel depth-sounding
sheets; final Bsnuscript *sacoth sheets”
and “fair sheets® showing the resylts of
surveys; aaps or aerial photographic prints
anmatated with field survey inforcation,
initial nand-drawn photogracmmetric stero-
plottings froo aeriy) photographs; and
procfsheets or ovorlays that beor
annotations resuiting froo fleld cheching
or yarification of survey data or that are
snngtated to show source of information
used on the @ap.

2. CARTOGRAPHIC RECORDS PREPARED DURING

ribes plastic sheots, colar secaration

9,  SURYEY FIELD NOTES, GEODEVIC CONTROLS, AMD
CORFUTRTIORS - (Hard copy or Wicroltial,
41 'Ii nolas froo surveys, cbservations, within 10 years after

and explorations, cmhu of a running completion of resyltant

sccount of the uruln, ge fcal notes, 89,
water depths, a datly Yog orojourul
(often a notebook, tefangulation disgrans,
annotated gerial phnunuphs. and survey
camputations],

10, through 15.  (RESERVIOD)

16,  YERTICAL AND MLI%I M:llAL FlLm,
cal and

3|! i1 1a b1 3 cnd white, color,
or *false color,® 1aclyding photo 1ndeses

Permanent, Offer to
Mationsl Archives

Destroy 1 yesr after
publication of resyltant
aap or 1 yesr after no

CCE GECORDS SCHEOULE 17 DOE RECORDS SCHEDULE 17

17EM 1TE8

NO.  DESCRIPTION 0Ff RECORDS RETEWTION PER10O NO.  DESCRIPTION OF RECORDS RETENTION PER10D
sheets, composites prepared a3 & step in 1 r needed for 1led or uncontrolled mostaics
the cuking of color separation sheets, reviston, {somea enes »

flight line Indexes, or cocrdinate ¢rid

photograghic negatives, glass plate systeas uied a3 finding aids.

negatives, enlargeceats or reductions,
color pulls, proof ceples sudbject to
final reviston, “correction file”™ caps
annotated to show corrections to be
|n:cm;'am into the next edaition of
the pudlished mup, 859 stetler 1leoy . Copy fegetives, fnter tives,
whose information content 13 dupliceted ° utp:{ﬂr‘:d m:g:u'n. ;'nrgleu plate
by the final pudlished aap. aegatives,

Subait DOE Form AD-331,
Records Retention and
Disposal Authorization,

a. Origina) or master negative,

3. PUBLISHED MAPS, One copy of each Perognent, (1) Anmotated. Subnit DOE Fora AD-3)1,
-produced pudlished cap, stlas, Records Retention and
portfolio, and photoasp, including esch Disposal Authorizetion,
edition and varisnt, and 411 related
indexes [in cap or other form). {2) Unannotated. until o longer needed

for cantractor ute.

L W HISIORV CASE FILES AKD SOURCE MATERIAL.,  Suboit 00f Forn AD-131,
P C story cate ey JocuSenting Records Retenticn and c. Prints,
plcnnlng. surveying, field work, anrd Disposal Authorization,
sroduction snd revisien of lmlﬂc L TIN {1) Annatated. Sub=it DOE Form AD-J)1,
and saurces of information, specifications, Records Retention and
location diagreas, and cartographer’s Dispossl Authorizatian,
notes.
{2) uUnannotated. Unttl no longer necded
$.  MAPS OW WICROFILM, for contrector use.
8. [f both original Rard copy maps and Subait DOE Foro AD-33], 17,
oicrofiln coples enist, Recards Retention and
Disposal Authsrirstien.
b. If only the oicrofilo coples exist, Follow disposttion
standard for related a. Original or master negative, Sudait DOE Fera AD-331,
kard copy records. Records Retention and
6.  COMPUTER-RELATED MAPS, Drsposal Ruthorization.

4. Ore copy of esch pud)ished, canuscript,
or conputer-produced aap that showy
the geners) grographic coverage of
caputer yystes, or the grogriphic
Tocation of input stations.

Pernanent. Offer to
Naticnal Archives within
10 years,

b. Prints.

(1} Anrotated.

Sudait DOE Fers AD-331,
Records Retention snd
Disposal Authoriration,
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N0, DESCRIPTION OF RECORDS RETENTION PERIOD
(2} VUnannotated. Unt 1l no longer needed
for contractor use.
18. FINDING AIBS. Photo cosaics flight line Follow disposition
Tndeses, coded grids, coordinate grids, standard for related
and other finding aids relating to rerote recote sensing {magery
sensing Inagery. rocords.

EXPLANATORY WOTES

ftees 1 through 9

The tern "nap® (s used as a generic term for cups, charts, cartogrsms, and
atlases. The word "pudlished™ 1s used to aran ogps or charts reproduced in
cultiple copies by printing, photograph, or sioiler processes. [f hand-
cerrected editians are filed with other published caps 1n 2 central or caster
file, do mot reoove the hand-corrected copies; instesd, maintain the file in
ur!olna\ order,

Itea 6b

Maps used for (nput into a caputer system ody have enduring value for esplaining
the unique Inforcation used 1n the systaa or to verify the criginal source of
toforation, 1f the maps are arranged In a rubered or alghabetized file, retain
the original and complete order. Finding aids should be retained in conjunction
with the oaps.

1ten §¢

An evaluation of these aaps cust take Into account the raproducidility, repetitive
nature, access, and legibility of the maps.

1tea 7
- Gledes are often unigue and valuedle itcas of cartographic expressicn and oay

have enduring value {except cultiple coples). One sa=ple of eich globe produced
or sccunulated by the contractor in an official capacity should be praserved

porzinently,
DOE RLCORDS SCHEDMLE 17
LAPLANATORY NOTES {Continued)
Itec 8

Graghic tndexes are oaps containing lines, sycdols, or colory designed to show the
geographic coverage, 1inits, or state of completion of @ach itea in 3 sorios or
cultiple set of azp records, Other finding alds may include written cap Iists,
box 1ists, card file indexes, or cagnetic tape or other machinc-resdable finding
alds,

It §

Survey notes 1n pschinc-readable form may be permanently valuadle. Guidolines for
the disposition of autonsted records are found in Records Schedule 20.

Tteo 16

Yertical serlal fila consists of filn inages that are esposed with the optical
axls of the canera approxicately perpendicular to the earth's surface and with the
fila iaago as nearly horizonta) as practicadle.

0lique serial filo consisty of fila inages that are cide with the csora axis
directed between the horizontal and the vertical. @ligue photography is
gonerally uted for reconnaissance purposes and @iy be repetitive. 1f repetitive,
representative szzples aay be selected by agreecent with Hational Archives.

Itea 17

These sansor systeas provide photographic inagery, socetices after ccaversion or
transfercal of infornation froo rew da The filn i3 comidered to be the
pricary record, The riw data, 1f aachine-rezdadle, is covared by Records Schedule
20, (Rorphotographic seasor records such as aicromave, radiomoter, thermal
infrared, thernal ultraviolet, and nontaagery radar are not covered by Lhis
schedule,)

DOE 1324.2
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DOE RECORDS SCHEDULE 18 DOE_RECORDS SCHEDULE 18
SECURTTY AXD PROTECTIVE SERVICES RECORDS 1TeM
KO. CESCRIPTION OF RECORDS RETENTION PERI0O
Security and protective services records Inclyde the various files created
: by DOE to control and protect classified inforration; to protect Governseat CLASSIFIED INFORMATION ACCOUNTING AMD CONTROL RECORDS

facilities from ynsuthorized entry, sabotage, or lois; to ensure the ndequac‘onl
protective ceasures ot privately owned plants given security cognizance by t Records accuzulating froz peasures taken to protect classified information
Governcent; to ceternine Joyalty and fitness of iadividuals ccployed by or seeking froo unzuthorized disclosure in accordance with Executive Order 10501, other
exployment froz the Governcent; and to develop and icplecent plans for the protece Execut ive orders, or statutory or regulatory requirements.
tion of life and proparty under exergency conditiens. Included are files of
offices having Cepartoentwide respoasibilities for security and protective 2. (RESERVED)
servicos prograas, files of security units, guard forces, and other grganizaticnal
eleconts docuzent ing the contrgl of classified Information, access to facilitias, 3.  DOCUMENT u[c[!pr FILES. Classified 2 years,
and like catters. ocument recelpts, relating to the receipt

and 1ssue of classified documonts.
This schadule authorizes for disposal records documenting adoinistrative acticng

relating to the sbove functicns. Any records created pricr to 1-1-21 cust be 4. D[%muﬂlo: mnr{ur:s. Classified 2 years.
offered to the National Archives and Records Service before applying these wwnty destruction certificates
disposition instructions. relating to tho destruction of classified
I docunents.
SECURITY AXD PROTECTIVE SERVICES PROGRAM RECORDS
l S5. CLASSIFIED DOCUNENT INVENTORY FILES. Forms, 2 years.
Records accuulated by organizaticanal eledepts having responsiDilities for Yeduers, or reglsters used 1o show identity,
taiatstration of security and protective services res.  They relate to 1nurm‘ routing, and final disposition
classified information accounting and control, facilities security and protective oede of classified docunments, but exclusive
services, persoanel security clearance, and emergency planning, of classified document receipts and
dostruction certificates and docutcnts
(1] relating to Top Socret oateria) covered
NO.  DESCRIPTION GF RECORDS RETENTION PER]OD elsewhere in this schedule.
1. SIQURITY POLICY FILES. 6, JoP SECRET ACCOUNTIAG AND COXTROL FILES.

a. Files which document the official policy a. Registers caintained at control points § years afrer documents
developed 1n the acaiatistration and To indicate accoyntabllity over Top shown on forms are
dMrection of security and protective Secret documents, raflecting the downgreded, trans-
services progrens. receipt, dispatch, or destruction of ferred, or destroyed.

the docuents.
(1) mMamuals and directives. See Records Schedule 16,
ftea 1, b, Foros sccoapanyiag documents to ensure Until related document
continuing control, showing naves of is downgraded, trénss
(2) Plans and correspondence. See Records Schadule 16, parsons handling the documants, intra- ferred, or destrayed.
iteo 8, office routing, and comparable data.
(3) Reports. See Records Schedule 16, 7. ACCESS REQQESI FILES. Requasts and 2 years after
item 8, athorizations for individuals to have asthorization expires.
eess to classified files,
0OL RECORDS SCHEDULE 18 DOE RECORDS SCHEDULE 18
1T 1TEn
M. DESCRIPTION OF RECORDS RETENTION PERIOD M0. DESCRIPTION OF RECURDS RETENTION PERICD
b. Files which documgnt the official 8. CLASSIFIED DOCUMEMT COMTAINER SECUAlTY Uatii suparseded by a
policy, standards, and procedures for . torms or Iists used to reco: aew forn or 1ist, or
sdoinistration of DOL's classification ) 1afe and pedlock cadinations, neaos of wpon turn-1n of
and declassification prograc. individusls knowing cozbinstions, and contatners.
cocparedle data used to coatrol ztcess
(1) Progren and poltey Guides. Permunent. into classified docy=ment containers,
(2) DOE actien snd information papers Permanent. FACILITIES SECUR]ITY AND PROTECTIVE SERYICES RECORDS
{singie copy) conterning
classification policy, Records relating to measures teken for the protection of Goverrment-owned
factlities and privately operated facilities given security cognizance by
(3} Files docuenting the developoent 50 years, the Governsent froo unguthorized entry, sadotage, or loss,
of classification policy, .
including policy stugics. 9. (RESERYLD)
(4) Loeal guides. 10 ycars after guide 1 10,  SURVEY AND INSPECTION FILES {GOVERKMENT- 3 yoars, or 3 yesrs
superseded. N . Reports of syrveys after tarnination of
and Tnspections of Goverrcent-cwned factility, whichever
¢. Records docunenting classificatton and factifties conducted to ensure sdequacy is socner.
declassification review 2ctions taken of protective 2and preventive ceasures
on the basis of estabiished policy, taken against hazards of fire, explosion,
directives, regulations, and guides. and accidents, and to safeguard
fach file includes the reguest for information and facilities against
classification review, statecent of sabotage and unauthorized entry.

action taken, basis for the decision,

coments of the reviewer, plus related 11, SURVEY AND IMSPECTION FILES (PRIVATELY 4 yoary, or J yoars
and supporting correspondence. L - ports of surveys and after teroination of
nspections of privately cwned facilities facility, whichever

(1) Review actions which deviate fron assigned security cognizance by Governzent 1s sooner.
estoblished policy and set & agencies, and related papers.
precedent for future action, or
reflect unusual sensftivity, or 12.  INVESTIGATIVE FILES 2ccucmlating from 2 years,
which are of historical interest, Tavastigations of Fires, orplosions, and
or the subject of litigation. accidents, comsisting of retsined copies
of reports and related papers when the
(a) Headguarters, Permanent. original reports sre subaitted for review
1 and fi11ng in other agencies or organize-
() Ficld erganizations. 6 years. tional elements; and reports and related
papers concerning occurrences of such a
(2] AN other files. 6 years. ninor nature that they are settled locally

without referral to cther organizationsl
eletents.
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DOE_RECOROS SCHEDULE 18 DOE RECOROS SCHEDULE 8

1Tem
1T gi
XD, DESCRIPTION RECORDS RETENTION PERIOD N0, DESCRIPTION OF RECORDS REVENTI1ON PERICD
13, PROPERTY PASS FILES authorizing rezoval of 3 ronths after a. Data sheats, door slip summari
property or materials. expiration or cml:m:t:: |: ?:lr: :epor:::?» 1 yeer
revocation, tecurity violaticns {except copies In
files of agency security offices
14, GUARD ASSICIOENT FILES relating to guard
o o unmqitn. l covered by itaa 25 of this schedule).
. R N
4. Lledger rocords. 3 years after final ® J:.'ﬁ'ﬂcn“’ﬁ::r'!ﬁ';m-ﬁ“"" 1 eonth
entry. uc';urny violations, or for which the
information contained therein s
b. Requasts, analyses, reports, change 2 years. docuzentod {n the files defined in
notices, and other papers relating to item 25 of this schedule.
post assignzents and strength
requirecents. 20, GUARD SERVICE CONTROL FILES.
15, POLICE FUNCTJONS FILES, Ftles rolating to a. Control center key or code reccrds, until superseded or
exarcise of police functions. acergency call cards, and butlding obsolete.
a. Ledger rucords of arvest, cars ticketed, 3 years after final ::-::d ard caployee dentification
and cutside police contects. entry.
b, found reports, service reports oa 1 year,
b. Reports, statecants of witnastes, 2 years. |nurrupﬁnm'nm tosts, ?nd punch y
warning notices, and other case pipers clock dial sheets.
relating to arrest, camitoents, and
traffic violations. C. Automatic machine patrol charts and 1 year,
1 1 .
c. Reports on contact of cutside police 1 year. registers of patrol and alam services
with bullding occupants. d. Aros distribution sheets, charge 3 conths after return

reconds, and receipts.

21, LOGS AND REGISTERS. Guard logs and
rogisters not covered elsexhere in this

16.  PERSONAL PROPERTY ACCOUNTABILITY FILES of aros.
relating to account. ty for persona

property lost or stolen,

schodule,
8, Ledger files. 3 years after final v
entry. a, Central guard office master lags. 2 years after final
entry.
b. Reports, loss statements, recaipts, 1 yeosr,

and other papers relating to lost

b.

Individual guard post logs of

1 year after firg)

and found articles. eatry,

17, KEY ACCOUMTABILITY FILES, Files relating
te sccounta y for keys issued.

occurrences entered in caster logs.

for areas under suxicu
security, destroy 3

DOE RECORDS SCHEQULE 18 OOF_RECORDS SCHEDULE 18

T 1TEn
KD, DESCRIPT{ON OF RECORDS RETENTION PERIOD x0.

years after turn=in of
key. For othor argas,
destroy 6 oonths after
turn=in of key.

DESCRIPTION OF RECORDS RETEXTION PERICO
PERSOXNEL SECURITY CLEARANCE RECORDS

Records sccusulating fron investigations of personnel conducted under Executive
Order 10450, other Executive orders, or statutory or regulatory requireaents.

18, ¥ISIT0R CONTROL RECORDS. 22 (RESERVED)

Restriction: Facilities 23, P[n%mgg SECURITY mmi CASE FILES.
ecords of Tnvestigaticns of persame

where exposure to radia-
ticn could occur, destroy esployed by or secking employment, or who
S0 yosrs after date of otherwise require a &urm claarance.
docurent . Parsannal security clesranco case files of
DCE and contractor employeds and ceasult-
anls, sccess permittees and their
cployees and consultants, and others.
Such files 1ncludc Federal Bureau of
Investigation reports, Office of Personnal
Managezent reports, or other Goverm=ent
agency reports, and letters, a=cranda,
and other corunicstions pertinent to the

a. Visitor registration cands or siotler
records, docusent ing sdaissien of
visitors (or esployees without offi-
clal passes) to scainlstrative or
restricted areas, or installaticns
--reflecting such data as name of
visitor, adoission badge muubar, dite,
hooe sddress, citizenship, signature
of visftor, tice 1n and tice out,
verification of appointment occasicning
visit, whether "Q* cleared or under
escort, nades of escorts, nases of
persans receiving visitor, and identi-

10 years following
ternination of clearance
or access authorization,
discontinvance, or
cancellation, provided,
howevar, a1l copies of
Perscnnel Security
Questionnaires, or
equivalent, are recoved
froa the file and
retained pending
co=pletion of Health

and Mortality Study.

Unless restricted sbove,
for areas under maxioua
security, destroy §
yoars after finsl entry
or 5 yesrs after date of
document, as appropriate;

ficaticn of articles in visitor's for other areas, destroy cose.
possession ypon departure. 2 years after final
entry or 2 yaars after 24,  PERSONNEL SECURITY CLEARANCE STATUS FILES.
date of documont, &%
. appropriate. 4. Records showing the security clesrance Destroy lists or rosters

status of individuals, either tn the
form of lists or rosters, or as
security, destroy 5 individual cese files contatning
years after finaz) entry copies of docyants contained in case
or § years after date files described in iten 23 above.

of document, as appro-
priate; for other areés, b.
destroy 2 years after
final entry or 2 yesrs
after date of docuent,
a3 appropriste.

when superseded or
absolete; destroy case
files upon transfer or
separation of related
indivicual.

b. Reglsters of parsons suthorized For sreas under asximu
access to exclusion aress, naintained
by petrolcen on duty, and recording
such data a3 nexs of ecployee or fim,
vehicle nusber, tice checked fn and
out, reason for entrance, signature of
parson, and nace or inftlals of
patroloan,

Case files containing informatton on
individuals of any naticnality,
politicel delief, or profession who
cay be of tnterest to Office of
Safeguards and Security oanagoaent
in their condyct of assigned fuactions.
Data contained 1n Individual case
reports froo the F81, ClA, or 0PN,
of ficial correspandence, extracts
fron nows media pudlicaticns, and
stallar oaterial, This record

S yosrs ofter lost
entry to the case file.

19. FACILITIES CHECKS FILES relsting to
por ¢ gud orce facility checks.,
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TEM
NO.  DESCRIPTION OF RECCRDS RETENTION PERIOD

series 13 ouintained by the Office
- of 5afoguards and Security to assist
in carrying out functions involving
such dreas as interma) security,
esplonage, sabotage, violations of
the Atonic Energy ACt, or other .
Feceral statutes. 1

25,  KONFELONIOUS %gcuam YIOLATICN FILES. 2 years after cozpletion I
3¢ files revating to tnvestigationg of of final corrective or
dleged security violatiens, but exclusive diseipl {nary sction,

of files concerning feloales and papers
placed n of ficial personnel folders,

26,  FELONIOUS SECIRITY vm.trgoa FILES,
ecords of cases involving violations of the
Atoalc Enargy Act or other Federal laws of
security intersst.

4. Cases shich are or were of widespread Perainent.
pudlie, governmental, or congressianal
interest.

b. Cthers. 25 years.
EMERGENCY PLAXNING RECORDS

Recards accuwiating froo the fermulaticn and foplemantation of plans {such
(1] m'ml:un.lnn plins) for protection of 1{fe and property during emergency
conditions.

28,  EMERGENCY PLANNING FlLes Sec Records Schedule
acou=ulated by offices respensidle for 16, ftes ).
preparation and {ssusece of plans and
directives, consisting of & record copy
of sach plan or directive 1ssued, with
related background papers.

29. EMERGENCY DIRECTIVES & 1 FILES, Un11) superseded or
oles of plins rectives, other than  obsolete.
those cuintained in case files described
in (1ea 28 3dove,

L_RECOADS SCHEOULE 18

17

3. DESCRIPTION CF RECORDS REYENTION PIRIOO

30. EMERGENCY PLANNING REPORTS. Cepartoent See Records Schedule
reports of operations tests, consisting 16, ften b,
of consolidated or comprehensive reports .
reflecting Departoentwide results of

tests conducted under ccergenty plans.

N.  EKERCINCY CPERATIONS TESTS FILES. Papers 1 years,
sccusulat roa tests conduCted under
engrgency plans, such as {nstructions to
pezbers participating in test, staffing
assigreents, nessages, tests of cuzuni-
caticns and fyciliting, and retained
ceples of reporty,
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DOE RECORDS SCHEQULE 19
RESEARCH AND DEVELOPIENT RECORDS

Thete are reccrds created in the conduct of technical and scientific research and
cevelopoent (RLD) activities to davelop new ¢ technlgues, eg . and
aaterlals, or dlify those in existence, The records relate to such phasos of
research and devolopnent as the establishoent of requirements 4nd prelininary
characteristics, expericentation, design, engincering, mcdification, testing, amd
acceptance. They accu=ulate at varicus organizational levels, such as offices
responsible for prograa direction, and laboratories.

Scientific date accu=ulating during the condutt of a specific project are
gencrally reccréed in laboratory notebocks, and later sizmarized in technical
reports. While the technical reports will normally show the progressive and final
results of the research effart, they do not always show how these results were
achieved, or when & theory, device, or process wis flrst conceived or reduced to
practice. The laborstory notetooks and other subsidiary scientific papers record
the cethods and procedures used daily by the sclentist 1n rescarch perfornarce,
and ady possets value for the establishoent of patent ar inventics rights.

Research and developoent {3 cenducted by DOL personrel and by private commercial
or resedrch organizations ynder contract to NCE. Contractors furnish research
results to DOE via technical reports, experimontal data, or comparable sedia. The
nclonh becaze the praperty of the Goverrcent 4nd dre subject to the provisions of
this schedule.

The work of a major rescarch gnd development project cr systea oay be assigned to
various-arganizaticnsl elecents of DOE. These work assignoents nay be designated
a8 *sudeprofects,” “tasks,” or "phases.” They are generally {dentified with the
cajor project or systen through the DOE project nu=bering or classification
systen, The ters “project™ as used In thig schedule includes any related sude
projects, tosks, or ghases. [t is desirable that these related records be consol-
1dated Into a sirgle project file prior to transfer to a Federa) Records Center.

For projects of long duration, where volume or other factors preclude retaining
tho records in DOE until coapletion of the entire project, records of individual

subprojects, tasks, or phases cay be transferred to Federal Records Centers
followirg the requirecents in standard 3 of this schedule.

DOL RECOROS SCHEDULE 19

RETENTION PERICO

RID PROGRAM FILES, FProgran cotuents, Permarent.
schedules, and correspondence taintained

by offices responsible for executicn,

review, and analysis of resesrch ind

develcprent grograas, and relating to

the ganeral planaing and supervision

of the progreas.

{RESERVED)

R80 PROJECT CASE FILES. Project Casc Files
reflecting the history of a project froa
inftiation to cocpleticn, including
research, developoent, design, and tert
results, Included arc records such as:
project proposal; review mecoranda and
coxunts; project authorizations and
directives; coples of unpudlished cany-
scripts, journal articles, and Conference
pdpers: progress reports; correspondence
influencing the directicn of the project;
and 1fsts of pudlications and filas
resulting froa the project.

8. Case files ceeced by DOE, contractor, Permanent.
or the Natfcnal Archives to have

excepticndl value bectuse of the

highly significant asture of the

research and deyelopoent imvolved

or unfqueness of the case file.

Included are files that:

. 1} Show developoent of new and
significant techniques.

(2) Relate to new and significant
nethodology and materials.

{3} Were the subject of Congressional
imvestigaticn or caze under
intensive gublic scrutiny.

ITEN
NO.

9.
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{4) Result in judlecia) decisions
or legislative activities
affecting the functions and
activities of DOE,

(5) Result in significant changes
in the functicns of the DCE.

b. ATl other cose files.

4. R0 PROJECT LISIS. Lists, card fndexes,
or other ] rcllccun? in a caspre-
hensive minner individual projects
sdalnistered by DOE.

5. R8D SDURCE DATA FILES. Punch Cards,
- ‘clectronic tape, or comparable cedia
used to collect and asseble data of
a prelinlnary or intermedlate character
generated froo such processes as expers-
ments or cbservations of a routine,

repetitive niture, and used for reference

in arriving ot determingtions in the
conduct of research projocts.

6. RAD LASCRATORY NOTEBOOKS FILES.
containing technical and sclentific date

RETENTION PERIUD

15 years.

Submit DUE Fomt AD-311,
Recards Retention and
Disposal Authorization.

Dispose of when deter-
nfred by caspetent DO
research personnel that
the files have served
all research purposes.
ERS 20, Michine-Readadle
Records, provides
disposition yuidelines,

Hatebooks

sccuzulating froa the conduct of resesrch

and development.

a. Rotebooks containing deta esseatial
in establishing patent or inventiaon
rights.

b. Kotebooks centaining data deternined
by cazpetent scientific or techalcs)
personnel either to be duplicated
in technical reports or elsewhere in
project case files, or to be of such
a rgutine or fragzentary nature that

Retain 25 yesrs, and
then follow b. and
€. requirecents below.

Destroy § uonths after
completicn or teruina.
ticn of the relitea
pruject ar projects,

thelr rctentfon would ngt add signife

fcantly to the project file,

DOE_RECORDS SCHEGULE 19

DESCAIPTION DF RECOROS.

¢. Other notebooks.

RAD VECKNICAL REPOAT FILES, Pudlished
and urpudlished scientific and techaica)
reports.

a. Record copy of npori; not sent to
the Technical Information Center
(TIC), Oak Ridge.

b. Copy(s) caintained by TIC, Oak Ridge:

(1) Raster copy of each report
subaitted to TIC:

{4) Thoste that have becn
oicrofiined.

(b) Those that have not been
ajcrofilced,

{2) Microfiche naster copy.

€. A1l other coplcss

R40 DRAMING ASD SPECIFICATION FILES.

n official file copy of esch drawing
&nd specificaticn showing final design
and technical charscteristics of tens

developed. .
(RESERVED)

RETENTIUN PERJQU

Subuft OCE Forn
AD-131, Recsrds
Retenticn and

Disposal Authurizetion.

Peruancnt.

J years or until no
lenger needed fur
reference, whichever
s later,

Permanent,

Percanent,

lignrecord--return to
1ibrary when no longer
needed for reference.

See [RS 22, Desiyn and
Constructicn Records
for dispositicn
instructicns.
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(¢} 17
: E CESCRIPTION CF RECORDS RETENTION PERIOD 0.  QESCRIPYION OF RECORDS RETENTION PERIOD
10.  R&D PROJECT CONTROL FILES. Caples of Destroy upon capletion
nts contained In project case f{les, or “zﬂ atfon of d. Final reports reflecting the results Permanent .
preltialniry sketches, drawings, specific project, or earlier, as of expericents-conducted with
tions, amd p?awgraphs “‘":?'I'“:”’ they serve their particle accelerators.
1¢ and nica rpose.
::_‘;::;:"- :\:te::';eco: su}:iclent value purpose 16, XEAPON FIELD TEST RECORDS ac'xu.u:nud a
{ fon 4 ect case files. test tites and consisting of various types
for {ncorporation into proj se files b nt:un pletune '“.n. “:‘m. yoe
1.  (RESERYED : ragnatic tapes on which ire raw
! s ! ar urlw:a'lu:hd dl;;; u‘d.gclunumld:u
12, RAD INVESTIGATIYE FILES. Records pertaining resulting froa st o ve paterlal,
to ew‘wlﬂcr; t;i the Teasibilfty of unsoli~ |mp;ul‘::=w.:=3;;::::a ::ap?;.r:m:::lgi,
11 3. ts received f, re| pe
fmﬁlzm.‘ or projee o mlle:tively as "Recuced Data.*
3. Propozals resulting in authorized Follow disposition a. Rew test data, consisting of Mitchell § years, or | year
pn;jmecu. ! standard 15: jten 3, caaera fllo, islenh Phototheodol fte after dr.o'leum of
f11n, and Fastex filn; trajectcry data final evaluatien
b. Rejected proposals. S years after oscillograns, telemetry sscillogram, report of test project,
copletion of and magnetic tapes. whichever cozes first.
investigatien.
vestigatien b. Reduced data, a3 doscribed above. Until cocplete weipon
13.  RAD PROCUREMENT FILES. Formal contracts Sec Itea 4, Records or subasserdly becomes

e agreesents with universities, comer-

Schedule 3.

obsolete and 13 removed

clal conterns, ard individuals for
research and developnent work, and
related papers, but exclusive of technical
cr sclentific data furnished to the
Gavernent pursuant to the ters of

the contract or agreesents arnd Copies

of contractual dacunents filed in

project case flles defired in itea 3

of this schedule,

14. RSD VECKNVCAL REFERENCE FILES, Coples of Unti]l superseded or
techalcal reports, specifications, drawings, obsolete.
and other techaical and scientifiz Zata
recolved fron Government 2gencies,
eocrorcial concerns, or other sources, used
8% & reference saurce in the performance of

frea stockpile.

OOE RECURDS SCRIOULE 19
1TEM
KD, OESCRIPTION OF RECORDS,

the rescarch and caveloprent function, but
exclusive of official f1le copies of these
docuzents.

15, PARTICLE ACCELERATOR EIPERIMENT RECO20S
resulting froo expericents concuct:
wlth particle sccelerators (spark
cheber, and buddle cha=der.)

HETENTION PERIOD

3. Raw data recorded cn fila,
magnetic tape, punched cards, have been extracted,
computer printouts, recard charts, reduced or swrurized,
Togt. evalusted, and inter-

preted and the rov dats
i3 0o longer.needed for
experinanty; or § years
following the scquisition
of the daty, whichever 1S
earlier, provided that
the data have been
reviewed Oy qualified
scientific parscanel and
detemined to have o
grcbadle value for
sccondary evaluations or
future, different
expericents,

until pertinent data

b.  Raw data detemined to have
probadle value for secondary
evaluaticns or future different
experinents,

Review annually, dispose
of when no Yonger of
value for resesrch
purposes,

€. Sumury dats and data reflecting 15 years.
uwnataual occurrences recorded on ]
filn, cagnetic tapes, punched
cards, computer printouts, logs,
4nd notebocks which serve as
backup for reporis generated
during expericents.
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PART 1 - DOCUMENTATION

0O0E RECORDS SCHEDULE 20

MACHINE READASLE RECORDY

™

This schedule covers machine-readable records and relsted documentation.
Machine-resdable records require processing and decoding for cenversion to
tunen-reedable informaticn and are usually stored on codia which cuke then
edsy to modify and update, Federal statutes and regulatiens define Federal
records as the products of Governcent business and specifically fnclude all
aedia on which they tuy be recorded, When Informoticn exists 1n both cachines
readable and hard Copy forms, Including compater output microform {COM), various
factors bear cn the ceciston of viich cediua should be retained for archival
purposes. Accng these are the relative cost of storage and preservation, the
reletive convenience of reference, and the factlity with shich cost hard copy
forms cay be regunerated froa caching-readable files (a process which 1s costly
to reverie).

Ihen
dispose of
1 yeer
after final
action,
ispose
one year
after dis-
continuance
of the
system.
retain wit
related
data fite.
dispose of
1 yeer
efter com=
pletion of
testing.
dispose of
when o
tonger
needed.

=

5
1]
M
-
=

The disposition of data on medis cther than cosputer cagnetic tape (such

& punch cards, piper tape, disc packs, or drut) s Zuthorized by this
schedule; however, magnetic tape i3 usually required for transfer of archival
datd to the Hational Archives,

Which are

for & disapproved proposed
systea
which all related magnetic

data files are authorized

for disposal
Tor an approved systen for

which any related mgnetic
data file 1s not authorized

for disposal
Tor & disapproved proposed

for an approved system
systen

oF an 2pProv

Machine-readable records differ from records on clher media in four icportant
ways:

1. The machine-resdadle cedia on which they are rost often recorded are
erasable and reyssdle, thus creating a cost cffectivencss factor in their
cunagesent which is not present with core permanent cedia.

2. The oagnetic media on which most rachine-readable records are recorded are
not. designed to be permanent storage redia for records. Thus the fragility
of cost information in cachine-resdable form cakes it mandatory that such
records be brought ynder control as early as possible in their 1ife cycle.
Ideally thts control should be esercised at the time a systes {s created,
even before it has generated records. 1f tnis 15 Jone, disposition stane
dards can be written on the cediva as an |nle?ra| part of the internal file
label. Ffarly fdentification of files of archival value ensures that they
are stored under cptioun corgditions.

tions of the systes including
functional requirerents, data

requirecents, systen or
descriptive raterfal including

test plans and test 2nalysis

requests for the systen, andt
reports

Consisting of
dogcuments containing defini-
suthorizing directives

subsysten specifications,

3. Duc to the ease with which cachine-readdble records cay be updated or
revised and the andia reused, their 1ife cycle is briefer and core cocplex
than that of other recards. Mhile the master file 15 most often of archival
value, sometimes other versicng should be retained because their informa-
tional <ontent is core cosplete than related custer files or especially
relevant to DOE policy, decisions, or special reports.

designation
spectficatiom

Date systems

File tunction
documentation

1
2
3

T Fystem tost

PART [ - DOCUMENTATICH
COE RECOADS SCHEOULE 20 -_—

4, Because machine-readdble records oust be subjected to both mechanical
and electronic processing and decoding to be converted to huzan-resdable
inforcation, the records, revealing such procetses (documentation) cust be
scheduled with the aschine-readadle records.

The qualities which sepirate cuching-recdable records froo those cn other

cedia also cake 1t difficylt to produce a sudject-oriented schedule for machine-
readable records, Thus, this schedule categorizes records for disposition
standards on the basis of the kinds of records cr files that are coumon to cost
ADP syste=s, They are divided into three classes:

with related
data file.

retain with

related data

file.

data systess
specificas

tions,
retdin with
relateg data

retain with
file.

Then
dispose of

Documentaticn (Part 1) covers those records required for servicing cachine-
Tezdable records--for converting theo froa humsn-resdable information to
encoded data and vice versa. These are the descriptive docunents required
to inftiate, develop, operate, and maintain specific applications of ADP
system., The disposition of docuzentation i3 linked to the disposition of
the related machine-readable files,

Which are

Processing files (Part 1l) are those aichine-readable files ecployed to
create and use & master file. Processing files include work files, rew data
input files, publication files, and security beckup files. Processing files
garerally da not qualify for long tera retention. Those for which disposal
1s not authorized may contain core cazplete Informaticn than the related
caster file or be ospectally relevant to DOE policy, decistons, or special
reports and thus possess potential historical value, Application of the
schedules for processing files will increase the availability of space on
naching-readable media and reduce DOE expenditures for additional stock of I
oagnetic nedia, I

availability, ond procedures

for querying files
fornat specifications, selec-

tion criteria, volux ond
displays and syrdols, secu-
rity and privacy conditions

are authorized for disposal
Tor a systez Tor which any
related ragnetic data file
and disposition of output

13 not authorized for

disposal
frequency, media, graphic

output by title and tay,

Tistings of each type of

handdooks, guides to date

related noynetic data files

for a systea for which all

of

Master files (Part 111) constitute the cefinitive state of a data file

Th 2 system 4t & given tice, Such files are categorized in this schedule
only partly on the basis of subject content. Other icportant consideratiocns
regarding disposition are the format of the dats file and the manner in
which 1t is updated. Such varisbles lnfluyence the scope of the informa-
tional value of a file and cay require subaission of DOE Form AD-3J1,
Records Retention and Disposal Authortzation.

Congist in

The decision tadle format s used for two reasons: (1) It reduces requireuents
for explanatory footnotes, and (2) assists the user in conteptualizing the neny
categories and subcategories of records involved.

definitions of the logical and
reference code ranual; security
ard privacy restrictions; and

physical charecteristics of
of data in the file, Including

nezes and tags or ladbels; rele-
tions of all codes used; cross
scrves for the preparation of

Input data ard the interpre-

validity characteristics; up-
tation of results

date and access conditions;
the systeo in non-ADP termi-

nology 30 that users can
products of the systeo that

are 10 be used outside the

conpyter center

detatled descriptions of

tive position, form, format
ond size of data elerents
getermine its applicadility

recording cediu and volyne
describes the functions of
and when and how to use it

each record, elecent or iteo
(record layout); specifica-

Tnformatfon which sufficiently

tion
File specifica-

tions
specifications

File function
dest

6

?

8 User quides
§ Dutput




0>
v
File funttion 0 ot
———=designation __ _Consisting of Mhich are Then [
File function (@]
1 Mork teporacy machine-readadle new cedia, or media not availadle for designation Consisting of Which are Then NS
media used by contole operaa included tn a Vidrary fooedl ate w3
tors or tape handlers to control systen, or flles use or reuse. 10 Reports printed final reports containe for systems which require retain one t=%:]
fagilitate genera) cocputer whose retention dates ng the statistical tabuletion cetention of related dats copy with 3
rung such a3 sorts and have enplred and an analysis of the finding related file
cerges . of a study or survey including speci fica- t
2 rarrative deseription of tions, —
nethodolo 2
2 Test data rachine-readable oedis used rouling or benchurk data dispose of W eploped -l
in testing a systeo sets constructed or uied when no 1
for the purpose of testing Tonger g 13 Infarmaticn series of machine instructicns  genaral purpose progracs dispose of -
needad bt retrieval designed to retrieve informa. when no
. reutine tiun froo specific data tonger -
. - systecy needed. P-4
3 Inltial cata eachine-resdoble nedia cone used for ypdating and dispose of ' =
tatning data adstracted froo required 0 Support recone after thira = nd
soyrce documents or other struction of master file cycle.l ] 12 special purpose prograss dispase of M
media and entered Into the b for data rﬁ:; for which with related |5
systen for the first tice ] ditposal 15 authorized file. g
4 per update cytle not required to support dispose of %
reconstruction of caster after row - =
file or used a3 tnput data 1s sat- = 13 speclal purpose progre=s retain with %
for & one-tloe stugy, (sfactorily b for data files for which related date |3
survey ar expericent processed disposal {s rot authorized file.
into final
or reduted
data.
3 officlally designated to dispose of
replace or serve as the in accor=
baslc source diata in liev danze with
of the hard copy ar other instruct fons
Input source document applicadle
to the herd
tile funztyon
gesignation Corsisting of khich dre Then
9 retained by ADP cperstionsl dispose of File funetion
elecents as backup to when no desfgratien Consistingof Which are Then
ragnetic media longer
needed. 5 copy or
other files
docucenting
10 converted to nagnetic dispose of the sanc
oedla after veri- process,
ficatlon of transaction,
data on or case.
related
ragnetic )
redla, {1 [3 not used as {nput to a sub=1t DOE
- raster file or processed forn AD 331, b oo
= into anslyzed or reduced Records E [ =]
8] punthed cards thit contain source docuzents dispose of . data and rot required to Retention - N m
original entry dats with in accor- o reconstrct 3 master file and Disposal  |=
110 or written inserts dance with = Mathorizae ' [00]
fostructions |8 tion. o 1 =
applicadle v § o W
to the hard = o oM
y or & H sichive-rezdable cedla files not & record of the dispose of a o
other files = created by snother agency recelving ag as reference A -
dotumenting = naterial. - N
the sace w =
I
framaction, 8 punched cards or paper tape  electric accounting machine  dispose of b
or case. created after 1-1-70, output fn accor-
containing data adstracted dance with
froa source documents and used tastructions
12 intersedlste cichine-rezdable cedla used in an updated systen dispose of for conversicn to magnetic applicable
data {nput, contalning cutput within or after subses media or processing on elece to the hard
output froo one run to 4 sudsequent ent data tric accounting michine copy or
run that canfpulates, sorts, iles that equipment other files
or roves data through the contain docurenting
systen; includes cheekpoint, detail data the sae

process,



e fimction [ &) N e |
designs Consist ing of __Which are Jhen ' 1 o
-~ 1] ! dis) T € funciion So) m
17 Informatfon achire-resdable media containe 2 cu=ulative indea to sciens pO3E Qf — FITe Tunctlo
mr?:n ing data created by :h'e m;y- z:rlc ”?u tmﬂul muur; afwu: third designation __Cansisting of Which are Then [
systen master  ing of prior caster file with  tfons, & ographic a L) g o W
rssction data to other non-record caterial crele.! edit, corrastiun, refect 1st, have been
reference Cheste o nex raster fi1e wEatched dats elininating creted a4 o §
error, and rerun files, proven sat- :
18 4n index to record saterial :l&al:onggl isfactory. N
1:ch as corres N om . T T TSR
legal hearings, patents, and Records 1 :: lur?e; one-tine stu .':2:‘&:‘"
tradesuarks, 4nd recerd copy Reteation ate il
of publications and Disposal o heen'
Authoriza- A
tion, proren sat-
isfactory.
19 an "audit trall” of a f(le dispose of 14 valid auchine-readable pedia contsine updatos of 1tems liguideted  dispose of
7ot disposablo under this » “"{':“ transaction ing 1teas used with an input froo current status files sfter third
schedule T gt roster file for creation of ate
Tiyter data an output master file cycle.d
15 ulh‘s t:lnu'eu?n after dispose of
" aulative final raster file  after third
20 Pudllcation rachire-resdable nedls con- reproduced and dissealnated  subait DOE 15 prepired and doternined update
taining snurce cutput dats 93 2 publication or used for fom AD 331, to be successful, ond there  cycle.d
extristed fron the systen producing a pricted pudlics- Records is m0 necessity for statis-
{without destroying the tion of less historizal Retentlon tica) analysis
source file) preservazion value thin the  and Disposal
o)ching-rezdable nedia vsed  Authoriza.
to prodyce (t tion. 16 used in additicnal analysis  sudait DOE
Form AD 331,
Records
Retention
and Disposal
Authorizee
tlon,
File function
getignation Lonsisting of unich are Inen
1 Housekeeping nachine-restadle eedia containe not required for GAD site dispose of File function
systen master  Ing dats for such “houseleep-  audit in accord- designation Consisting of whlch are Then
file ing systess® as fiscel accounte dance with
®111ty, supply menagesent, instructions 21 Prim tachingsreadadle redia cone used for producing required subalt 007
and payroll aninistration &pplicable ta{ning source output data printouts of tesulations, fom A0 31,
to hard copy extricted fron the systea ledgers, todles registers, Records
or other (without destroying the and reperts of an extrescly  Retention
files docu- source file) speclalized nature having and Disposal
aenting the tess historfcal preservation  Authoriza-
$a00 process, valug than the machire= tion,
transaction, readadle exdia vied in
or case. producing thea
hd
2 required for GAD site audit  dispose of 22 Securlty nuchinesreadable edla that vpdated dispose of E
in accor= backup s idertical (n forzat to after third -
dance with caster filc and retained as update — o>
:::,::” :ccurity in case raster file cyele. " o o
s demaged nad
retenticn it ged or inadvertently - § Q o
requireaerts a 4 one-tine study or survey  dispose of b m
'3{ cet to 43 provided 2 O
Emj"f;, for related & N g
i, aaster f1lc. - (78]
= —
3 Federsl 104n machine-resaadle vedia contain= cuzulative data of funds Sisp0tc of > =
and grant ing dats created by the serg-  rade avallable through after third F
rograa ing of pricr cyster file with federally supported loun wdate
saster file volig tramsction da:a"to " and grant prugress cycle.l —
[34 4 witer e {ini=
uﬂ‘f.u"f:d%x'ucmh cw=ulative periodic ubait DU -l:
1 n case rOR .
'ﬁ‘:;;om‘ Pl files of status of Federal Fora AD 311 —
1o4n 2nd grant activity Records
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OOE RECORDS SCHEOULE 21

DOF_RECOADS SCKEDULE 21
AUDIOYISUM RECORDS 1TEm r
HQ._ OESCRIPTION OF RECORDS RETENTIDN PERIOD

This schadule covers sudiovisual and related records thet have been created by
or for DO and thase acquired by DOE in the course of business, Audio-visyal
recerds created prior to 1-1-36 cust do of fered to the Mational Archives
tefore 2pplying disposition tastructions set forth in this “chedule,

or colgr original plus separate
optical scundtrack, an intermediate
oaster positive or duplicete

Audiovisual records include stil) pictures, cotion pictures, sound recordings, nagative plus otical soundtrack,

video ITCONI;\?I, and related dmn‘rnuuon used for, or necessiry tc, the ' 41 8 sound projection print.
proper Identtfication and retrieval, or bearing on the origin, acquisition, use
and ownership of these records. ' ' : ' (2) Files produced by or for DOE that

are intended for intermal staff
use--the original negative or
color plus sound and a project ton
print,

Audiovisual records that cay have continuing legal, agministrative, and research
value are of two kinds: (1) those created, 2cquired, used, or distributed by

00L for informationa) purposes, and {2) those generated in conjunction with the
tronsaction of DOL business cr resulting fron DO progran responsibilities. As ()

such, they censtitute evidence of the organization, functions, policy develop- F10s acquired by DOE--two

projection prints,

|nt, ﬂeculun:. procedur“l. upe;-nlons, or other activities of DOE. Additignal

descriptive Inforcation applicable to the dispositicn instructions for selected n odt K

1teas arg included in explinatory notes ot the end cf this schedule. @ :’:‘“:: :;‘::':“p::u::;:‘;.‘::“h
1T have been appropriately arranged,
NO.  DESCRIPTICN OF RECOADS RETONTIDN PERIGD labeled, and described-athe

original negative or color original

1. STIik PICTURE FILES. St1l1 photographs, and a work print.

sTide sets, rstrips, posters, original (5)

Files resulting f 1gual
artwurk, and othar pictorial records that: ulting froo a visual or

electronics transfer of video

4 Pruvide documentation of DOE’s recordings,

orgenizsticn, functions, policles,

Peranent. Offer to
National Archives 5.

procedures, ond essential transactions;
or contsin informatien that i3 unique
in substance, arrengezent, or ruaner of

when no longer needed
for sdoinistrative use,
or when 10 years old,

presentation, and unavailable In another whickever I3 later.

form; or docunt events or phanomend
which ere significant; or utilfze a

Are included o3 part of a project file,
case file, report, or a sioilar type of
record,

Dispose of in accordam
with the approved
disposition instructior
applicable to the
records of which they
are 4 part,

significant new technology and repregent ¢. Are not permanent records 23 described

an advance in the state of the ert.

{1) St111 photographs.

{a) Black and white photograpny--
the ¢rigie.” ny «tive and 2

captioned prirs,

Dol RECORDS SCHEOULE 21

under (tea 23 of this schecule,

d, Are faulty or technically poor
photography.

SOUND RECORDINGS FILES.
on tapes or discs that:

DOL RECORDS SCHIOULE 2)

Until no longer needed
for cdcinistrative use.

Oestroy tmrediately.

Sound recordings

[3(0.} 17En
NO. DESCRIPTION OF RECORDS RETENTION PERIUD KD,  DESCRIPTION OF RECORDS RETENTION PERJOO
(b) Coler ghotography--the a. Provide docuzentation of DOL°s Permanent, Uffer to
criging) color transparency organtzation, functions, policies, National Archives when
or coler negative, a captioned procedures, and essentisl transactions; ng longer needed for
print, and an Internegetive 1f or contain inferzaticn that is unique edninistrative use, or
one is avatlsble. in sudstance, arrangesent or canner of when 5 years gld,
presentation and unavoiladle 1n another whichever 1s later.
{2) Other still pictortial records--the form; or document ectual events or
original and a refergnce print of phenaoens which are sigaificant; or
each, uwtilize a significant new technology
and represent an advance 1n the state
b. Are included as part of a project file, Disposc of in accerdance of the art.
cese filg, report, or a sicilar type with the approved
of recerd. disposition instructions (1) Conventional mass-produced
applicedle to the aultiple copy disc recordings--
records of which they the oaster tape, matrix or
are 3 part. stasper, and one disc pressing.
c. Are not peroanent records a3 described atil no longer necded {2) Magnetic audio tape recordings
under ttaa 1a of this schecule. for adainistrative uso. {rael-to-reel, cassette, or
cartridge)--the original tape or
d. Are faulty or technically poor Destroy icediately. the earliest generation of each
mo!osrap:v. recording and & “dutbing® If one
. exists.
2 MOTION PICTURES FILES. Motion picture ,
‘ oy, InC ] mgailvel. Qasters, and l b, Are included as paert of a project Dispose of in accordance
prints of productions end unedited outtskes file, caso file, report, or a siailar with dls;:oil!lcn” .
: t of record. 1nstructions applicadble
and trics thet: e to the records of which
4. Provide docunentation of DOL°s Percunent. 0-|"er :: they are a part.
1] functions licies National Archives when
::::d::::?nim“:untﬁlp‘:rar\uciiom; ac longer needed for c. Are not perounent records as described urtil no longer needed
or contain informatfon thet 1s unigue atainistrative use, or under itea 3a of this schedule. for adoinistrative use.
1n substance, 4rrs nt, or canner when § yours old
or; m:::ution'::nd umuhable in micnu{r is Iat;r. d. Are faulty or technically pocr Disposc of iccudiately.
amother foro; or docu=ant actual events recordings.
[ naagnd which are significant; or
utilize o sigificant oo technolon 4, VIDEO RECORDIAGS FILES. Video recordings
e

and represant’ an advance in the state
of the art.

(1) OO0f-sponsored filos Intended for
distribution--the original negotive

Provide docunentation of DOE°s
organtzation, functions, policies,
procedures, and essantial transactions;

Peroanent. Offer to
Matfonal Archivos when
no longer needed for
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11tn

%0._ DESCRIPTION OF RECORDS RETENT[ON PERIGD

or contain infgrmaticn that is unique
in substance, arrangesent, or Ranner

of prasentation and unavailadle in
another form; or document sctudl events
or phenomena which are significant; or
utilize a significant new technology
and represent an idvance in the state
of the art, Included are the original
or earliest generaticn of the recerding.

againistrative use, or
when 5 years olg,
whichever s later,

b. Are tncluded as part of a project file, Dispose of in ccordance
case file, report, or a sinilar type with the approved
of record. disposition instructions
applicable to the
records of which they
are a part.

€. Have been transferred by visus) or
electronic processey to mtion
pictyre fila,

Dispose of after

verifying the adeguacy
of the fila copy.

d. Are not permanent records as described uUntil rno longer needed
under iteo 45 of this schedule. for saninistrative use.

e. Are faylty or technically poor
recordings.

5. AUDIOVISUAL DOCUMINTATION FILES. Finding
aldy and docurentaticn et relating to

audiovisual records, including:

a. finging A1ds consisting of any of the
ToTTowing: shelf Vists, visual aid
cards, dato shects, shot lists,
continuities, review sheets, Indexes,
caption lists, catalogs, or other
documentation in a textual, microfom,
or rachine-readadble form that is
necessary or helpful for the proper
idertifization, retrieval, and use
of the sudiovisual records described
in ERS 21, ftesn 1, 2, J and 4.

Dispose of irmediately.

Dispose of in eccgrdance
with tnstructions
covering tha related
audiovisual records.

00f RECCROS sCrEpuLe 21

[TEM
KD, DESCRIPTION OF RECORDS RETEMTION PERIOO

b, Production Files or stoilar files
nClude production contracts,
seripts, transcripts, ond other
¢ocunentation bearing on the
origin, accuisition, release, ond
ownership of the production.

Dispose of in accordance
with instructions
covering the related
dudiovisual records.

Explaratery totes
ftem la{})

Included are photographs of significant DOE activities, personsiities,
procedures, Programmatic responsibilities and developrments which are rade
available to the public and those which are aade 2nd ytilized in the course

of DOE business but which sre intended for internal staff use and not norcally
availadle to the public,

Item 1a{2)

Inclyded are records that explain, irstruct, odvertise, or 11lystrate DOE
progroe and functions. A representative $2-pling of these records should be
fcentified 23 permanent reccrds ind offered 1O the Mational Archives.
Determinaticns as to the items to be selected as permanent records should be
based upan the significance of their content and the uniqueness and quality of
1ty presentation, Disposition of cudio recordings that relate to filostrips
or slide sets should be 1n 3ccord with instryctions governing the assoctated
filestrip or slide set.

1ten Ic

Included are 1t111 photographs that heve Vimited acaintstrative use or interest
such as photographs whose subject matter i transitory in nature or i3 of purely
local tnterest. Such photographs might depict athletic events, social
gatherings, or other activi.-fes not directly related to DO{ aperations or
responsibilities. Incluced al<o are photographs of low-level adatnistrative
staff functions and ceresonial activities showing award presentations and
commendations.

1tea 2a

Included are edited rotion picture productions a3 well as unedited footage
(outtales and trims) that depict significant DOE activittes, personalities,

DOE 1324.2
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procedures, progrermatic responsidilities, 2nd develcpownts. This 1ten Inclydes
rotion filos made for distribution and intended to infora, teach, or entertain,
and fil=s nade and utilized in the course of DOC business for internal staff use
and not necessarily available to the public. This iten olso fncludes television
advertisecents and announcenents, commonly referred to as °TY spots,” which
describe, explain, or prooote 00T programs and activities, Frequently these

. annguncenents are praduced in variant forms which describe the same progran or
activity and, broadly speaking, furnish the same basic Information but 10 2
sligntly different arrangenent; or they are of such a general nature that thetr
inforzational and evidential value ts inconsequential. CEvery TV spot produged
by or for DOL 15 not & permanent record. A representative sacpling of TY spots
should be identifled as permanent records and offered to the Motiomal Archives.
Deterninations a3 to which TV spots possess sufficient value to warrant selec-
tion as perminent records should be based upen the significence of threir centent
and the quality of its presentation. Those spots mat selected s permanent
morgs are disposable in accordance with the disposition instructions for

itea 2¢c.

Iten 2¢

Included are cotion picture productions as well as unedited footage (outtikes
and trics) that have liaited adxinistrative use or interest such g3 motion
picture filos whose subject natter s tramsitory 1n mature or 1s of purely
local interest. Such rotion picture filos might depict athletic events,
social gatherings, or other activities mot directly related to DOL operations
or responsidilities. Included also Is motion picture footage of low-level
adoinistrative staff functions and cereconial sctivities showing zward presen-
tations and cormendations. This itea also includes cotion pictures that present
standard, well-known, widely available techaical instruction or managerial
training progreos which were scquired froo Goverrmment agencies having estab-
1ished Govertomat-wide tralniag functions and respansidilittes tuch g3 the
0ffice of Personnel Minagecent or the armed services,

Iten 32

1nclyded are completed audio productions which are distriduted on discs and
intended to inform, teach, or entertain, Also included are "radio spot pasters®
of radio announcesents which descride 2nd explain significant 0OC prograss ond
activities. Frequently these announcecents are prodiced tn varient fores which
descride the same prograz or activity and broadly speaking furnish the sioe
basic Information but in a slightly different arrangement, In such cases only o

DD RECOR0S SCHIGULE 21

basic informaticn but in a slightly different drrangecent. In such cases only a
sespling of representative radto spots pertaining to a spectfic DOE octivity or
prugran need be considered permanent records. This item also includes sound
recordings of significant speeches, conferences, comittee reetings, and cther
recordings which cay be made in the course of business but which are intended
for internal staff use and not normally made available to the pudlic. Those not
selected as permanent records should be disposed of 1n accordance with the
dispotition instructions for ftea 3c.

tea Jc

Included are sound recordings which have lioited ad2inistrative ute or interest
such as recordings which were produced for and ut1lized in scoe cther 3udio-
visual production such as 3 moticn picture or a slide show. Sound recordings
whose subject matter {s transitory or of a local interest nature are also
1ncluded,

Itea 4a

Included are video recordings which are distributed and intended to Infore,
teach, or entertain as well as video recordings of significant programmatic
events, procedures, conferences, reetings, operations, and technigues,

and other recordings made in the course of business but which are intended for
internal staff use ond not normally svaflable to the pudblic. This itea olso
includes television advertisenents and annsuncecwnts, corunly referred to 43
°TY spots,” which describe, explain, or pracmte DOE programs and activitles.
frequently these announcerents ére produced in variant forms which describe the
sane prograc or activity and broadly gspeaking furnish the saze bosic inforsation
Sut 1n 2 slightly different .rrmrmt or they are of such general natyre that
their Inforsational and evidentfsl value 13 inconsequential. Every TY spot
produced by or for DOE should not be considered a perzanent record, A represen-
tative sampling of TY spots should be identified as permanent records and
offered to the National Archives. Determinations as to which TV spots possess
sufficient value to warrant selection as permanent reccrds should be bssed upon
the significance of their content and quality of their presentaticn, Those
spots not selected as permanent records by DOf are disposable in accordance with
the disposition instructions for item 44, OCE originated video recordings and
recordings dcquired by DO froo non-Govermment sources that contatn untque
docymentaticn of or for 0OL prograos and show their relattonship to and tepact
on the public or present a Bistorical account of some sspect of DOE's
developrent .
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lten dc
Instructions gaverning the disposition of motion picture flles thet contain _
caterda) that was originally fn a video recording format will be found in ﬁ%»

ften 2 of this schedule.

lteasd

Included are video recardings which are purely transitory in niturs and those
which depict routine activities and functions having oaly marginal feportance.
Yideo recordings that pretent stacdard, wel) tnown, widely availeble techoical
instruction or ranagerial training progracs, which were icquired freo Governoent
agencies having establishod Governmeat-wide functicas ¢r respensibilities such

a8 the Office of Perscanel Managecent or the srmed services, sre in¢luded. .
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CLSIGN AND CONSTRUCTION DRAWINGS AMD RELATED RECOADS

This schedule provides guidelines for the dispositicn of design and construction
drawings ind ralated records that have baen Created or recelved dy DOf in
connection with cfficial activities. Orawings refer to those graphic or engi-
neering recerds that depict conceptual as well a3 precise.meosured Inforcetion
essential for the planning, design, and construction of facilities such as
buildings, structures, plants, utilities, and other pudlic works projects, as
well a1 ciscellaneoys engingering and febrication projects such as nachinery and
equipment. Related records include engineering studles, design calculatiom,
praject performance documanlation, indeaes and finding afds, specifications, and
three-dtaensional models. Most design and construction records lose their
usefulness after specific periods of tice. Generally, drawings pertaining to
the conceptual or prelininary design process lose their adoinistrative useful-
ness after the final construction plans are sccepted; these records should be
congidered inactive after the copletion of the conmstruction project. Precise
measured drawings which are usad and finalized during the construction process
have a contimning vilue during the 1ife of the facility especially for repair
and cointenance needs. The finalized (“as-built®) construction drawings as well
as repair and alteration drewings (or cicroform copies) should be considered
active while the structure 13 still used, maintained, or amed by the Federal
Governoent.

After the design and construction files are no longer usefsi to DOE, ceortain
recards have continuing histcrical value, particularly for the architectural
historian, Ristoric preservationist, and social historisn, Since 1t 13 uneco-
noaic and unnecessary to retain a cozplete set of drawings and related records
for cach construction project sponsored by the Federol Govermaent, ft i3
necessary to oake s selection of records for pernanent preservaticn. This
selection rust tske into consideraticn not only the types of records but alse
the rature of the individual construction projects. The general fintent of any
selecticn should be based on documenting the structures 2ad projects that sre
architecturally, historically, and techrologically significant. Criteria for
the selection of the significant records are contained in the notes following
the schedule. The gelection of Individual buildings or prafects should de made
by personnel with appropriste historical training, sudject to the approval of
National Archives and Records Sorvice (MARS). Any records created pricr to
1-1-21 :ulllho offered to MRS before applying the dispy ition Instructions in
this schedule.

This schedule relates pricarily to records on the design and constucticn of

ildings. The principles established here can also b2 applied to
other static structyres and aiscellanecous engineering projects.

DOE_RECORDS SCHEDULF 22

Those records which are developed during the design process generally consist
of:

Initio] Design Planning Records, Crawings ond shetches that are conceptual
Tn mature, anla‘ ar:ml%ural renderings, that show the basic detign features
of the project, including building perspectives, elevations, flocr plans,
and other gereral features; order-of-cagnitude cost estimates and perfor-
aince schecules; and aay include three-dicmnsions] mmdels prepared for
11lustration or presentaticn purposes.

Advanced Planning Reccrds. These cover the pre-Title | design activity

usentation, including construction project dasta sheets or other types of
project propotals, conceptual design studies snd reports, conceptual safety
and enviroroental fepact analyses, cost estioates, performance schedules,
cethods of project perfcrmance, and the design criteris for the project; and
development of the profect cunsgesent plan. .

Preltainary (Title 1) Dc;ig? Rgiord*. Title 1 design studies, end reports
suomarizing t S1gn results (Including core refined dafinition of project
requirenents, cost esticates, perforcunce schecules, oethods of project perfeor-

mance, safoty, ond envirgnoental {epact analyses) ard preparztion of preliainary
¢rawings and coastryction specifications,

Final (Title 1) Besign Records. Title II (final working) drawings, final
construction specifications, performance schedules, cethods of project perfor-
ance, f10a] safety and environcentsl icpact sndlyses (reports); and final
project canagecunt plan for construction,

Other [ng!mrh\g and hrngg ﬂﬂ;ﬂl. Engineering studfes and reporty, design
calculations, analyses, 4nd ot engineering dets and information developed
dur1n'g project planning and cesign which docurents the engineering and design
cecisions,

Other Dccuments and Information. [nfarmation, correspondence, and other
records developed during the planning ond cesign phases, essential to the
performance of the processes but not essential for groject reccrd purposes
following project co=pletion,

Those records which pertatn to or are develcped during the constructicn process
usually consist of:
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Final vonln‘ nruinP. (Ceveloped during Title 11 Design} Architectural

and englneering drawings which consist of the master tracings and scceptadle
reproducidles. These drewings provide Information sbout various sspects of
the censtruction of the bullding or factiity Including architectura) (fNoor
plans, Interior and exterior elevaticas, and sections), ornamenta), structursl,
oechanical, electrical, hesting, ventilating, and afr-conditioning details,
well a3 site and landscaping plens. These are important records becauss they
provide rot only detailed {nstructions for the erection of the buflding, but
also present & coaprehensive and detailed picture of 1ts design.

Final Construction Spectificaticas. {Bevelcped curing Title 11 Design) Cetailed
Tequireceats for proJec ch identify materials and workmanship require-
neats, and explain the materials and equipnent ftems depictad on the related
working crawings.

Project Mans t Plans for Construction, (Daveloped curing project planaing

N, o w0 redkdow structure; duthorities and
responsibilities of participants; performenco disgram; and technical, cost, end
schedule control systeos for the profect.

S&3 Bullt® Drawings, mnotated copies of fina) working drewings or sdditicas!
rawirps which ﬂ"m_ charnges In the censtruction from the original design,

SME Drn(al. Detatled drawings prepared by construction contractocrs or
subceatrectors of particular parts of the bullding which they sre to supply

or by manufacturers of products to be fabricated or assecbled 1o thetr shops.
These drowings which faclude plans for architectursl features and iatericr
design such as tile and mardle work, specisl cediret work, elevators, or
heating, ventilating, and atr-conditioning systems, not only provide instruce
tions for assenbling the products on the job sita, but oay also be necessary for
future operation and maintensnce.

Repair and Alteration Orawings. Original drewings which depict repairs and
u’iErn!‘lom To the bulTding 43 (t was originally constructed.

Standard Drowings. Final drowings for standard details and other documents
m-:ra'r-w?ﬂr preparatica.

Reports ard Other Documwentaticn, Progress reports. construction cocpletion
_'inporh. equipment speciTications, operating snd maintenance Instructicns
(marvals), warrantee data, final inspection and acceptance reports, and other
information docunenting the censtruction process.

DQE _RLCORDS SCHEDWLE 22

Other Docunentation and Informaticn, Information, correspondence, and other

reco

ve ring the constructicn process, essential to perforance

of tho process dut not essential for project record purposes following project
cazpleticn {such as interio process reports and other Interin project zctivity

inforcation),

1TEH

K0. DESCRIPTION CF RECORDS RETENTION PERIOD
1. PROJECT PLANNING AKD DESIGN FILES.

4. Initial Design Planning Records. . Until project comple-
tien (seo b., delow,
for exception); or upon
project temination,
whickevor 13 earlier.

b, Records selected for architectural, Permanent. Offer to

historical, and technological MARS when file i3

significance (sec notes at end of inactive. (See first

schedule for selecticn criteria). paragraph of intro-
duction to this
schedule.)

{1) Project description, location,
enginecering or design costs and
perforaunce schedule,

(2) Architectural renderings and
final architecturs) and
enginearing drawings (selected
to adoequately depict the
principal architectyral and
enginearing features).

{3) Specia) engineering or design
reports, studies, and data
(for projects of technological
or architectural significance).
{4) Construction Compietion Reports,

(5} models,
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1TEM ITEM
KD, DESCRIPTION OF RICCRDS RETENTION PERIOD K0.  DESCRIPTION OF RECORDS RETENTION PERICD
¢, Ouier Planning and D.l'ﬁ Records. (1) For unique or tpecial-interest 20 years, unless
vinced plaming, preliainary and projects. covered by exception
tina) design, and engineering or design in d.. below.
studfes, calculations, analyses, and ]
other engireering or design dats docu- | (2} For other projects. until dis=antiecent
aenting design decisions oade.) or ditposal of the
(1} Records of cozpleted grajects Unti) diszantiecent
cosun? sore than §$750,000, or or disposal of faciltyy,
which Involve special equipoent, equipoent, systen, or whichever {3 earlier.
1ysteas, or processes. Process; or when super- 1
seded cor obsolete, ¢. miscellsnecus Construction Records, Until project
whichaver 13 earlier. nformation, corresponcence, & cocpletion,
(See b., above, for other records develsped curing the
exception,) construction process, ossential to
performance of the procass but nat
{2) Records of cazpleted prajects 10 yeart after esuantial for project record purposes
costing $750,000, or less, which capletion of following projact cazpletion.
¢o not Invclve special equipzent, praject.
systens, Cr processes. 4. Records selected for architectural, Peroaneat. Offer to
historical, and techrological signif- NRRS when file {3
(3) Records of teminated projects 10 years after project fcance {see notes at ead of schedule Inactive. (See first
(projects not authorfred for i3 terninated. for selection criterta), pm?rm of intro-
desizn, canstruction, or fadel- ducticn to this
cation; or tarminated prior to schedule,)

completion of any of these ictiv-
1ties) costing core than (23]
$750,000, or which fnvolve
special equipoent, systeas, or
process projects.

(8} Records of tarninated projects
(prajects not suthorized for
design, coastruction, or fadri-
catign, or terminated prior to
tazpletion of An{ of these zctiv-

Project description, location,
construction costs and performance
schedules,

(2) “m-Built® architectura) and
engineering dravirgs (selected to
sdeguately depict the principal
architectural and engineering
features).

S years after praject
i3 terminatad.

1ties) costing $750,000, or Vess, {3) Photographs of cuzpleted praject.
which do rot fnvolve special equip-
ment, 3ysteas, or process prajects. {§) Construction Canpletion Reports.
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1Tt ITEM
MO,  DESCRIPTION OF RICORDS RETENTION PERIOD KO.  DESCRIPTION OFf RECORDS RETENTION PERICO
(5) Miscellanecus plaaning and design  Until project camplotica 3. (RESERVED)
records, information, and corre- or ternination, which-
spendeace essential to perfor- ever 13 eariler, 4. (RESERVED)

aance of the processes but aot
essential for praject record .
purposes {(such as interio progress
reports, prelininary drawings and
specifications, and cthor In-process
ntatica or inforoaticn).

2. PROJECT CONSTRUCTION FILES.

FINDING AIDS, (Indeses and other findiny
alds to Elisn and constructicn files. Destroy in accordance
with fnstructions
cavering the related
design and construction
records.

4. Wort{eg drawings and construction
specifications, “as-built® drawings,
shop drawings, standard drawings, tion, Tatfon, test, and operation
repdir end alteraticn drawings, of cquipnent, structures, plants, and
equipnent spectfications, operating end systexs. (Reference for nuclear fecili-
saintensace nanuels, equipment warrantee ties: Azerican Naticnal Stendards
data, firal fnspecticn and scceptince Institute (ANS]) standerd N4S,2.9-1974.)
reports, construction cost end schedule
data, space assigrment plans, and other [
essontial (nformation to docuaent the
conttruction process.

[$3] Fm" coxpletsd prajects.

6. QUALITY ASSURANCE RECORDS prepared,
received and maintateed in conjuncticn

ign, canufacture, construce

Records which would be of significant
value in dezonstrating capadility for
safe operation; in cuintaining,
reworking, repairing, replacing or
codifying the ftem; in deternining the
cause of an accident or aalfunction of
the iteo; and those which provide base-
line data for ingervice Inspection,

until the item 13
remgved from service.

Unti) discuntiecent or
dsposal of faciiity.
equipent, systea, or
process; or when super-
seded or obsolate,
whichevar 13 earlier b.
(see d., Delow, for
excaptions).

Records which verify that an activity
wds perforoed 1n accordance with the
applicable requirements but need not
be rotained for the Jifo of the plant
(2) For pra’ects terminated prior to or ite.

construction caapleticn,

5 years after construc-
tion {5 terminated (see
d., below for

(1) Records maintained In gompliance
exceptions),

with regulatory requirecents.

Retain in accordance
with current regulatory
requirecents, or for
nuclear facilities, 6
years after plant or
ften 13 put into
operation.

b, Construttion Comp IIMRECE
ented suwiry o project,

from design through construction
campletion,)
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tTen
N0, OESCRIPTION OF RECORDS RCTENTION PERIOD
(2) Records for ruclear facilities 2 years after plant or
which are useful through first fteo 15 put into
overhaul or reload. operaticn cr after first

overhaul or reload,
whichever 13 later,

{3) Records which are needed to 1 year after plant or
process and support claims rade item s put into
under the warranty, operation or upon
expiration of warranty,
whichever is later, =~
{&) Records which have mo value Until day after plant
after plant or iten is put into aor itea i3 put into
operation, operatien.

EXPLANATORY KOTES

Ites la_and 22

Criteria for the selecticn of architecturally, historically, and technologically
significamt files:

Architectural Significance,

Criginal Destgn, Pricary consideration should be given to those
ﬁliaings and ;aclliuu which are essentially criginal Ia design.
Although 1t may incorporate standard features, 8 uniguely designred
building or facility 1y one that was designed to ceet specific needs
or functions, and whose basic detign is not repeated in another

building.
Standard or Repetitive Design, I1f butldings or facilities use a
standard or repetitive E‘Wi. it iy not necessary to percanently

retain a file for eich bullding. A file should he retained, however,
for the bullding or facility most representative of the basic design,
for esch variant of standard designg, and for each repetitive but
stightly different design,

Architectural Style. Buildings which ecbody the distinguishing
characteristics of either a period or & regiona) architectural sytle,

Innovations, Butldings or facilities which include architectural or
mqimerhq innovations.

DOE_RECORDS SCHEDULE 22
Historical Stgnificance.

Adatnistrative Fusctions and Activities. Buildings which are
assocTated with the major functions of the Federal Government
(executive departoents, agencies, and bureaus) 2nd the msjor
activities of the various Feceral agencies,

Xaticnal fvents or Perscralities. Butldings or facilities which are
associated with events or persons who represent the broad history of
the country.

Mated Architect. Driwings by coted architects or engireers of
Both propnsed and canstructed buildings or facilities.

Controversial. Guildings or facilities which were involved in
cantroversy in regard to their design, constructicon, or utilization.
Projects terminated because of cost overruns, safety hazards, and eavi-
ronnentsl hazards are incluced.

Technological Significance.

This category includes files of such projecty as first-of-a-kind enerqgy
resedrch, developsent, or deconstraticn projects or cther unique butlding
or facility projects, Since this i3 a broad category which covers cany
different types of technical factlities, specific details have aot been
attecpted. HKowever, pernarent records relating to these objects can be
chosen more selectively than records relating to buildings. [n gereral, l
files which show how the project was designed, corstructed, and gltered,

should be retained for 2 selecticon of the rost unique structures and for
a representative szzple of repetitive snd sicilar structures.

A selectien which 13 to be based on engineering and historical
significance should consider projects which include engineering finnova-
ticns or prototypes, projects which have achteved natiomal acclain or
controversy, Or grojects which represent the rmajor product of an agency
{such as MASA‘s gpacecraft or TVA's hydroelectric projects). Representa-
tive sacples should be based on the type of structure or project, cost,
and regional varistions, Structures and criteria used by the Historic
American frgireering Record and similar comprehensive 11sts can serve ay
a2 guiceline and ointoun standard.

1t should be noted that cocprehensive site development plans ¢r master
plans are closely related to raps. These comprehensive plans can be
evaluated 1n terms of cartographic records (see Schedule 17), while
individusl Butldings and facilities within the systes can be evaluated on
the basis of thig schedule.
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DOf RECORDS SCHEOWLE 23
EQUIPMENT CONTROL
OPERA

NTENANCE

Recerds descrided in this schedule are those generally ratntained by property and
plart aanagesent personnel fulfilling their responsibility for the management,
control, accountadility, caintenance, and operation of cobile or statiocnary equip
cont snd personal property. Fiature-type equipment requiring ute of design snd
construction drawings for repalr and caintonance is coverad by Facility Records
{€RS 15). This schedule covers pertonal property, equipment, cuchingry, machine
tools, vehicles, office equipment; and accessory and auxiliary ftens, and spare
parts; exclusive of cotor vehicles (ERS 10). Equipmont rucords may conplezent

or supplecent procuresent 2nd supply records and accounting records,

Recerds oay be segregited into groups by equipownt kind, type, purpose, use,
location, valuation, or other assigned category, €.9., plant, office, supplier-
owned, personal-use, tool receipts, loaned proparty, borrowed property, and
control led-use equipognt, Records cay be either as brief or as aeut{ed as is
reguired to efficiently manage equipment consistont with its value, usage, or
servicing requirazents, In tame instances, coples of a prieary control record are
used for zdditiona) secondary record or indexing purposes, 0.9., & duplicite
equipcont invantory card 1s filed by neme of sccountable ecployee.

1T
NO. DESCRIPTION OF RECORD RETENTION PERIOD

1. EQUIPKENT CONTROL RECOROS are property
aceont. ty records which constitute
an invertory of equipment, personal
property, and spare parts.

a. Inventery Lists. 3 years from date of
st
b. Inventory Cards. Includes history ) years after & new
inforcation cocumanting acquisition, control card s prepared,
usl?rmnt. or 2ccountability;, ang or 4 yoars after equip-
final dispositien. mnt or property i3

recoved froo control.

c. Adjustoent of Inventcry Authorizations. 4 years after date of
eports of survay and other papers used authorization or date
a3 evidence of zuthority to sdjust of posting action.
inventory control card.

DOE RECOROS SCHEDULE 23

DESCRIPTION OF RECORD RETEATION PERIOD
d. P rty Transfer Files docuenting
accountablTity tramsfers of property
and equipment,
(1) Copy in proparty accountadility 2 years after date of
offica. posting inventory card,
(2) Copy in offices transferring 1 year.
property.
EQUIPKENT MAINTEMANCE RECORDS, INCLUDING

A

a. Suxary ledger ¢r card records 3 years after property
reflecting maintenance and repair. is disposed of or
recoved frea control.

b. [Inspacticn, service, msintenance,
and repair records,

{1) Records reflecting unresolved 3 years after resolu-
mnitored probleas. tion of problea.
(2) Records reflecting satisfactory 3 years following

inspection, service, calatonsnce, close of fiscal year
and repatr; includes requests for  1n which work i3 done,
sarvice, repair orders, work

orders thowing dates of scheduled

or canpleted aaintenance or service,

billings, and faspecticn reports.

QPERATION ANXD T o . Equipaent 3 years after date of
gars and work sheets providing cost last entry.

and expense data for equipment

caintensnce or operaticn, reflecting

schoduled and 2ctual hours

of opsration, hours idle, and repair

hours.

Attachment IV-1
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DOE_RECOROS SCHEDULE 24

SPECIAL MATERIALS ACCOUNTABILITY RICORDS 1T
NO.  DESCRIPTION OF RECORDS

RETENT10N PERIOD

OOE specta’ msterials accountadility records pertain to docwmmntation involved in
the allocation and transfer of myclesr cutertal, Transfer of special mxlesr b. Report files of Matertals Leasing
natertal DOE-ownad scurce caterial, and certain other 0Of-owned naterial transe Office, including related

ferred within the United States or between the United States and fcreign entittes correspondence.
13 comtrolled. Records included In this schedule cover aaterial transfer, :
reporting, inspections, requasts for matertal, allotoents, and allocations. (1) June 30 and Decenber 31 reports 25 years.

1TEm
NO.

[ren

subaitted by lessoes.

u0. QESCRIPTION OF RECORQS RETENTION PLRICO (2} Al otheet. S yoars.
1. REQUEST FOR MATERJALS, Requests for 4 years. c. Report files of fleld offices 4 years.
specTal, source, and (1ssionzble catertals: fncluding related correspondence.
Files adintained by accountedility stattcns
to suthorize and control tha use of SS 6, REPURTS OF APPARINT LOSSES of source 5 years,
naterials under the allotment systen, and of ngclear caterfal {Losses as dofined
ir. accounting for transfers. by directives fssuved in the 5630 series).
2. MATERIALS ALLOTHENT FILES. Source and a. Cases which are of widospredd public, Percanent,
special nuclear naterials a)lotomnt govern=ental, or congressicnal
files: Rocords documanting requasts interest, sudject to review overy
for onmual allotoents and gpecial 10 years to verify that reports
atlotments of source and special should recain 1n that category.
nuclear caterials, and actions taken
by higher suthority {n concurring with b, Others, subject to review every 10 25 years.
or ¢aending estinated requireents, years to ascertdin that report
end in estahltishing allotoonts. still represents an apparent loss,
a. Files of offices responsidble for S yaars, 7. REPORTS OF SHIPPER-RECEIVER MEASUREMENT
the establishzent of sgurce and pertaining to transfers
special nuclear caterials allotcents, of 33 calerial between fastallations
together with related correspondence. under tha sime operaticns office and
under different operations offices, and
b. Files of cparaticns offices pertatning 2 years. containing conclusions, recoendations,
to each organization requesting source and resolutions of the aeasuresent
ond special mclear aaterials; and differcnces.
consclidated requasts for allotoents,
together with reloted correspondenco, 2. Coples forwarded to stoff office 3 years.
adainistering $S accountabiliny
3. MATERIALS ALLOCATION FILES. Spectal systea.
rescarch and reactor csterials allocation
files, consisting of records concerning b, Copies filed in operations offices 2 years.

DOE_RECORDS SCHEQULE 24

DESERIPTION OF RECCADS RETENTION PERIUD

estinated requirtments of deryliium,
zirconiun, hafniuz, hgavy water, and

1TEn
X0. DESCRIPTICN Of RICORDS

and in shipping and recelving
installations,

DOE RECORDS SCHMEDULE 24

RETENTION PERIOO

N 8. §9 TRANSFIR JOURMALS caintofned by 3 yoars after date
Teh te. ucowu:.ab 1ty s:al ons as & contiruing of last entry,

rd of contrector's
a. Files of offices with authority te 3 years. control raca:

aake allocations, tegether with
related correspondence.

b. Files of operatioas offices, 2 yoars.
cong st ing of estimates sybnitted
by contractors projecting special
eaterid) needs over a J-year period.

c. Files of approved allocations ia 2 years.
area offices which handle the
supplying of special caterials.

SAFLGUARDS CONTROL SURVEY FILES. SS S yaars.
matarial survoy or epgraisal Tiles

congisting of warking papers gensrated

in tonnecticn with nuclear caterials

aunagesent survey and appratsal

ectivitios, including copy of final

repart.

ACCQUNTABILEITY RIPORTS. Source and special

micTesr materials balance and accountability

reports files consisting of perfodic reports
and related dacuments cozplled end subaitted
by comtraciors, lessess, ond DOE field
offices, and 1ncluding the files of the staff
division responsidble for adainistration of
the 55 Material Accountability System.

a. Report filas of the staff division
adainisiering the accountaditity
systea,
(1) June 30 and Decaber 3] reports. 25 years,

{2) A1l others. S yoars,

inventories, to which are posted
recelpts and shipments of $S cuterials.

9. S5 MATERIAL TRANSFER FILES (inter and 3 years,
1ntraplant transfers}, ceasisting of

recaords utilized to account for
trénifers frod one unit to another
within produttion plants or factlities,
or between such plants.

consisting o aras UP-14] or
equivalent, used in the transfer of
source and speciol nuclesr materials,
or other material controlled by the
$S cuterials accountadility systen.

3 fiscal years.
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2.

Recards covered by thls schedyle taclude the following classes of records:

{a) safety managecent; (b) medical and health research; (c) operational records
for health units, fire units, and biological hbunusrlcs () 1ndividual case
files of ecployees exposed to harirdous or toxic subsun:ﬂ. or radlcactivity;
and (e) fecords of DOf-controlled activities reflecting the protection proviced
to ecployees, the pudlic, property, and the eavtronzent during the conduct of

DOF RECORDS ScHEDULE 25

SEDICAL, MEALTH, SXD SAFETY RECORDS

the activity,

1TEm
R0,

1.

BESCRIPTION OF RECORDS

d.

f.

DESCRIPTION OF RECORDS
SAFETT MANASEIENT RECORDS.

a. Occurrence (as defined by the Assistant
ﬁrﬂar, for Envirorcent) investigaticn
1les,

{1} Report files maintained by the
Division of Operaticnal and
Environ=ental Safety,
Headquarters,

(a) Files on occurrences which
were of wicespread public
and congressional interest,

Percanent.

{b) Files on all other
occurrences.,

80 years.

(2) Files maintained by field
organizations, including a copy of
the report, related correspondence,
technical data, statecents of
witnesses and ecployees, other
relevint iInformaticn &nd data.

1S years.

b. Reports of imspecticns, appraisals,
audits, studies, and pertinent
correspondence asintained by
organizaticnal units responsible for
sofety of facllity, covering unsafe
conditions, hazards of criticality,
fire hazards, fires, and explosicns,

10 ywars.,

DOE BECORDS SCHEDILE 25

RETENTION PERIOD

together with gccident statistics,
oxclusive of individual accident
reports.

Records of reports of routine safety 1 year.
fnspections, Including evidence of
action teken,

Reports, statistics, and correspendence 10 years,
relative to traffic and preperty

damage accidents, tncluding records

rolative to sucmaries of Industrial

personal infury accidents, exclusive

of cases involving perscnal injury,

Reterved.

Prescriptions for safety glasses. 6 ronths.

WEALTH UNVT RECORDS,

12 years after last

4. Individual ‘_“E"’i" Health Case File,
oros, correspondence, and other entry,

records relating to an esployee’s
nedical hstory, occupatfonal injuries
or diseases, physical exeainatiens,

and all treatcent received in the
Health Unit, EXCLUDIKG records of
expoture to toxic substances, toxic {
cheatcals, and to unique occupational
hazards of the atenic energy prograc
(um 7, this schedule). Also

ext m preecployrent physical
extoinations and dlub!lny

retivecent and fitngss for duty
exanindtions which are filed in the
Offictal Personnel Folder {OPF) upon
separation of ecployee (Ref: FPIS
NJ-JI{ Those recerds not required
for f1ling 1n the OPF, tf not retained
by the agency, cay be tramsferred to the

RETINTI(R PERICD

[TEM
nO.
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DESCRIP1ION OF RECORDS RELENIION PERJOD

e. Asbulance service reports. 3 years.

f. Fire alam systen tests, radio 1 yeor.
comunications 1ogs, reports on inside
and cutside fire drills, datly force
reports, and building inspections.

g. Auxiliary brigade attendance and 1 year.
training records.

h. Fire tryck records and controllm 1 yesr.
burning reccrds.

KEDICAL OR HEALTH RESEARCH PROJECY CASE
FILES reflecting the history of the
resparch project fron initiaticn to cocple-
tien, including research, cevelopment,
aengn and test rusulu. included are
records such as: project proposal; review
pesoranda and coxwnts; project authorizae
ticns and directives; coples of unpudlished
canuscripts, journal articles and conference
papers; progress reports; correspondence
inflyencing the direction of the project;
and 1ists of pudblications and filos
resulting froo the project. Also included
are the records of any subsequent studies
resulting froa the research.

Permgnent.

RECOROS OF P[ﬂSONN[l EXPOSED TO HAZARDOUS

ecor s prepar n the
Wl business establishing
exposure of personnel to hazardous
concentrationg of toxic chenicals and
other oaterfals, excluding radionuciides,
and individual employee files.
a. Standards, operating guides, and Permanent.
procedures, including revisicns and
background records which estsblish
operating practices.

DOE_RECORDS SCHEDULE 25

1TEm
NO.  DESCRIPTION OF RECORDS

local Federal Records Center. Under no
cln’.munm should these files be

tional Personnel Records
Ccnur lm).

b, Indivicual Health Record Files, Cards
ch contain such Information as
date of exployee’s visit, dlsgnosis
and treatoent,

last entry.

€. Health Unit Contro) Files. Llogs or
reqTsters reflecting y nuzber of
visits to dispensaries, first aid
roaas, and health unfts,

{1} 1f information s suxmarized on

statistical reports, entry,
{2) If tnforcation 1s not suzmarfized. 2 years after last
entry,
3. FIRC UNIT RECGADS,
4. Namm, investigation, and incident 10 years.

reports relating to various types of
fire alarms and investigations of
fires; including source data concerning
fires in which fatalities may result
or when srion s suspected.

b, Fire extinguisher history records and
fire hose records,

seryice,
€. Fire extinguisher inspection records 1 year,
showing description of extinguishers,
recharging data, and ngses of
inspectors,
d.  Fire station operating logs. 6 years.

RETENTION PERIOD

6 years after date of

3 conths after last

1 year after recoval
of equipzent fron
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11EM
N0.  DESCRIPTION DF RECORDS

b. Operating plans for specific jobs
within the scope of the above-
established operating practices.

¢. Recards and investigations estadlishing
the extent of eployee exposure (O
toxic chonicals and raterials, These
recorgs should be filed in the Health
Physics perscrtel folder (iten 7 below),
wherever possible.

d. Industrial Hygiene logsheets recording
surveys for industrial hazards other
than radiation and contzzination,

(1) Surveys indicating na industrial
hazard.

(2} Surveys indicating a potential
industrial hazard,

6. RADIATION.CONTAMINATION CONTROL PROGRAM
providing an accyrate, guantitative

description of the esposure of persoanel
to eaternal raJiation and internally
deposited radionuclides, including
developront of appropriate regulationy and
procedures used a3 A basis for the radiation-
contamination control progren.  Eacludes
individual employee files.

a. Personnel Exposure Dose Record,
TndTcating rashﬂun exposurc dose to
the indtvidual due to alpha, beta,
garca, and neutron ridtation as
deternined by persomnel rodiation
acnitcrs or by estinates dosed on
other radiaticn dose tnstruments.

(1) Results of equipment calitration
estadblishing the authenticity of
the above dose results,

OCE RECORDS SCHEQULE 2§

1Tem
%D, DESCRIPTION OF RECORDS

(2) Automatic data processing system
prograas, codes, {nstruction
tpes, and discy 1f used for
retrieval of iten 3 idove.

(1) vorksheets, requests for analysts,  Untf)
chart records recording informa- above
tion which =ust be interpreted
or fyrther codified defore use, year,
dutocatic data processing system
input records, other Information
used in interin calculations or
to verify that recorded dsta s
correct (for exizple: checksheets),
fila2 badges, and statistical
wonaries duplicating the zbave
enposure Qatd.

b, Tecrnical Standards, Operating Guides
Ea;ﬁ%r-;oii ﬁug!ﬁ; and gag!agm{"
cntaninaticn Lontro roctecures
dewcribing the technical and

sdxinistrative Dasis for the radiation-
cantanination protection progran,

{1) Historical file of standards,
quides, and procecures, including
revisicns, and background
recaords defining phtlosophy In
development, methods of evaluation,
and code and scope of radiatien-
contaaination projection efforts,

(2} Oetail plans for spectfic jobs
performed within the scape of the
ebove procedures and similar
records relating to routine daily
operations.

€. Logdbooks {crronological Afstory) which
provide a concise sw=mary of shift
ang daily activities, including unususl

RETERTINN PERIOD

1 year.

75 years.

75 years.

Until related facility
is dismantled.

75 years.

15 years.

RETENTION PERIOD

1§ years.

erposure record
has been verified

ang appreved, or |

whichever i3

earlier,

Permanent,

t yeaor.

15 years.

1Ten

KO,

DOE 1324.2
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1T
NO.  DESCRIPTION OF RECORDS

fncicents, radiation and contzatingticn
problems, release of radionuclides to
work sreas or pudlic rones, finterpre-
tation of unusua? chart recordings, and
sioilar {tems.

4. Routine Radiation angd Contenination
Turveys ard air scaple Togs, Tncluding
resuTting laboratory amalyses and
aquipment calibraticns, tndicating no
unusual health or safety problems,

e. Recorder Chart Records of radiation
and contanlration detected by air
activity conitors {gasecus and
particulate) and ionitation chesbers.

f. Reports and Enqireering Studies of
unusval raihlicn or contzaination

probless,
7. ANDIVIOUAL ERPLOYEE HEALTH MAZARD CASE
fFILE. vidual ecployee tonic chenlcal

or Gaterial exposure history file, including
radiation exposure (bath internal and
extornal}. HWecords include those of
visitors. Each file provides a record of
an individeal®s exposure, including both

negative and positive results; ond shall
|ncrae:

4. Records of skin and nasal contenination
incidents, including decontaatnation
details,

b, Incidents involving contsminated
injuries, along with decontezination
and treataoent of suth injuries,
1ncluding tourniquet tice records, if
used,

DOE_RECORDS SCHEDULE 25

ODESCRIPTION DF RECORDS

€. Results of Jirect ressurezent of
redlation froo the chest, specific
argans, or whole body.

d. lavestigations of the following types:

{1) Assiztlations of radiocictive
aaterials In excess of standards
and control guides;

(2) Missing or unusual personnel radiation
exposure data;

(3} Radioticn exposures exceeding
quarterly to yearly exposure guides
and standards.

e. Reccrds of bioassay data.

(1) Positive laboratory results on
102352y sesples {urine, feces,
plood) used to determine interna)
assiailaticn of a radionuclide by
an individual.

(2) taboratary results indicating no
asstnilation of radiozctive catertals,

(RESERVED)

ENVIRONMENTAL CONTAMINATION MEASUREMIRT
RECORDS 1a|:al‘ng presence ond azount
of contzainat ing catertals (including
radiosctive materialg) in samples of air,
water, earth, biological {anima) and
vegetation) and spectal caterials froo
ongite and offsite locations.

3. Procedures which detatl the oxthods
used and frequency of analysis of
envircmeental sacples.  Includes

RETENTION PERIOD

75 years,

Unt1) purpose s served,
or 3 conths, whichever
iy earlier.

100 years.

7% years.

RETENTION PERIOD
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%0, DESCAIPTION OF RECORDS

RETENTION PERIOD

records or correspondence which c. Machins-Resdable Data taken froo unti) entered in
give the philesophy and scope of Wrksheels (1ee n. below) pertaining to  biology notebook.
tepling, provide interpretaticns of radfological analysis or beta
results, and detad) the plans for analysis of anizal or aquatic 1ife,
sazpling and analysis of envirorcental used for organizaticn of deta for
sa=ples. entry in dbiology notebooks,
(1) Goreral procedures. Permanent. d. Necropsy Protocols recording data 15 years, or ) years
:nl‘odh &rlng autopsies rrlomed after copletion of
(2) Specific procedures. Until analytica) results on anfosls, fncluding pathologic study, vhichever i3
are verified, accepted, disgnosis of various organs and later,
and suwrized, or § glands. Provides source data for
years, whichever is anfoa) case histories (seo e. below)
earlier, and {3 pertinent to the evaluation of
expericental results,
b.  Aalytical Sumaries of results of until analytica) results
anslyses, (nclu: results on are verified, accepted, e. Mmical Case Histories recording such 20 years, or ) yeary
standards or other calibrations used and suxyrized, or S acty 45 08 roo \azding records, after cazpletion of
to estedlish the validity of analytical years, wvhichever i3 treatzent records, genealogical study, whichever i3
results, earifer. recgrds, gestation periods, laxding later.
dates, nu=dDers, sean, weight,
'N L_.,g_;_ coatatning pertinent sampling tntd) analytical results {oportant in the evaluation of
or mnalytical calculaticns, observa- aro verified, accepted, espericental results and as 8 sgurce
tions, and interpretaticns of results. and suzarized, or § of entries to diology motebocks.
years, whichever (3
easriier, f. Inyroid Count Records consisting of 15 years.
G&h“ny cards Tisting data taten
d, Norksheets, recorder charts, Until enalytical results froo anipal thyroid count worksheets
atory analysis requests, redio- are vorified, accepted, (see n, below). Records provide source
autogragh fila, dosicoter data, and and sumzarized, or § of data entared in diology notebooks.
other interin records or cevices used years, whichever 13
in ¢eteraining the basic data froo earlier, 9. 2 years,

which results (n ites b., above, are

odtained.
e, Notebooks of laboratory techaiciens

] @14 {nspectors concerned with
earth sciences.

DOE _RECORDS SCHEOULE 25

Until analytical results
are verified, accepted,
and sumarlzed, or
years, whichever 13

Radia Mmalysis Sasple Data describing
coTTected st=ples, counted sarples,
and 1Msting the Deta count, decay
factor, snalysis factor, and remarks,
This record {3 useful to acculate
data for transferring to keypunch
cards, and t3 usefyl curing retention
period for checking errors on such
cards (related to ¢. above).

COE RECORDS SCHEWLE 25

1TeEM
nlu;?' GESCRIPTION OF RECORDS RETENTION PERICO W0. OESCRIPTION OF RECORDS RETENTION ¥ER100

f. Data gathered to ceasure residual Permanent . h. %"_v_‘“‘ B'°_11L1__“_¥_'° Data Malysts showing 2 years.
contzaination of soil and ground pe of ssmple, Tocatign or scurce,
water with long-lived radiosctive or :uar\:g?oln;o::t:m;n:»c::gdq“u
or! n factor re
toxfc substances at or near OOE sftes. (oelited vo o .”;.).
. Eavi ntal Monitoring Reperts and Permanent.
9 loph% reports defining "..&"‘..m‘ 1. Decay Curve Data Sheets used o 2 years,
&nd levels of radicactive contanina- 133"“’1 and verily charecteristics
tion 1z sofl or real estate, of redicactive s&iples tested under
laboratory conditions,
0. RESERVED
! R ! J. Msorption Curve Data Sheets listing 2 years.
n. smoc;g% LASORATORY RECORDS docuent! mp;O nuzber, saapie sesignation,
prograa 3 ch data concerning l.h:g dete saopled and related facts,
effect of radiation on anical ang aguatic cbserved laboratory resctions, and
11fe are accuzulated, evaluated, and corrected entries.
reed.
repo k. Dafly Counter Backgreund Reports, 2 years.
. Rassarcher's Biology Notebook "s[*ng conting |ns!ruﬁn§s and
. containing all notes nﬁlm% to semerizing all the background dats
laboratery experiments, including recorded on radiaticn counters on 2
cbsorvaticns and caleulations, and dally basis, Reports are transcribed
all other data pertinent to the to results of a)) requasts for
enpericent, including discussions analysis, such as fteos g, and A,
by the resesrcher and conclusions, adowe.
(1) Resesrch motcbooks deemed by tho  Permanent. 1. mlylcnl lau_ms m::-in:ng.mpm 2 years.
DOE, contractor, and t or whlc retary analysts {3
tuﬁoullnmrm;n to n':e du:m'l. (ncludl?gur:::ns of "T
enceptional value becsuse of the analysis, and rela acts pertinent
Mghry significant nature of the to l’:"ll or to "’:“;"u':""iﬂ
research involved or uniqueness counting requests. Inforcation froa
of the research. this record {s abstracted to biology
rotebocks (a. above) for correlation
(2) Al other notebooks. 15 years. and evaluation.
2 years.

. Photanicrographic Requests and
b, Pertodf. Raports relating to sctivity 6 years. l a, _!_;S_E 5%5
and progress prepared wackly, conthly, 1 Tequests Tor relatad p raphic
and anmally froo data cecorded (n work, (ncluding Instruction and
blology notebooks described in (a.), Justification,
above,
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1TEX
KO, DESCRIPTION OF RECORDS RETENTIOM PERIND

- a, Lgbgr§3¥g Horhheeu; recording data § years,
pertaining to animal birth records,

anima) weight, anical treatrest,
habit patterns, thyroid counts, and
related data cozpiled in anhu' case
histories and useful in evaluation of
experirental results.

0. Animal Tissue Preparation Request 2 years.
$ting tissues to prepared, fix
to be used in laboratory, thickness of
section, stain to be used, spectal

instructicns, and schedule of
campletion,

p. Radjatien Ccunter Control Data used to 1 year,
walrtain correct operating conditisns
for radisticn detectien instrucents,

q. Radiatien Ccunter Plateaus listing 1 year.
equipaent mucber, tube mEber, date,
time, mica window thickress, voltage,
Tights and total counts; used to
deternine and 143t the operating
condition of radistion counters.

r. Spurce Dats Card Files used to check 1 year.
sccuracy of radiaticn counters against
the known calibratien standards

published by the U.S. Bureau of
Standards.

12, PERSONAL INJUAY FILES. Forms, reports, S years.
correspondence, and related medical and
investigatory records relating to on-the-
Job injuries, whether or not a claim for
co=pensaticn was made, EXCLUDING coples
filed in the Official Personnel Folder
and ceples jubaitted to the Departrent
of Labor.
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DQE RECORDS SCHERULE 26 DOE RECORDS SCHEDULE 26

LEGAL RECORDS 1eM
—_—— KO. DESCRIPTION OF RECORDS.

INVEMTIONS INVOLYING CONTRACTS(NUCLEAR
R Ll NERGY M|
== centaining

correspendence with contractors regard-
ing U.S. patent applications referred
for review under sections 151 and 152
of the Atonic Emergy Act.

RLTENTIOH PERIOD
Legal records include the files created in the provision of leyal services -

to the departoent. Legal services protect the legal and finamcial rights of
the Government, the Department of Crergy, and persons directly affected by 8.
the Department’s sctivities. The records retention standards in this schedule
include Patent records, Litigation files, and True Copy Certifications.

1TEH
NO.  DESCRIPTION OF RECORDS.

1. INYENTION DOCKETS containing copy of
nvention disclosure and pertinent a.
correspondence.

RETENTION PERIOD

151 =C*" Reports and Applications:
(1) Headquarters. 25 years aftur date

a. Active cages under investigation. of last action,

Retain,
b. Inactive cases, abandoned

30 years. (2)
applications, ang closed iteos.

Field Offices. 10 years.

b. 152 Applications:

2. U.S. PATENT APP“Q!‘QN case files contain-
ng record of invention disclosure, record 1}
of iaventicn, draft of patent opplicatian
with inventor's notes, copy of patent
application as filed in Patent Office, (2)
pertirent correspondence, anendsents,
reparts, and references as follows.

Headquarters 6 years after patent

expires.

Field Offices. 10 years after

referral from H).

9. LITIGATION FILES reflecting all aspects

&, Authorized and under prosecution, Retain, of DOE or coatraclor litigaticn procecdings
including suspension under and docucenting the General Counsel sctions
secrecy order, taken in protecting the interest of DOC

and the Federal Goverrment. Recerds

b. Issued patents (docestic and foreign), 25 years. consist of general reports, investiga-

tion reports, analyses, recoamendations,

3. PATENT CONTRACTS subcontracts, and purchase and coples of contractual records,
orders contalning miscellanecus correspon-

dence and related papers pertaining to a, Significant case files detewmined Percanent .
negotiatfon of contract patent provisicns, by COE to have had a significant

taventicns or discoveries concelved under effect on a statute, regulation,

contract, reports and papers reviewed for or rule.

patent clearance, and patent clearance of

terninated contracts. b. Intense public interest cases-- Permanent ,

determined by NE to have
attracted the interest of o

DOE_RECORDS SCHEDULE 26 DDE RECORDS SCHEDULE 26

1TEM ITEX
Y0, OESCRIPTION OF RECORDS. RETENTION PERIOD HO. DESCRIPTION OF RECORDS. RETERTION PERIOD
3. In megotiation, Retain, Congressional Comittee, the

Executive Office of the

b. Active. Retain. President, or nationd) wedia.
c. Cleared (purchase orders, price and 10 years. ¢. Cases reviewed by the Supreoe Court. Permanent ,
subcontracts).
d. Cases involving persenal injuries 75 years,

4. PATENT LICENSING REQORDS containing license 25 years after
ogreecents and assign=ents in U.S. patents fssuance of
and pertinent correspondence regarding patent,
axecytion of license agreesents and e.
royalty paymeats.

S, EMPLOYEE PATENT AGREEMENT FORMS {DOE form
greenent Covering Discoveries,
Inventicns, and Ioprovements,” signed by
al) employees at tioe of employment.

6, DOCKET FILES (PATENTS) containing findings, 11.
erainstions, and statecants of reason,

decisions, backup caterial, and

4lleged to have been caused by
radiation.

Other cases. 10 years after case
is closed.

56 years. 10.  INVENTICN DISCLOSURE LOGS AND LEDGERS
showing invention disclosures reported,
date, dispesition, and U.S. Patent Office
actions.

10 years after
last entry.

TRUE COPY CERTIFICATIONS certifying or
evidencing true copy nature of matertal
subnitted for publication in the

1 year.

correspondence with the Patent Compensation

Board, U.S. Court of Appeals, and U.S.
Court of Claims.

a.

b,

Aeadquarters,

Field Offices.

7. PATENT INFRINGEMEMY FILES containing copies
of patents ch have been or possibly
aight be infringed; perticent
correspondence regarding use of patented
process, device, or material; copies of
purchase orders ard cther backup material;
Court of Claime petitions and actions.

4.

b.

DOE Headquarters.

Field Offices and contractors.

25 years,

10 years.

30 years.

5 years after

final action.

Federal Register or elsewhere, 1ncluding
copy of material to be pudlished, evidence
of certification of true copy, letter

of transaittal, and related correspondence
and docunents.
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DOE_RECORDS SCHEDULFS
SUBJECT INDEX

Schedute® Itea*

Access pernits for restricted data 18 !
Account ledgers and cards 8 6
Account sbility records, SS

oaterials F]
Accountahle officers' sccounts ] 1
Accounts current 6 1
Accounts paysble index [ 1>
Accounts receivable files 6 12
Accounts recefivable invoices 6 1b
Adafinistrative, cost and

final reports an con-

stryction projects 16;8 8;7
Adninistrative canzgecent 18
Alfen visit files 18 2,24
Allocetion files, SS raterials 24 k]
Allotzents 7 3
Alloteents, payroll ? 4
Aunition stock repcrig 23 la
Announcerents 16 1c
Applicant ovailability files 1 15
Applicant evaluation files 1 15
Applicatton Patents 26 4
Applications fer ecployrent 1 1%
Appropriation reports 5 1
Appropriation warrants 6 L]
Arrest case files 18 15
Arrival and departure files, travel 9 5
Augit reports and files 6 2
Automatic dita procetting xn
Awards, ecployee

tmployee 1 12

Ferni-lswrence 16 "
Badge cr pass records 11 4
8ids k] 5
8111ings covering contractor

expenditures 6 1
8111s of lading 9 1
81113 of ratertal, construction 9 1

*Ites(s) in the iteo column preceding the first senicolon are found in the
schedule preceding the first semicolon in the schedule column. The same
relationship applies to additional semicolons,

Schedule Ites
2101691cal records 25 11
Sonds and warranties 3 4a
fonds, performance 3 1.4
Bonds, savings 2 5,6,7
Bonds, surety 6 6
Budget files 5
Budget of fice activity reports 16 8
Buaget office correspondence 16 s
Butlaing Vists 15 1
Butlaing maintenance n 5
Calibration records 25 6{a)l

Cash recetpts and disdurseaent
Journal files ?
Certificates of availability 1
Certificotes of settlecent 6 k]
Change slips, payroll 2
Clatas files, centractor
eanloyee 6
Clatos files, worimen's
coapensatien and public

11apility 6 1
Classificatian progras

nanagecent files 18 1
Classification or éeclassification

case files 18 1
Classified document control

and accountadility records 18 3-8
Classified Gocument receipts 18 3,62
Cleararce files, facility 18 10,11
Cocaittees 16 1
Coz=munications 12
Conmynications ynit adainistrative

operations files 16 5
COMSEC records 12 9
Conferences, pericdic, papers pertaining to 16 12
Consolidations of Top Secret cocuments,

notices of 18 ]
Construction, enginecering and cesign 22
Cantaninaticn cedsurecent records 25 9
Contreband receipts 16 H)
Contractor e=ployee clains files 2
Contractor payrolls, construction k] 12
Contractor wage policy file 2;16 24:5¢

Attachment IV-1
Page 319

Contracts

Control forms, classified sail
Controlled caterial
Correspongence files

Cost reports ledger and data
Cost schedules

Courier receipts

Cover sheets, Top Sacret
Cryptographic records

Dats sutocation records

Oocumentation

Master files

Processing files
Declassificatien
Declassificaticn flles, patent
Deductions, payroll
Delegations of authority
Demurrage
Design data

Destruction certificates, classified docunents

Destruction certificates of Top Secret

docunents
Dtrectives, mansgecent

Disbursecent of funds, schedules of contractors

Discrinination complaints
Otspentary 1053 or reglsters
Cispentary treatment record Cards
Disposal of property
Orawings

Construction

Nuclear weapong

Research and Developsent
Orivers’license and testing
Drugs ang earcotics files

Electronic data processing ( OP)

Elevator inspecticn reports

(oergency supply records

teployee financial statement

taployee health statistical summaries
and reports

(=ployee interviews

toployee cedicy) history
Ezployee recerd cards
Eoployee suggestion case “lle
Cngineering ana design
Cnvironcental contzafnaticn ceasurcoent
records
Cque! e=ployoent apportunity
Couipzent utilization and history
Exaaination files, resctor operator
Excess property
Cupenditure accounting
Cxposure records
Mazardous naterfals
Radiosctive materials

Facility clesrance files
Facility operations files
Federal reatster certifications
Fleld test records (ruclear weapons)
File badges
711n negatives
Eavironzents) contzalnation measuresent
Cupericent and test
Personnel radiation esposure
Financtal plang
fire arills
fire records
Firearns qualification record
First ald treatoent
Forns standardizaticn and control
Freignt bills
freight records, losses, niscellaneous
Frelght transportation paycent records

GA0-00C activities reports
Garnfsh=ent ang levy records

General Accounting Office enceptions
General ledgers

Genera) sudject files

Grants

Guard force

Guard orders

Schedule
25
1

1
4,22

-
DOWRNONG COO

4

8
46l
19
5
8
7
k)
6
9

-4

-

1tea
22,57
12,13
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Schedule 1ten Schedule Itea
Hazardous oaterdal, Packing 1{sts ] dc n
Exposure to 5 5,6.7 Particle acceleration 19 15
Shipping (redipactive and fissilel) 9 6 Passenger transportaticn 9 3,4
Health records 5 2 Passes, property or opterial resoval 18 1 i
Nigheay operation and oaintensrce files 22 Patent files %
Household effects, shipoent of 9 1 Patent agreesents 26 4,5,6
Mousing, Jease 15 16 Patent applicaticns 26 2
Patent closrances 26 b]
Incoze tan 2 180 Patent dockets 26 [
Individue) earning and service card H 1 Patent infringecent 26 7
Inforaation services records 14 Patent ledgers and logs 26 10
Inspection reports, construction 22 Patrol force 18 14
Inspection reports, safety and fire protection <] 1 Patrol officers’ reports of Inspection 18 00
lnscrance certificates 6 6 Patro! supplies and equipaent, receipts
Insurance deductions, reports of 2 22 for and fnventories of 2 1
Insurance policy files 6 6,10 Payrol) adainistration correspondence 16 5
Insured oafll 12 5 Payroll alloteents 2 4
Interagancy sgreccents i ] 4 Payrol) change slips 2 15
Invention dockets 14 1 Payrol) certification sheets 2 13
leventory ) 10 Payroll, construction contractor b ] 1
Inventory of cajor equip=ent 23 1 ] Payrol} control registers 2 14
{nventory of patrol supplies and equipent 2) 1 l Payroll deductions 2 4,21¢,22
Inventories of classified documents 18 5 Payrol) files, individual H 4
lavolces, stores accounting 8 3 Payrol) fiscal schedules 2 16
Payroll, ceoorandun coples 2 13
Laboratory biological records 25 1n Payroll, overtice authorizaticns 16 5
oratory notebooks 19 6 Payroll, pension plan records 6 10
e flles, housing 15 Ic Payroll, reports 16 8cl1)(d)
Leases 315 4:1c Penalty cail reports 12 7
Ledve records 2 %10 Pension plan records 6 10
Ledgers, generel ? 2 Personnel 1
Ledgers, cost report 8 8 Pesornel sctions, notificaticns of 1;2 1a:11
Levy and garnighoent records 2 23 Persornel ceflings authorizations (budget) 2 12
Licensing (now certification) of reactor Persomne) correspondence 1 3,174,17¢,188
operators enforcecent files 1 2 Personne! folders, health physics 5 7
Lock 4nd key control files 18 17 Personnel folders, officlal 1 1,10
Personnel nanageseat correspondence 1;2 1411
fachine resdsdle records ([CP) 20 Persornel radlaticn expasure records 25 [
i 12 5,6 Persornel statistical reports 16 8
M, followp 12 6 Photographs (See also Audiovisual) RS 21)
Mailing 1sts 13 5 Construction progress 4;22 7
Maintenance service, bulldings Badge or pass 11 4
and equipoent 11;15:23 §:2;2
Schedale lteo Schedule 1
Monagement directives 16 1 Informaticnal releases 14 1
Manageoent fEprovecent reports 16 8¢ Master plan 17 1,2,16
Managecent projscts 16 2,7,10 Res. 8 dev. background data 19 5
Maps, drawings, and specifications 17;22 Res, § dov. product 19;22 8; ;
SMeasyrecent records environental Plans, design 2
contazination 5 Policy 1stuances
Redicql Position descriptions, position record cards
records el ard positicn fdentification strips 1
retearch project < Postage 6
Metsenger service 12 Postal records 5
Hobile equipcent cperaticn and Posting and control cedia, ledger 4
naintenance a3 Power records »
Mobil1zation and aanpower 18 Press releases 1,6
Motian plcture filo Preeaployoent reference checks 10
Fleld tests, weapon 19 Printing, binding, duplication 3,6
Lapertcent and test 21 Priorities 19
Motar poo) trip tickets 10 Procurezent
Wotor vehicle operaticn and Procurezent approval files 4
Baintensnce 10 Procurezent case files 1,8
Motor vehicle rators, tosting Progress reports, construction
training and Vicensing of 10 Project contro) flles ?
Projects, canigeaent 2,10
Marcotics and drug files 3 Property disposal and transfer 6,7
Kstlear coterial Property, 104n or rental of 1
Contrects, reveeus production 4 Property cansgecent 1,2
Lease agrecoents 4 Property procurecent )
Losses 24 Proposals for research projects
Shipping packaging records 9 solicited L)
Transfers without charge 4 unsolicited 12
Pydlications and releases, 1nformaticnal 14 1
Occurrence investigation files el 1 Purchase orders 3 1,4
Office nachines 2 1.2
Official personnel folders 1 1 Quota files, S5 oaterfals F13 2
Gperations Mert test records 18 3 ] Cuality assurence 2 6
Organization and functional cherts 16 13
Organtzation studies and surveys 16 13b Radiaticn exposure records, personnel 25 6
Organization and canagecent of fice and Radio 12 3
adainistrative operation files 16 5 Radicactive contsaination reccords 5 9
Overtice authorizsticn filas 16 54 Radicactive caterial shipping packaging records 6
Radiosctive ceasurecent records 2 9
Rat$)roge cperation and caintenance files 2
Raw test data 19 $.16
Real property 4 2,3,7
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Schedule
Receipts, classified oaterial 18
Receipts for bonds and checks 2
Recoipts for contradand srticles confiscated 18
Ceceipts for patrol supplies and oquipment 23
feceiving 1ogs, ttores 3
fecords cansgenent and disposition 16
Reduced tett data 19
Registered mafl 12
Registers of persont vititing exclusion
aress 18
Registers of visitors to aress, installations
and cazwynities 18
Registers of visits to dispensaries 25
Reports (activity, feeder, status, trip,
ceeting, appraisal) 16
Reports control 16
Requetts for technical reports 18
Raquast for visit approvel 18
Requircoents 3
Research ang cevelcpent
Orawings specifications 19:22;26
Expericent files
Kotebooks 19
Photographs 19:21;22;26
Progran files 19
Project case files 19
Reports 19
Backup papers 19
Test files 19
Retention registers 1
Retireent 2
Returns on income tar withheld 2
Rewards for superior sccanplishaent 1
Safety glasses, prescriptions for [+
Safety records 21
Schedules, disbursecent 6
Schedules of valusbles shipped 9
Sclentific and technical reports 19
urity 18
Security personnel clesrance case files 18
Secyrity of fice sdainfstrative operations
files 16
Schedule
Service record card 1
Settlezent certificates [
SF transfer records, also $S L)
Saipaent 9
Shipping documents 9
Shuttle trip reports 10
Stte audft records 6
Source and fissionable materials 24
Space 11
Special delivery 12
Special oaterials sccountadility records 24
Specifications, construction 22
Speeches, of ficla) 14
Statecent af eaployment and financial interests 1
Stock cards 3
tores accounting -]
Stores receiving files k)
Stores receiving logs 3
Stores stock request 3
Subject files 16
Supply canageent files {stores receiving files,
stores control ledger, etc.} 3
Supply requisition files (supply requiresents
reports, withdrawal of supplies,
requitition, etc.) 3
Surplus property 4
Surplus property shipping cocu=ents 9
Survey files, SS paterfals 24
Surveys and studies of organizations) units 16
Surveys of ceastructicn progress k14
Sy=pos v 16 s
Systeas documentation (£0P) 20
Tapes, telautograph and telescrider 12
Tax execption, withholding ?
Taz withhveld reports 2
Telephone 12
Telephome toll slips [}
Teletype 12

Ternination, eaployee clearance and tersination
notice
Test papers, eaployee

=
3

8,9.1
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Time and attendance reports

Title papers, resl property

Tool receipt files

Top Secret cover sheet

Top Secret cestruction certificates

Top Secret docuzent consolidations,
notices of

Top Secret document inventories

Tep Secret document receipts

Traftic sccidents

Traffic records

Traffic violation files

Training course records

Trensfer advices to contractors

Transportation

Transportation request register

arrival and departure fileas

. oiscel laneous

Travs) vouchers

Trip reports and logs of courfer escorted
shipaents

Trip tickets

Uncollectable sccounts
Utility records

Yisie
Jpproval recuests of Mieny
Registration cards
Youcher preparation correspondence
Youchers
Youchers, travel

Mage policy files

Mage survey files

Warranties

Keapon data reports

Nithdrasal authorfzation cards for stock 1tens
Hithholding tan exesption certificates
Workoen's cozpensation clafes

X-ray filog

§
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CHAPTER V
RETENTION OF CONTRACTOR RECORDS

CONTRACTOR RECORDS SCHEDULES (CRS). Twenty-six contractor records schedules

and an index are issued as attachment 1 to this chapter. The schedules
contain records retention standards that specify the retention, disposition,
or destruction of operating and onsite service contractor records. The
standards apply to all records created, collected, or maintained using
government funds unless by contract provision the government does not have
the right to assume custody or control of the records. Before applying the
standards, however, compliance also is necessary with the requirements and
procedures in chapter III. See in particular page III-2, paragraph 5,
Restrictions Affecting the Disposal of Records.

AUTHORIZATION TO USE CONTRACTOR RECORDS SCHEDULES (CRS).

(a) Authorization to use contractor records schedule by operating and
onsite service contractors is contained in the Department's Procurement
Regulations. See (a) 41 CFR § 9-7.402-7 Examination of Records by
Comptroller General; (b) Federal Procurement Regulations 41 CFR §
1-7.103-3, modified as set forth in 41 CFR § 9-7.103-3; and (c) 41 CFR
Subpart 9-50.20 Retention Requirements for Contractor and Subcontractor
Records.

(b) Contractor Records Schedules are for use by operating and onsite
service contractors. The following definition from the DOE Procurement
Regulations 41 CFR § 9-50.001 defines these contractors:

"§9-50.001 Definitions
“(a) ... the following terms have these meanings:
"(1) Operating contracts are contracts:

"(i) For the management of Government-owned
laboratories, production plants, and research
facilities located on Government-owned or leased
sites, where the programs being conducted are
considered of a long-term, continuing nature;
or

“(ii) For the operation of Government-owned facilities
located on contractor-owned or leased sites where
the programs being conducted are of a long-term,
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continuing nature. An example of this category
would be those contracts with universities for the
operation of Government-owned laboratories and
facilities, located on university-owned sites, for
the purpose of conducting long-term basic research
programs.

"(iii) Other contracts performed on Government-owned
sites, designated by the Senior Procurement
Official, Headquarters, or the Head of the
Procuring Activity, to be subject to the
provisions of this part...

“(2) Onsite service contracts are those cost-reimbursement
type contracts for the performance of services of a
continuing nature for DOE at Government-owned sites.
(These generally would not include support service
contracts such as those for management support services,
technical evaluation, etc.)

"(3) Single purpose contracts for the operation of process
developmental units, pilot plants, and demonstration
plants where the purpose is to demonstrate the viability
of processes toward the goal of commerialization are not
considered to be included unless designated operating
contracts in accordance with (iii) above...."

NEED FOR NEW STANDARDS. If a records retention standard is not provided

in the Contractor Records Schedules for a contractor record subject to
the provisions of the contract, the requirements of page I[II-18, paragraph
11, Appraisal - Development of New Standards, should be followed.
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TASLE OF CONTENTS

CONTRACTOR RECORDS SCHIDULES

Schedule Page
1. Personnel Records 3
2. Payrolling and Pay Adatnistration Records 1?
3. Procurement and Supply Records 2
4, Property Sale and Disposal Reccrds 37
$. Budget Records 45
6, Receipt and Dishuyrsecent Account Records 51
1. Expendityre Accounting Records 61
8, Stores, Plant, and Cost Accounting Records 69
9. Travel and Transportaticn Records n
10. Motcr Vehicle Maintenance and Qperation Records 85
11. Space &nd Mainmenance Records N
12. Comunications Records 1o
13. Printing, Binding, Duplication, and Distridution Records 1
14, (Reserved) 117
15, Facility Records 119
16, Adainistrative Manggeoent Records 127
17. Cartographic, Recote Sensing loagery, and Related Records 143
18. Security and Protective Services Records 155
19. Research and Develepoent Records 167
20, Machine-Resdzdle fAecords 181
21, Axdiovisual Reccrds 20)
22. Cesign and Constructicn Drawings and Related Records HY
2). Equipent Control, Meintenance, and Cperatica Records 20
24, Indystrial Facility Records 241
25. medicine, Hedlth and Safety Records 261
26, Muclezr Weapon Records 281
1adex 89

CONTRACTOR RECORDS SCHEDYLE 1

PERSONNEL RECORDS

Contrector parscnnel records relate to the suporvision over and cunagesent of
contractor ecployees. This schedule covars the disposition of personnel folders

and other records relating to perscnnel,

1TEn
X0. DISCRIPTION OF RECORDS

1. OfFICIAL PERSONXEL FOLDERS (OPF).

4. OPF's of contractcrs whose contracts
contain one of the two safety and
health clauses in 41 CFR 9-50.704-2
{DOE PR).

{1) Those records in tho OPF
pertaining to jobs held by the
esployee freo inftial date of
ezploycmnt to date of termina-
ticn, Iacluce previcus jobs held
by ecployes a3 shown on hls or her

application or othor docudents.

(2) A1 other OPF records.

b. OPF"s of contractors whose contracts
¢o not contain either of the safaty
and Realth clauses in 41 CFR 9-50.
J04.2 (0CE PR).

2. SERVICE RECORD CARDS.
3.  (RESERYED)

4. (RESIRVED)
$. (RESIRYED)

RETENTION PERICD

19 years froa date of
oarliest esploymant
histery (including
non-B0L contractor
ecploytent).

6 yeary after separation
of ecployes, provided
requiresents of la{l),
abave, are oet.

6 years after separaticn
of e=ployee.

3 years after separaticn
cr transfer of eaployee.

1Tem

6,

Attachment V-1
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CONTRACTOR RECORDY SCHEDWLE 1

DESCRIPTION OF RECOROS

EMPLOYEL RECORD CARDS ysed for
Tnforcational purpotes outside
personnel offices.

POSITION FILES.

4, Job Classificaticn Manuals.

RETENTION PIRIOO

Until separaticn or
trensfer of esployce.

Disposal suspended

pending completion of
Health and Mortality
Study.

b. Position Descripticns. Files
FicrToiag establTshed positions
including information on title,
duties, and respeasidilities,

(1) Record copy.

3 years after positica

I3 ¢dolithed or
description i3
superseded.

(2) ALl other copies.

unti) pasitton is

adolished or detscription
I3 superseded.

INTERY(EW RECORDS. Correspondence,

reports, and other records relating to
interviews with enployees.

{RESERVED)

{RESERVED)

POSITION IDENTIFICATION RECORDS. Records
such as strips used to provide sumzary
data on each position occupied,

EPLOYEE AWARD FILES.

a. General Award Records. Case files
incTuding recorendations, Jpproved

CONTRACTOR AECORDS SCHEDULE 1

o months after trangfer
or separation of
a=ployec.

Unttl position is
cancelled or new record
13 prepared.

2 years after approval
or disapproval,

ITEn

NQ. DLSCRIPTION CF RECOXDS

naainations, Deacranda, corres-
pondence, reports, and related
catertal describing sward. Awards
include contractor-sponsared cash
and ngncash swards, incentive
anrds, salary intreases, sugges-
ttons, and outstanding perfonance
awards.

b. Length of Service Awards File.
Records including correspondenca,
neaoranda, reports, cocputations of
service, and 113t of awardees.

c. Letters of Coamendation and
Appreciaticn. Coples of Tctters
recegnizing length of service, retires
cent, letters of apprecisticn, and
performance cowendations. Eacludes
coples filed in Dfficial Personnel
Folder.

d. Lists or Indexes of Award Kooinees or
Winners.

13.  INCENWTIVE ANARDS PROGRAM REPORTS. Reports
‘pertaining to the cperation of the
Incent ive Awards Prograa,

14, NOTIFICATIONS CF PERSONGEL ACTION. Forms
@cmndng TAitial a'mnl. procotions,
transfers, in or out, separaticn, and all
other tndividual parsonnel actioms,
exclusive of those In Official Personnel
Folders.

a. Chronological file coples, including
fact sheets, caintained in perscnnel
of fices.

b, All other copies caintained in
persennel of fices.

RLTENTION PERIOD

1 year.

2 years,

until supersedec or
obsolete,

3 years.

2 years.

1 year.
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CONTRACTOR RECORDS SCHEDULE )
CONTRALTOR RECORDS SCHIDWLE 1 .
1TEM
17N KO. DESCRIPTION OF RECORDS RLTENTION PERIOO g
W, DESCRIPTION OF RECORDS RETENTION PERIOD N
- - 9. [ELO Ganeral Filas, General 3 years, or when
15.  EMPLOYMENT APPLICATIONS and related 2 years. corraspandence and coplas of regula- superseded or cbsolete, -
records, applications resulting tions with related records whichever s applicable.
in appaintoent which are filed iIn the pertaining to the Civil M;Ms Act
0fficial Personnel Folder {see item 1 of of 1964, the EEO Act of 1972, and any
this schedule). pertinent future legislation; and
contractor (EO Comittee meeting
16.  (RESCRVED) records including ainutes and
reports.
17, (RESERVED)
he £€0 Affiroative Action Plans (AAP). 5 years fron date of
18, OUPLICATE DOCUMENTATION AND PERSDNN[L' plan,
27,  PERSONNCL COUNSELING RECORDS.
4. Supervisor's Personnel Files. Review annually and
Correspondence, mecoranda, Toras, and destroy suparseded or a. Counseling Files, Reparts of 3 yuars after
other records relating to positicns, cbsolete documants; or Trierviews, analytes, and related termination of
suthorizations, pending actions; destroy &)l docunents records., counseling,
copies of pesiticn cescription relating Lo an individual
requests for perscanel action, ecployee 1 year ofter b. Alcohol and Orug Abuse Prograo. 3 yoars.
records on individual eployces separation or transfer. Records created in planning, coordi-
¢uplicated in or not appropriate nating, and directing an alcohol and
for the Official Personnel Folder. ¢rug abuse prograa.
b. Duplicate Docunentation, Other coples 6 conths, 28, STANDARDS OF CONDUCT FILES. unt1l odsolete or
of dscurarts duplicated in Official orrespondence, ocaoranda, and other superscded,
fersonne] Folders not proviced for records relating to codes of ethics
elsewhere in this schedule, and standards of cenduct.
19,  (RESERVED) 29.  LABOA MANAGEMEKMT RELATIONS RECORDS.
20,  (RESERVED) a. Labor Mana nt Relations General
and Case Fﬁes. Correspondence,
21, (RESERVED) acaoranda, reports, and other records
relating to the relaticnship between
22. (RESERVED) zsnggeent and eaployee unions or
other groups:
2).  PERFORMANCE RATIMG RECORDS, 2 years.
(1) Office negotiating agreement. 11 yuars.
24, (RESERYED)
(2) Other offices. until superseded or
obsalete.
CONTRACTOR RECORDS SCHEDULE ) CONTRACTOR RECORDS SCHEDULE 1
(TEN 1en
X0,  DESCRIPTION OF RECORDS RETENTION PER[OD %0. DESCRIPTION OF RECORDS RETENTION PERIOD
25, CONFLICT OF INTEREST CASE FILES. 2 years after separation b. Labor Arbitraticn General and Case 5 years after final
tatecents of ecployment and financial of e=ployee, or 2 years es. Correspondence, forms, 4 retolution of case.
interests and related records. after exployee leaves the ckground pagers relating to labor
pasition for which the arbitration cases.
statenent iy required.
30. TRAINING RECORDS.
26, EQUAL EMPLOYKENT OPPORTUNITY RECOADS.
a. Iraining Aigs. until odsolete or
a. Official Discrioination Cocplaint Case 4 years after resolution superseded.
Files. Cazplaints with uiued of case,
corregpancence, reports, eahibits, b. General File of Contractoresponsored Until 2 years old, or
withdrowal notices, copies of decisions, Yeaining, Correspondence, nemoranda, 2 yaors after cozpletion
and recards of hearings and ceetings. agreenents, authorizations, reports, of a specific training
requirement reviews, plans, backe progran,
b. Copies of Complaint Case Files. 1 year after resolution ground naterfal, workpapers, and
Duplicate case files or documents of case, objectives relating to the
pertaining to case files retained in estadblishaont and operation of
Offictal File Discrimination Camplaint tralning courses and conferancos,
Case File,
¢. fmployee Tratning. Correspondence, 2 years, or until
c. Ba:l;rounu Files, Background records 2 yeary after final @coranda, reports, and other recards- suparseded or obsolete,
not ed in the Officiel

Discrimination Conplaint Case Files.

d. Coplisnce Records.

resolution of case.

relating to the availability of

training and ecployee participation
in training prograas, exclusive of
records filed 1n Official Personnel

whichever {s sooner.

Folder.
{1) Compliance Review Files, Reviews, 7 years.
background papers, and corres- d. Course Anncuncecent Filer. Reference Until superseded or
pondence relating to contractor ¢ of pacphlety, natices, catalogs, edsolete.
eployment practices. and other records which provide
information on courses or progreas.
{2) CEO Cosplicnce Reports. 3 years,
). GRIEVANCES, DISCIPLINARY, AKD ADYERSE
e, [cployee Housing Reguests. Forog 1 year. TEYTON l'li!§.
requesting contractor assistance in -
housing natters, such as rentsl or 3. Grievence and Appeals Files. Records 3 yoars after case is
purchase. originating in '.E review of ceployse closed.
grievance and appeals, eacept €€0
f. Ecployment Statistics Files. b years, coplaints, These case files iaclude
Employrent statistics relating to

race and sex.

statenents of witresses, reports of
interviews and hearings, exaniner's
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CO {TRACTOR RECORDS SCHEOULE 1

W N 11N
\ NO.  DESCRIPTION OF RECOROS RETENTION PERIOD
\ findings amd recosmendations, a copy

of the original deciston, related
correspondence and exhibits, and
records relating to 4 reconsideration

request.
b. Adverse Action Files, Case files 4 years after case
Tela records created in s closed.

reviewing an jdverse action
{disciplinary or nondisciplinary
recqovii, suspensicn, leave without
ray, reducticn-in-force) against
an employee., The file includes o
copy 0 the proposed adverse
ection with sypporting papers;
statememty of witresses; esployee’s
reply; hearing notices, reports énd
decisions; reversal of action; and
appedl records, CILUDING letters
of reprioynd.

32, EXPLOYEE QUALIFICATION OR AUTHORIZATICM
consisting of evidence decuranting:
exployee’s qualificetions or authorizition

to gerforu certain tasks, engage in certain
eployment or occupations, conduct certain
cctivities; and to possess, use, distribute,
be respensible for, operate or sign for:
supplies, equipaent, naterial or property;
and 20 2uthortze routine actions.

4. Recerds required to be caintained in Follow dispusition
Official Personnel Folders. instructions applicadle
to 0fficial Personnet
Folders, ftem 1, this
schedule.

b. Reactor sperator and senicr cperator
docket files, docuzenting the certifi-
cation of reactor cperators and senicr
reactor operators including new or

CONTRACTOR RECORDS SCHEDULE 1

I7em
5O. BESCRIPTION OF RECORDS RETEMTION PERIOD

renewal applications, medical carti-
flcates, certifications and a=gndzents,
exaninat fons and results, and related
correspondence, including denial

information.

(1} Latest applications and related 4 yesrs after expiration
correspondence, certification, or teroination of
exaninations, and resuits; all certification or
cedical certificates and data; 1ssuance of dentat
and all examiners reports. letter,

(2} Superseded applications and 2 yeers, or when
related correspandence, cortifi- superseded, whichever
fications, exgoinations, and 1s earlier,

results; denial letters.

. Resctor Operator Eazatration Files 10 years,
contisting of copies of all exsaine-
tions given by DOE at a facility for
the purpose of 1ssuing reactor and
senior reacter operator certifications,

d. Reports of welders’ tests, consisting S years,
of file of reports of tests on welders
in Reltarc and other stainless steel
welding processes used to deternine
qualificaticns of welders, with
incluted docyrents, such as analysts
of I-ray test sxcples,

e. Records not covered above and {To be obtained.)
odintained outside Official Personnel
Folders except Security sad
Protective Services Records covored
by Records Schedule 18,

3. TOSOARY RECORNS RELATING TO PROMOTIONS, 2 yeors.
$ relating to the procotion of an
individual that docunent cualification
standards, evaluaticn oethods, selection
procedures, and evaluation of candidates.
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NO.  CE

CONTRACTOR RECORDS SCHEDULE 2
CATROLLING AND PAY ADRINISTRATION RECORDS

Payrolling and pay adoinistration records pertatn to disburseoents to contractar
employees for pertonsl services. This schedule excludes recoipt and disburse-
ment sccount files caiatained for sudit by the General Accounting Office.

In no event may di1posal Be oide of records pertdining to accounts, claies,
or deasnds involving the Goverrment of the United States shich have not been
tettled or odjusted by the General Accownting Office unless the contrictor
hag DOE approval.

1n the payroliing process different typos of records are accumulated. [n many
cases the records will be in machine-resdable forn, as the payrolling process
has been aloost universally converted to alectronic data processing, Payroll
records are nornally site sudited on a sazple basis GAO representatives who
axanine pricarily the earnings recard card, payroll Janw s1ips that are
prepared to document changes ia normal pay, certification sheets containing the
signatures of spproving officials, checklists or formal payralls of distursing
parsonnel, source parsomnel documents such 43 basic tioe and attendance reports,
and coples of personnel octicn forms docuaenting changes In pay. In addition,
pay registers and ether accounting devices are maintained to check and balance
the accounts. Other payrolling process records are withholding tax records,
savings bond records, incode tax reports, 4nd retirecent transsctions. For
other records not pertaining to individuals, but rather to the general adninis-
tration of the payrolling offica snd the payrollinq function, apply records
rotention standards in schedule 16, items § and 8,

1TEM
PTICy OF RECORD ALTENTION PERICO
1. ACCOUNTS FILES,

4, Individual eccounts files such a3
individual earning and service cards,
or equivalent,

6 years after
teparaticn of
eaployeo,

b. Earning sumary files, showing

3 years, or after GAO
curnlative total pay,

cudit, whichever i3
sconer.

2, (REsERvED)

COMTRACTOR RECORDS SCHEDULE 2

DESCRIPTION OF RECORDS RETENTION PERIOD

TIME AKD ATTEADARCE REPORT FILES.

a. Payrpll prepsration and processing
copies.

3 years, or after GAD
audit, whichever i3
sooner.

b, All other coples. 6 ronths after the end
of the pay period.

IKDIVIDUAL AUTHORIZED ALLOTHENTS OR

LES. Records relat to
authorization, changes, or carcellation
of indivicdual payroll allotzents or

3 yoars after
supersassien, or 3
years after separation
of ecployee, whichever

deduttions for charitadble contribytions, is sconer,
savings dbonds, unfon dues, Or others.
BOKD REGISTRATION FILES. Issuing agent's 2 years.

copies o registration stubs,

BOKD RECEIPT AXD TRANSHITIAL FILES.
feceipts for and transaittals of U.S.
Savings Bonds and checks,

BOXD PURCHASE FILLS. Forms and reports

with related papers pertaining to deposits
and purchases of bonds,

3 @onths after date of
receipt,

3 years.

LEAVE APPLICATION FILES. Applicaticn
or Teave and supporting papers relating
to requests for and approval of leave.

1 year.

a. If the ticecard has been initialed by
the e=ployee,

Until the end of the
applicadle pay period.

b. If the tioecard has not been initialed
by the ecployee.

LEAVE RECORD FILES. Leave record cards
caintained separately froo pay and
earaings records.

until after GAU audit,
or when 3 yoars old,
shichever i3 socner.

20,
21,

1TEM

x0.

QESCRIPTION OF AECORDS

C.

F1SCAL SCHEDULES FILES.

cop

Attachment V-1

Page 15

CONRACTOR RECOROS SOHEDAE 2

DESCRIPTICN OF RECORDS
a. Pay or fiscal coples,

b. Other copies.

(RESERVID)
PAY OR FISCAL COPY OF PERSONKEL ACTION
RECORD

.

BUDGET AUTHOR|ZATION REFERENCE FILES.
EDIG] of bud t iﬁrhaﬂom in
operating payroll uMu uted to control
perscnnel cellings &nd persornel sctions,

PAYROLL FILES.

a. Contractor payrolls, checklists, and
related certification sheots.

b, Paid payrol) checks.

PAYROLL CONTRORL FILES. Payrol) cenmtrol
registers, Includes reconciliations
and analysas of payroll zdvances and
bank statezonts.

PAYROLL CHAKGE FILES. Payroll changs
sTips, exclutva of those of the
0ffictal Perscanel folder.

4. Copy used 1n GAQ audit,

d. Disbursing agent's copy used in
preparing checks.,

CONTRACTOR RECORDS SCHEDULE 2

All other coples.

RETENTION PERIOO

3 years

3 conths after the end
of the pariod covered.

3 years, cor after GAD
sudit, whichever 13
sooner.

Unt1) superieded.

6 years.

3 yoars, or after GAD
awdit, whichever is
sooner.

3 yoars, or after GAQ
asdit, whichever is
sooner.

3 yoars, or after GAO
sudit, whichever i3
sooner.

until preparation of
check .

RETENTION PERIOD
1 conth after the end

of the pay period.

Merorandua

e O $C¢al 1Cl ules used in the

payrol| process.

4. Copy used in GAD audit. 3 years, or after GAO
audit, whichever i
sconer.

b, All other copies. 1 conth after the end
of the pay pariod,

{RESERVED)

JAX FILES.

a. Withholding tax execpticn 4 years after form i3
certificates, such as IRS form -4, superseded or cdiolete.
and sinflar state taa exeption
foros.,

b. Returns on incoce taxes suth as 4 years.

IRS form W-2,

c. Reports of withhald Federal taxes, 4 years,
tuch as (RS Form W-), with related
papers, including reports relating
te incone and social securfty tases.

(RESERVED)

{RESERVED)

RETIREXENT (PENSI1ON PLAN) FILES.

a. 10 years.

Reports and Regiiters or other
control documents relating to

retirecent.
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K,

2.

a.

4.

CONTRACTOR RECORDS SCHEDULE 2

BESCRIPTION OF RECORDS

b. Assistince Files. Correspondence,
cecoranda, annuity estioates, and
olher records used to assist retiring
ployees and survivors claia
insurance or retirezant benefits.

€. Deduction Files. Records used to
nt retirecent deductions of
individual ecployecs.

IXSURANCE CEDUCTION FILES. Reports
and related papers, including copfes
of vouthers itnd schedules of payments
pertaining to insurence dedutticas,

15" AKD GARNISHMEMT FILES. Officlal
tice of Lexy or Garnishaent (IRS Form
668A or equivaient), change slip, work-
papers, correspondence, release and other
forms, and other reccrds relating to
charge against retiresent funds or attach-
ment of salary for paycent of back fncooe
taxes or other dedts of e=ployees.

WAGE SURVEY FILES. Mage survey reporis

ata, working papers, and related
cerrespandence. pertaining to area wiges
patd for each caplayee class; background
papers estediishing need, suthortzation,
directlon, and analysis of wage surveys:
devalopaent and izplementation of wage
schedules; and request for and authori-
zation of specific cates (axcluding
authorized wage schedules and wage survey
recapltulaticn sheets).

RETENTION PIRIOO

Untid) 1 year after
coopletion,

10 yoars.

6 yoars.

3 years,

6 years.

DOE 1324.2
5-28-80




DOE 1324.2 '
5-28-80

11en
0.

COMTRACTOR RECORDS SCHEDULE 3
PROCLREMENT AND SUPPLY RECCROS

Contractor procuremnt and supply records docuent: the acquisition of goods
and ronpersonal services, centrolling the volune of stock on hind, reportiog
procurgaent needs, and rclated supply cutters which are part of daily procure=
cert operaticns. The baslc procurecent files reflect a considersdble range of
procedure, froo a sicple soull purchase to a caaplicated ceatract.

Coples of procuracent papers freguently become integral parts of other files,
suth 43 project files of varicus types or general sudject files pertaining to
prograa operations: theso coples are not covered by this schedule.

Official contrect files are sccessible to GRO auditors.

In no event oay digposa) be cede of records pertaining to acesuats, claias, or
deaands $nvolving the Governent of the United States which have rot yet been
settled cr adjusted by the General Accounting Office, unless written apzroval of
the Comptroller Gereral 1s obtained by DOE as required by &4 U.5.C. 3309,

The key procurecent file Is the transaction ¢ase file containing the fornsal
contract or informa) purchise order or lease instruents and 411 relited papers,
The docunents fiowing (nto the transsction file differ in detail, but they oay
inciude, in additicn to 4 purchase docuzent: specifications, bids, schedules of
dellvery, lnmnln, requisition, invoices, and correspondence. Cepies of these
documents dre used for expediting and other 2dainistrative purposes. The coples
are nalntained (n organirations perfoming ingpection, shipping, expediting, or
other procuremant-related sctivities. .

Files rclated to the procurement ond supply function include 1ocal requisition
and stock {mventory files, and other ninor supply papers.

ITEN
NO,  QESCRIPTI0M OF RECORDS

1. (RESERVED)

2.  (RESERVED)

3. (RESERVED)

4.  PROCURIMENT FILES., Contract, requisition,
purchase order, Tedse, and bond and
surety records, including correspondence
and related papers pertalning to avard,

RETEHTION PERIDO

CONTRACTOR RECORDS SCHIOULE 3

OESCRIPTIONM OF RELORDS

acainistration, receipt, inspection, and
peyment (other thyn those covered tn
1tea 13).

a. Procurecent or purchise organization
copy, 4nd relited papers.

{1} Transactions of core than
$10,000 and all construction
contracts excecding $2,000,
dited swsequent to 7-28-74,

(2) Transsttions of £10,000 or less
and ¢onstryction contracts under
$2,000, dated subsequent to
702974, and transactions of
42,500 ar less dated prior to
1-26-74,

() Transactions of core than 32,500
dated pricr to 7-25-24.

b. @ligation copy.

€. Uther coples of records described
above uted by component clements of
4 procurccent office for adainise
trative purposes.

d. Beads and wirranties guarantecing
for specified perfods of tice
cater1als and equignent furnished
cr {nstalled by venders.

RETENTION PERIDO

6 years and ) ronths
after final paycent.
{(Place in {nzctive file
on final paynent,
transfer fiscal year
block to Federal Records
‘Lenter after 2 years.)

3 years after final
payment. {Close file
at the end of the fiscal
year, retain 3 years and
destroy, except that
files on which sctions
are pendiny skhall be
brought forward to the
next fiscal year's files
for destruction
therewith.)

6 years after final
payrent.

until fends are
coligited.

until termination or
co=pletion of adzinis-
trative actlon.

tntil eapiraticn of
Quirsntee period.

ITEN

5,

Attachment V-1

Page 27

CONTRALTOR RECIRDS SCHEMAE 3

114

S.

1.
B,

9.

DESCRIPTION OF RECORDS

SPPLY wlﬁul FILES. Files of reports
on supply requirements and procyrecent
natters subaitted for supply mansgement
purposes, other thin those inccrporated
in case files or other files of a gereral
nature. Jor priorities and allocaticns
records, see iten 14, this schedule.

a, Coples received froa other units for
procurecent office use or for trans-
nission to DOL.

t. Corlﬂ {n reporting units, and
related workpapers.

BID FILES.

4. Succetsful or unsuccessful bids.
b. Lists or cards of acceptadle tidders.

(RESERYED) .

RONPERSOMAL RCQUISITION FILE,
equisitions for norpersonal services,
such as duplicating, laundry, dinding,
and othar services (zxchuding reconds
associated with recelpt and disbursezent
acccunts (schedule 6)).

INVEHTORY REQUISITION FILE. Regquisitions
or supplies and equipaent fras current
inventory,

4, Stockroo copy.

RETENTION PERICO

2 years.

1 year.

Apply provisicns of
ftea 4,

until superseded or
obsolete.

1 year.

2 years after cozpletion
or cancellation of
requisition,

t. All other coples.

6 ronths.

CONTRACTOR RECORDS SCHEDULE 3

DESCRIPTICY OF RECORDS
IHVENTORY FILES.

a. Inventory lists,

b, Inventory cards,

c. Authorizations to scrap or write

of f; and other papers used as
evidence for adjustoent of inventory
records, when not otherwise covered
by records disposition autherization.

TELEPKONE RECORDS.
and toll ships,

Telephore statecents

{ACSERVLD)

TAX EXEMPTION FILES, Tax exccption
Certificates and related papers.

PRICAITIES AND ALLOCATION RECCRDS,

3. Recerds on the use of DO, DX, and
Authorized Centrolled Material Order
{ACM) rating authority, exclusive of
correspondence ¢n plamaing, policy,
procedures, and Juthorirations whith
arc to be retaired.

RETERTION PERICD

2 years froa date of
1st.

2 years after
discontinuance of (tea,
or 2 years after stock
batance 1s transferred
to new card or recorded
under a new classifica-
tion, or 2 years after
equipnent {s removed
fron centractor's
control,

2 ycirs after date of
authorization or date of
posting, whichever is
socner,

3 years after period
cavered by related
account.

3 years after period
covered by related
secount,

3 years.
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1TEN
KO,

CONTRACTOR RECOADS SCHEGULE 3

DESCRIPTION OF RECOADS RETERTION PERIOD

b. Requiresents studies in connection 3 years.
with sobilization planning and the
Coatrolled Mater{als Plan, exclusive
of correspondence on planning,
policy, procedures, and authorira-
tions whith are to be retaired.

DOE 1324.2
5-28-80
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CONTRACTOR RECORDS SCHEDULE 4
‘ PROPERTY SALE AXD DISPOSAL RECORDS

LY * These records pertain to the sales by contractors of personal property including
I property surplus to the needs of the Governcent.
In no event oay disposal be niade of records pertaining to accounts, clains,
or derands involying the Government of the United States which have not been
settled or adjusted by the General Accounting Office without written approval of
the Cosptroller General, as required by 43 U.S5.C. 3309,

1T
k0, DESCRIPTION CF RECORDS RETENTICN PERIOD

1. (RESERYED)
2. (RESERYED)
3. {RESERVED)

4. (RESERYED) :
' §. EXCESS PERSONAL PROPERTY REPORIS. 3 yesrs,

6.  SURPLUS PROPERTY Q%E FILES. Case files
on sales of personal property, cosprising N
invitatiens, bids, acceptinces, 1ists of
aaterials, evidence of sales, and related

correspondence (other than ssles or leases
covered in ite=s 1, 2 ond 3).

8. Transactions sudsequent to 7-25-74 & years after final
. of nore than $10,000; and payment,  {Place in
transactions prior to 1-26-73 of insctive file on final
more than $2,500. payment and transfer to

Federal Records Center
2 years thereafter.)

b. Transactions subseguent to 7-25-74 3 yeary after final
of $10,000 or less; and paysent. (Close flle
transactions prior to 7+26-74 of at the end of each
52,500 or less. tiscel year, retain 3
years, and destroy
CONTRACTOR RECOROS SCHEDULE 3
1TER .
KD,  DESCRIPTION CF RECOROS RETENTECH PERIOD

except that files on
which actions are
pending will be brought
to the next f{scal
year's files for
disposal therewith,)

7. (RESERYED)

8. HUCLEAR MIERIALS-RELMEQ! 6 years after receipt
REVENUE-PRCDUCIKG CONTRACIS. Revetue- of final payment.
producing contracts with Toreign and
danestic customers, including docusenta-
tion of the negotiations, adainistrstion,
paymeat, and delivery for goods and
services for (1) the sale of nuclear
products, including source, byproduct,
special nuclear materials, and heavy
water; (2) toll earichaent services; and
53)lcheﬂical processing of trradiated

uel.

9.  RECURDS OF THE TRANSFER _OF MQL%B, 6 years after transfer
MATERIALS FOR RESEARCH, “Iransfer of i3 completed.
terial’ records docutenting the “without

charge® transfer of nuclear materfal ia
quantities suitable for research purposes

anly.
10, NUCLEAR MATERIALS LEAS|KG RECORDS. Lcase 6 years after teruination N
agreecents doecunenting t ¢asing of of the lease,

nutlear oaterials and heavy water to
foreign and domestic customers.
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CONTRACTOR RECORDS SCHEDULE S
BUDGET RECORDS

Budget records include the files accusulated by contractori in the course

of forrulating the budget for submission to DOE, and in ensuring that the

funds are used in such a way as to suffice for the appropriate perlod of

time. The funds are mide gvaflable to the contractor by DOE, ard the contractor
st repart regularly to DOE. After the funds have been cade available to the
contractor, cantrol over the funds is ia the expenditure accounting records
(schedule 7) and detailed informaticn relative to expenditures is contained In
the account records (schedule 6).

ITEN

KO, DESCRIPTION OF RECORDS RETENTION PERIOD

1. CEHIRAL BUOGET FILES cansisting of Operating Contractors:
corprehensive budget subnissions of 3 years after fiscal
contractor, together with justifica- year to wvhich the budget
tions, including DOE budget approvals applies.
and documents reflecting approved
financlal plan, Construction

Contractors: Until
cocpletion of construc-
tian project and
submissicn of fina) cost
reports.

2. DEPARTHENTAL BUDGET AND COST FILES
prepared Dy subdivisions of overall
contractor organizations, consisting
of budget estimates, budget centrol
reperts, forecasts, workpapers,
together with related documents and
correspondence.

3. Budget estioates. 2 years.
b. All others. 1 year.
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DESCRIPTION OF RECORDS
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CONTRACTOR R(CORDS SCHEDUALE 6
RECE1PT A OI1SBURSEXENT ACCOUNT RECORDS

This schedule covers contractor receipt and disbursesent account records,
These account reccrds include record coples of all records concerned with the
seounting for, avatladbility, and status of funds. There are account records
for montes owed to the contréctor which aust be crodited to the groper sccount
and for disbursecents or the actusl payment of nonies to proper creditors.

This schedule iIncludes records hald for onsite audit by the General Accounting
Office. Under onsite audit, vouchers, contracts, schedules, statcment of
transactions and accountadbility and other related supporting documents are
retained 1n contracter spice for General Accounting Office cuditors. If the
rocords are no l1onger required for adxinfstrative purposes, & contrictor may
transfer all adited records and any unawdited records core than 1 full fiscal
year old to Federal Records Ceaters. To tramsfer unaudited accounts less than
1 year old, permission cust Ba dtatned froo DOE.

Racords relating to the availability, collection, and custody of funds include:
{1) lotters of credit; (2) working fund 2dvances; (3) other documents which
deposit funds for contractor use; and (4) documents which provide status reports
on avatlable funds, such as proofs of depository account and bank statements of
funds to the contractor's credit, Contractor copies of the deposit and stotus
documents arc 3o closely related to these sccounts that they are tncluded in
this schedule.

ITEn
N0, DESCRIPTION CF RECORDS RETENTION PERIOCD

1. RECEIPT AMD QISBURSEMENT ACCOUNT FILES.

&, Account records aaintained by the
contractor for audit consisting of
records of receipt ang disbursement of
funds, exclusive of freight records
and payroll records, These records
document only the basic financial
transaction, coney received and money
patd out or depotited, in the course
of cperation, All coples and all
sdditicnal or supperting documentation
rot involved in 4n integrated
accounting systez are coversd by
succeeding itecs and subites fn this
schedule.

6 yoars after the close
of tha Fiscal Year.

CONTRALTOR RECURDS SCHEDULE 6

RETERTIUN PERID

Example: Payment voucher files (also
referred to as contract check files)
aafntatned in accounts paysble activie
ties to support disbursecent of funds
for matertals and services, containing
originaly or ccptes of the following
and reloted documents: reaittance
statecents, vendcrs' 1nvoiCes, invoice
audity and distridution ships,
receiving reports or cosparadle
certification of receipt of raterials
or services, 0S80 (over, short, or
danage) reports, debit and credit
cecorands, requests and suthorizations
for travel, and expense account
statements.

b. Merorandyd or extra copies of account
records and 31 supporting vouchers,
schedules, and related papers not
covered elsexhere in this schedule,
and eacluding freight records covered
Oy schedule 3 and payroll records
covergd by schedule 2.

3 years after the close
of the Fiscal Year,

¢. Accounts receivable invoices 1aciuding
pertinent credit mecorends.

3 yesrs after payment,

d. Schedules of disbursement files,
prepared by cost-type contractors,
reporting the disbursement of fynds
on & conthly dasis to UOL auditors.

3 years, or after GAD
avdit, whichever iy
earlier.

e. Cash disbursenent index filey
sccuwlated under comtruction
projects, consisting of copies of
checks, cash disbursezent vouchers, or
ceincelled checks filed by payee,
exclusive of payroll actiong,

3 years, or after GAO
udit, whichever 1y
eorlier.

ITEn

12.
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CONTRACTOR RECORDS SCHEDULE 6

1TEn
NO.  BESCRIPTIOM OF RECORDS

RETEMTION PERICD

f, Patd chechs, other than those fssued

3 years, or after GAO
for the payment of salary and wiges.

&dit, shichever 1%
earltar,

2. AUDIT FILES.

4, Gengral Accounting 0ffico notices of
ezcepticns, such 4y Standard Form
1100, formsl or infermal, and related
correspondence.,

1 year after exception
has been reported a3
¢leared by GAD,

b, Audit files of contrictor's internal
acdit staff pertsining to cost-plug
and censultant subcontracts,
containing coples of sudbcontracts,
invoices, expenditure and payon:
data, fncluding audit work papers and
history records, and copies of other
documents related to the subcontracts.

3 years after the year
10 which the sudit
rolates.

€. Audit files generated by cost-type
contractor audit staffs perforaing
internal sudits, including pertinent
roports and revisions thergof,
concurrences; cooments; reports
relating to acticn taken ©n recocen~
dations; pertinent correspondence; and
related work papers.

3. (RESERVED)

4, GEWERAL FUXD FILES. Records relating to
avallabiTity, collection, custody, and
dopogtt of funds other than those records
covered by 1tes 1 of this schecule.

$ years,

3 years,

Exi=ple: Bank statecents ind
reconciliations pertainiag to general
account funds.

5. (RESERVED)

CONTRACTOR RECOROS SCHEDULE 6

DESCRIPTION OF RECOROS

PERSONNEL SURETY BOND FILES. Official
Toplas of the bond and atfached powers of
attorney,

RETENTION PUA10D

unt1) bond becomas
inactive, or after the
end of tho bond preatun
period, whichaver 1s
sconer,

GASOUINE SALES TICKETS., Hard copies of ) years, or after GAD
sales tickats filed in support of paid audit, whichever i3
invoiCes for credit card purchases of ooner,

qasoline,

TELEPHONE TOLL TICKEIS, Originals and 3 years, or after GRD
coples of toll tickets filed in support audit, whichever iy

of telephone toll call payments. sooner,

TELEGRAMS, Originals and copfes of 3 years, or aftor GAO
elegramy filed 1n support of audit, whichever is
telegraph pills, sooner.

WORKNIN'S COMPEMSATION CLAIM FILES
‘containing a Aistory of each claio
resulting froo Industrial injury,
including accident reports, orders for
cedical trestment, orders to close or
reopen, related correspondence, and face
sheets showing 2mounts Lo be patd end
tatus of clain,

6 years after cose i3
closed, provided

applicedle statute of
linitations has run.

PUBLIC LIABILITY CLAIM FILES involving
auto and nonauto accidents, including
accident reports, related correspondence,
and foce sheets showing 2zounts to be
pafa end status of claio.

3 years after date of
alleged injury, or 1 year
after clatm 1s closed,
provided applicadle
statute of Mtaitations
hes rua,

INSURANCE CLAIM STATEMEKRTS of contractor
eployees for bospital, surgicsl, oedical,
2ajor oedical, nonoccupationsl, and life
ingurance costs along with records
ragarding payment of claims, end related
correspandence.

3 yeory after
ternination of
aployee.
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CONTRACTOR RECORDS SCHEOULE 7
EXPENDITURE ACCOUNTING RECORDS

Expenditure accounting records are the ledgers and related documents maintained
by centractors to show in sumoary fashion how their funds are spent and the
nature of sny receipts. The key records are the general ledger sccounts, which
canstitute, as a unit, the heart of the contractor's sccounting system, The
ledgers suarize the financial status and financial transacticns of the
contractor showing the current status of funds availsdle for expenditure, the
eaounts due and collected for the account of the Government, accumulated expend!-
tures and 11abilities, and the values of stock, equipoent, and other property in
contractor custody. They are controls that serve net only as central fiscal
records, but also as a pricary scurce of data for top mamagenent concerned with
financia) linfts that may not be excceded, with expenditures, and with progran
costs.

The genaral ledgers are subdivided iInto arbitrarily created account titles,
which are based on progrims, projects, costs, and funds, Supporting them are a
group of subsidiary ledgers and papers further detailing the informaticn in the
general ledgers or serving as postieg redia to the ledgars themselves. To the
extent that they reflect expenditures, the general ledgers are supperted by
allotaent ledgers, which at all times show the current unobligated balance of
funds allotted for specific purposes and themh{ provide a safequard against
over expenditure by cperating officials, The allotment ledgers are general
contrals over expenditures, and they in turn summar{ze and are supported by core
cetailed controls that normally take the form of project or fob orders which
suthorize exact and specific eapenditures,

The sources of data that are posted to the ledger files are samewhat diverse,
but they fall into two general groups:

a, Coples of various obligation or expenditure docu-ents, such as vouchers and
schedules, which flow through the ledger unit for posting,

b. Journa) vouchers and similar interna) control docunents created to authorize
and convey entries tc the genaral ledger.

As the centralized fiscal record, the general ledgers ultimately sumwmarize

' stores, plant, and cost zccounting data, which zre treated in a separate

schedule.

In no event cay disposal be made of records pertaining to accounts, claics,

or deaands Involving the Governzent of the United States which have not been
settled or 2djusted by the Genzral Accounting Office without written approval of
the Cozptrotler General, as required by 44 U.5.C. 3309,

CONTRACTOR RECORDS SCHEQULE 7

ITEeM

K0. DESCRIPTION OF RECORDS REVERTION PERICD

1.  (RESERVED)

2. GENERAL ACCOUNTING LEDGERS. General 10 years after the close
accounts gers, $ ng debit and of the fiscal year
credit entries, and reflecting expendityres involved, or 6 years after
in swxary. the terninaticn of

contract, whichever s
sooner.

3. ALLOTHENT FILES. Allotoent records 10 years after the close
showing status of obligations and of the fiscal year
alletoents. involved, or 6 yeors after

the terninaticn of
contract, whickever is
sconer,

4. EXPENDITURE ACCOUNTIKG POSTINS AND CONTROL

« Recorus u as posting and control
media, subsidiary to the gencral and
allotment ledgers, and not elsewhere
covered in this schedule.
a. Original records. 3 years.
. b. Ceples. 2 years,

5. DISTRIBUTION ACCOUNTS LEDGERS, subsidiary 6 yeors,
0 general accounts ledgers.

6.

INVOICE PAYASLE LEDGERS showing amounts 6 years,
pald against recelving reports covering
stores caterlal and cost distribution of

payaents, including pertinent distribution
tapes.

Attachment V-1
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CONTRACTOR RECORQS SCHEDULE 8

STORES, PLANT, ARD COST ACCOUNTING RECORDS

Specialtzed stores, plant, and cost accounting records are maintained by most
contractors, particularly those with extensive plant and stock fnventories.
These records, which essantially reflect the net conetary worth of assets, are

\ periodically reconciled with the supply data reflected in stock inventory
records, dut are not procurement papers.

3. Stores Accounting, These records are raintained to provide personal
accountabTity for the receipt and custody of materfals and to provide
information 85 to the cmnatary worth of such caterials, Custody fs estab-
11shed by accocplished coples of materlal covemgnt documents, and stores
accounting tnformaticn data are normally raviowed end cansolidated by means
of the records 2nd returns subaitted. The inforcation {s used for procure-
ment planntng, budget, and other cana nt purposes. These records do not
include pagers reflecting the physical covezonts of caterial to and from
storage points, although thay may be involved 1n posting. Sumcury data on
plant value is also avaiTadle in pertinem genaral ledger sccounts.

b, Plant Accounting. These records consist pricerily of cards recording the I
principal characteristics of each item of physical plant and equipment,
including real property. They constitute pricerily & type of laveatory
control, but in 2ddition are a principsl source of dats an the capital
tnvestognt in phystcal plant (as distinguished fron cointenance er aperating
costs) and other itecs net normally represented In 4 store or stock inven
tory systen. Summary datd on plant velue 13 also avallable in pertinent
genaral ledger dcccunts,

¢. Cost Accounting., These records are designed to sccuzulate 3nd show data on
The costs of contractor operation, the direct and fadirect costs of produc-
tion, aczinistratisn, and the performance of contract responsibilities, The
data, which are nomally accuzulated by means of cost reports and statistics
eccutulated by opersting personngl, are ultinately posted to the accounts in
the ganeral ledgers concerned with aperating and progran costs. Material
costs informstion is collected by posting requisitions for caterial or
procurenent decuments to intermadiate records, and 1abor cost information is
obtained by charging tioe expended on individusl jobs and projects assigned
control muzders for cost control purposes, Cost data ere utilized in
evdlusting economy of operaticn and in preparing budget esticates.

COMTRACTOR RECORDS SCHEDULE B8

1TEm
%0. DESCRIPTION Of RECCADS RETENTION PERIOD
1. PLANT ACCOUNTING FILES. Plant account To be odtained.

cards and |a¢n pertainiag to structures.

2. (RESERYED)

3. STORES IAVOICE FILES. lavoices cr 3 yoars.
oquivalent papers uscd for stores accounting
purposes.

4. SIORES ACCOUNTING FILES. Stores accounting 3 yeers,
return$ and reports.

S, STORES ACCOUNTING WORKPAPERS. Workpapers 2 yoars.
vied Tn accuuTating stores sccounting data.

6.  PLANT ACCOUNTING FILES. Plant account 3 years after itea i3
cards &nd Yedgers, other than those withdrawn from plant
described ia iten 1. account.

2. COST ACCOUNTING REPQRTS.
e. Coples in units recelving reports. 3 yoars.

b. Ccples in reporting units, and ] years.
related work papers.

8. COST REPORT DATA FILES. Ledgers, forms,
cachine records used to accwswlate data
for use In cost reports.
3. Ledgers and foras. 3 years.
b. Machine recorcs.
(1} Detay) cards. 6 conths.
{2) Summary cerds, 6 conths.

(3) Tatulations. 1 year. 1
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7, 1t@ 4; or 1texs 1 and J of this schecdule.

COMTRACTOR RECORDS SCHEQULE 9

JRAVEL AXD TRANSPORTATION RECORDS

This tchedule covers reccrds pertdining Lo the movement of Goods and perscns.
Records Include bills of lading, trinsportaticn requests, vouchers, and 3330~
clated records, Cgples of some records used to support paycants decooe either
part of the receipt and disbursenent sccounts, or iccounting posting cedia.
Their disposition may be coversd by Records Schedule 6, ite= 1; Records Schedule

1TEN
5O,

3.

a. Hovmn% of Goods, Tha key record i3 the bill of lading, af which there

are coples for consignor, consignee, and the carrier. Pipors related to and
noroally filed with the bill of lading are varted, often volyminous, and ray
consist of shortage and desurrage reports, invoices, and other descriptive
data docwmnting the transaction. [ncluded are records relating to the
shipment of household effects. Contractors shipping certain valuebles uncer
the Govarrcent Losses in Shipamnt Act, which easures &gainit loss, relain
coples of schedules of caterial shipped, papers relating to claies which cay
ensue, and other pertinent docunents. Harardous caterial shipping packaging
records are also fncluded,

b, Movement of Persons. The covemont of persons records inclyde travel
zuthorization and records supporting payment for offictal travel.

11E8

NO,  DESCRIPTION CF RECOROS RETENTION PERIOD

1.  FREJGHT FILES. Records relating to freight
consisting of export certificates, transit
cartificates, deourrage car record bocks,
shipping documents pertinent to freight
classification, oe=orandun coples of
Governmnt or cazmercial bills of lading,
shortage and deurrage reperts, and all
tugporung documents; and including records
ralating to the shipment of household goods.

a. Issuing office copies.
b. All other copfles.

¢. Registers znd control records.

3 years.
1 year.

3 years.

2. LOST OR DNAGED SHIPMENTS FILES. Schedules I years,

of valuadles shipped, correspondence

cecoranda reports, and other rvcords'ralaung

to lossas in shipmnt,

CONTRACTOR RECOADS SCHEDULE 9

CESCRIPTION OF RECOROS

PASSENGER TRAMSPORTATION FILES., Transports-
tien e cainta y traffic or
trangportion offices censisting of coptes of
transportaticn bItls when original bills are
fi)lad in account ing vnits and retaired In
suppart of lodger.

PASSERGER REIMBURSENENT FILES. Ecployees®
expense vouchor files, documenting the
reicbursenant of oployees for espenses
entatled on bekalf of centracter, including
expense of authorizred travel, related
travel and clearance requests ippreving
travel, and suthorizations cof paycent of
approved expense accounts.

GENERAL TRAVE! AND TRANSPCRIATION fILES,
Thota are routine adainfstrotive Tiles,

ratained long engugh to serve reference needs

and not covered elsewhere in this schedule.

&. Correspondence, forms, and related
records pertaining to travel and trans-
portoticn not covered elsewhers in this
schecdule.

b, Accountadility recards documnting the
1ssue or receipt of accountable docu-
mnts involvad in the travel and
transportaticn functions.

6. wn%g?s %!;l{n. (radicactive and fissile
caterial)} shipping packaging records

including Cortificates of Copliance, Safety
Aralysic Reports for Packaging (SARPL
evaluations of SARPs, licenses, &enloents
to licenses, and quail‘y assurance records
documm ing packaging design, fazrication,
oaintenanc., and use in cocpliance with
established yafaty and engineering
standards,

RETENTION PERICO
3 years.

3 years.

2 years.

2 years.

1 year after all
entries on the
recerds ore cleared.

Oestroy 5 years

after Certificate

of Cozpliance has
tercinated, unless
inforzation 1s
recefved Indicating
that renewad use is
definitely anticipated.

Attachment V-1
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CONTRACTOR RECORDS SCHEDULE 10

MOTOR YEHICLE MAIMTENANCE AND OPERATION RECOROS

These records pertain to the canagement, maintenance, and operaticn of
Govermment-owned cr lessed cotor vehicles used by contractors.

00€ Property Management Regulation 109-38 prescribes policies and procedures.
Standard Form No. B2 13 an annual motor vehicle report required by the Federal
Supply Service, Gemneral Services Adsinistration. Cost and inventory control
fores are available but are not mandatory. This schedule covers records
pertaining to the daily use and cperaticn of the vehicles.

In general, records pertaining to motor vehicles reflect a threefold
responsibility: (a) the accuzulation of cost and operating data for fnternal
accounting and manageoent purposes and for reports subnitted to the Federal
Supply Service (Standard Form No. 82, Annyal Motor Vehicle Report); (b} mainte-
nance of the vehicles; and (¢) protecting the interest of the Govermoent in
accident claims against it. Records consist of chauffeur service Jogs and
reports, vehicle repair and maintenance checkoff sheets, cost ledgers, and
claics correspondence and forms.

1TER
NO.  QESCRIPTION OF RECOAOS RETENTION PERIOD

L. {RESERVED)
2. MOTOR VEHICLE GPERATING AND MAINTENANCE FILES.

a. Qperating Records including those 3 years.
relating to gas and ofl coasumption,
dispatching, and scheduling.

b. Matntenance Records, including those 3 years after vehicle
relating to service and repair. leaves contractor
custody.

3. MOTOR VEMICLE COST FILES. Motor vehicle 3 years after
edger and worksheets providing cost discontinuance of ledger
and espense data. or date of worksheet.

4, MOTOR YEHICLE REPCRT FILES. Reports on 3 years after date
motor vehicles {other than sccident, of report,

operating and maintenrance reports).

CONTRACTOR RECORDS SCHEDULE 10
1TEN
%0, DESCRIPTION OF RECORDS RETENTICK PERICD
S, MOTOR YEWICLE ACCICENT FILES. Records 6 years after case
r\:laung to fotor vehicle accldents, is closed.
aaintained by transportation offices.
6. MOTOR VEHICLE RELEASE FILES., Records 4 years after
relating to transter, sale, domation, vehicle leaves
or exchange of vehicles. contractor's
Custody.
7. MDTOR VEHICLE CPERATION. Records relating Oestroy 3 years after

to indtvidua) employee cperaticn of
Government-owned vehicles, including
driver tests, authorization to use, safe
driving awards, and related correspandence.

separation of omployce,
or 3 years after
recision of authori-
2ation to operate
Government-ouned
wyehicle, whichever is
sooner.
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CONTRACTOR RECORDS SCHEOULE 11
SPACE AND MAINTENANCE RECORDS

This schedule provides for the disposal of records rolating to space and
caintenante, except as Indicated in the next paragraph. Records pertain to
the acquisition, allocation, wtilization, and release of space and include:

{a) reports; (b) correspondence and forzs relating to the compilation of
directory service listings; (c) identification credentials and related sccount-
able records; and (d) requests for buiiding and equipment services.

Thts schedule does not cover {a) ccpies of these records that are on iIntegral
part of receipt and disburscment sccounts {schedule 6}, or (b) records of
procurecent snd supply (schedule ).

ITER
NO. DESCRIPTION OF RECORDS RETENTION PERICD

1. {RESERVED)

2. CONTRACTOR SPACE FILES. Records relating -
To the allocaticn, utilization, and release
of spsce under contractor control, and
related reports.

a. Bullding plen files and related 2 years after
records utilized in space planaing, téroination of
assigroent, and sdjustoent. assigroent, or when

lease 13 cancelled,
or when plans are
superseded or cbsolete.

b. Reports and corresporndence relating 2 years.
to space holdings and requirements.

3. DIRECIORY SERVICE FILES. Correspondence, 2 months after
Toros and other records relating to the tssuance of listing.
campilation of directory service Mstings.

4, CREDENTIALS FILES. Identification credentials
and related papers.

a. ldentification credeatials tncluding 3 months after return
cards, badges, passes, parking permits, o issuing office,
photographs; and property, dining
roca and visitors passes, and ether
identification credeatials.

CONTRACTOR RECORDS SCHEDULE 11

1TEN
KO._ DESCRIPTION OF RECCRDS RETEMTION PERICD
b. Receipts, indices, listings, and Untl all listed
accountable records. credentials are

sccounted for, or 5
yesrs after loss,
whichever s sooner.

S. BUILDING AND t%lmvﬂ SERVICE FILES, 3 eonths after work
equests for ng and equipoent is performed, or
matntenance services, excluding fiscal requisitien is
coples. cancelled,

Attachment V-1
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17em

DESCRIPTION OF RECORDS

3

5,

CONTRACTOR RECORDS SCHEOULE 12
COMAUNICATIONS RECORDS

The principal records documnting coxmnication functicns include nmessenger
service data, talecomunications service control, and oparaticnal recerds;
secauries of leng distance telephone
office forss and supporting papers; cuil control records and supporting ond

related pagers; contractor coples of penaity catl reports; and records relating

to private delivary services (such as United Parcel Service).

17Em
%0. DOESCRIPVION OF REQOIDS

1. NESSEAGER sm;% rEus. Datly logs,
asignoert recordy instructions,
¢ispatch records, delivery receipts,
route schedules, and related records.

2. COMQNICATION CORRESPONDENCE, REPORTS,

1. {RESERVED)

RETENTION PERIOD

2 months.

b. Telecorunications genaral files,
including plans, reports, and other
records pertaining to equipont
requests, telephone service, and
ke catters.

3 years.

¢, Telecomunications statistical 1 yeor.
reparts, including cost and volume
data.

d. Telecomunications reference voucher
files.

(1) Reference coples of vouchers,
bills, tnvoices, and rolated
records.

¥ fiscal year,

{2) Records relating to installation,
change, recoval, amd servicing
of equipment,

1 year after audit,
or when 3 years old,
whichever i3 sooner.

¢, Coples of agreezents with background
data and other records relating to
s for tel 1cations

2 years after aeapiration
or cancellation of
agreeaent,

oy
services,

CONTRACTOR RECOIOS SCHEDULE 12

REIENTION PERICO
TELECOPUNICATIONS OPERATIONAL FILES,

a. Message registery, logs, performence 6 oconthy,
reports, datly Yoad reports, and

related &nd sinilar records.

b, Coples of inconing and original
copies of outgoing cwessages.

3 days efter
transaission,

C. Machine copies (hord coples), discs,
and tapes of outgoing cwysa:

JELEPHONE SUMMARIES, Sumaries of long until the close of

stance telephone reports ysed to indicate  the fiscel year in
avthorized use of telephone service, as which sudited,
well a3 to audit expenge vouchars,

Oestroy after
transalssion.

POSTAL RECORDS. Post Office forms and
sUpporting papers.

a. Recoedsy reelating to incoaing or 1 year,
outgoing registered mail pouthes,
registered, certifiod, insured, and
special dnfhory esil, including
receipts amd peturn roceipts.

b. Application for postal reglistration 1 year,
and certificates of declared value
of matter subject to postal surcharge.

¢. Report of loss, rifling, delay, wrong 1 year,
delivery, or other {mproper treatment
of mat) catter,

AL AND DELIVERT SERVICE CONTROL FILES.

a. Records of receipt and routing of 1 year.
Incaning and outgoing cuil and itecs
handled by private delivery cazpanies
such ag United Parce) Sarvice, escluding

orts; postal records, cansisting of post

1Tn

n0.

Attachment V-1
Page 121 (thru 130)

CONTAACION RECORCS SCHEOMLE 12

1Tem
NO,  DESCRIPTION OF RECORDS

6. PAIL AND DELIVERY SERVICE CONTROL FILES.

BETENTION PERIGY

Soth those Covored Dy ftea $ and those
ut:d a3 indexes to correspondence
files.

b, Statistical reports of postage used on
outgoing mi) and fees paid for private
deliveries (spscia) delivery, foreign,
registered, certified, and parcel post,
or packages over 4 pounds).

6 conths.

c. Requisition for steps (exclusive of
coples vied as supporting documents to
paycant vouthers).

6 oonths,

d. Statistical reports and data relating 1 year.
to handling of il and volue of work
parformod.

¢, Records relating to checks, cash, 1 year.
$tasps, nongy crders, or any other
valuadles reattted to the contractor
by aatl,

f. Records of and receipts for cail and 6 conths,

packages recoivad through the Official

Mai) and Messenger Service.

g. (RESERVED)
h, Locator cards, directorles, indexes,

and other records relating to mail
dolivery to individusls,

S conths after
separation or transfer
of individual, or when
cbsolete, whichever

13 app)icable.

7. (RESERVED)

CONIRALTOR RECORDS SCHEOWLE 12

DESCRIPTION OF RECORDS

POSTAL IRREGULARITIES FILES. Mcoranda,
torrespondence, reporis, and Other records
relating to trregularities in the hendling
of cafl, such as loss cr shortage of postage
sta=ps or coney orders, or loss or
destruction of mail,

COMSEC RECORDS, consisting of forms,
reports, and correspandence recording or
relating to the accountability, transfer,
inventory, receipt, and dostructicn of
COMSEC zatertal.

RETENTION PERIOD

3 years after cazpletion
of imvestigation,

a, COMSEC card files. 1 year provided
reconcil(ation of CONSEC
naterial has been

conpleted.

1 month provided
destruction report has
been prepared and sent to
agency COMSEC custodian,

b. Key Card and Key List Usage Reports.

€. Other COMSEC accounting records. 1 yeor provided
roconcilfation of CONSEC
material has been

cocpleted,
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CONTRACTOR RECORDS SCHEOULE 13
PRINTING, BINDIMG, DUPLICATICN, AXD DISTRIBUTION RECORDS

This schedule provides for the retenticn or disposal of records relating to
printing, binding, dplicating, ind distrituticn. The principal records docu-
centing these functicas 2re: ({a) records pertaining to requests for service,
cantrol, producticn, and distribution of Individual jobs ¢r profects (this
materfal rormelly conzists of jsitions requesting service and registers cr
sinilar oedia utilized to mt:'o?'the recelpt of the requisitions, ard to record
the production, distrituticn, and cost anslysis within the operating units); and
{b: report files reflecting the activities of the unit retponsible for handling,
printing, binding, duplication, and distritution sutters.

This schedule does not cover records retained for ontite cudit by the General
Accounting Office. and coples shich are part of the recelpt and disturserent
account records (schedule 6),

1T
A0, DESCRIPTION OF RECORDS RETEATION PERIOD

13 (RESERVED)
2. {RESEAYED)

3.  PROJECY FILES !mx QRBERS). Job or
proJect recerds contalning all papers and
dats pertaining to the punnlng'ml execu-

tion of printing, binding, dupifcaticn, and
distributicn jobs,

4. Files pertaining to the accorplishzent L year after cocpleticn
<f the Job, containing requisiticns, of job.
bills, samples, manuseript clearances,
and related papers exclusive of records
covered by schedute 3 shich relate to
services cbtalned froa outside sources.

b, Files pertaining to planning and 3 years,
cther technical matters.

4, CONTROL FILES. Control registers pertdining 1 yuar after close of
To requisiticns and werk orders. fiscal year (n which
coplied, or | year after
flling of register,
shichever s applicable.

CONTRACTOR RECORDS SCHEDULE 13

ITEM
KO.  DESCR|PTICX OF RLCOKDS RETENTICN PERIOO
S, MAILING LISTS.
a» Corrwspondance, request forms, and until revisicn of
other records relating to chinges (n aaflfng Tist, or after 3
mailing Tists. oonths, whichever is
earlier.
b. Card lists, Until (ndlvidual cards
are cincelled or revised.
c. Plate or stencs) matling Jists. Until plates or stencils
are cancolled or revised.
6. Pi{l‘l’!m REPORTS FILES. Reports and
related rwcords.
a. Contrictor reports on printing 3 years.

ragarding operation of Class A and B
Plints and inventories of printing,
binding, and related equipment fn
Class A and B Plants, or in storage.

b. Coples in sybcrdinate reporting units 1 year after date of
and relited workpapers. report.
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CORTRACICR RECORDS SCREDULE 15
FACILITY RECORDS

This schedule zpplies to those records sccuculated by comtractor offices in the
minagement, caintensnce, and general upkeep of facilities such as buildings,
structures, plants, laboratortes, utilities, and houses; exclusive of design and
constryction drawings ind related records covered by CRS 22, and those Imdustrial
Fectlity Records coverod by CRS 24. This schedule includes records docucenting
naintensnce and repair of finture-type equipment such as bollers; heating and
veatileting systecs, and equipment requiring the use of design and comstruction

drawings to cake repairs., (For other equipcent see (RS 23.)

1Ten
KO0.  DESCRIPTION OF RECORDS

1. FACILITY IMVENTORY RECORDS. Files
ZtcumTated by contractors scting as
agents for DOE (n connection with the
execution of lesses for the operaticn of
commercial or other facilities, or other
uses of Governzmnt proparty under lease.

a. Inventory Lists.

b. Inventory Cards,
(1) Individua) tenant cards.

{2} Individual property cards.

€ Leasa Fllas, Copies of leases,
ronewals, terninstion notices, end
rolated papers.

CONTRACTOR RECCRDS SCHEDULE 15

e
KD, DESCRIPTION OF RECORDS

2. FACILITY WAINTERANCE R 0§ include
| on, servicing, and repair
records,

a. Suacary cerd or ledger records
reflecting caintensnce and repsir.

b. Inspection, service, caintensnce,
ond repair records,

(1) Records reflecting unrasclved
conitored probless.

(2) Records roflecting setisfectory
inspaction, service, caintenance,
and rapair including requisitions,
requests for service, repair esti-
nates, repair orders, work orders
showing scheduled or complated
oaintenance or service, billings,
and inspoction reports.

(a) Boflers, electric mtors, and
wrfired pressuro vessals.

(v) Others.

3. MARAGEMENT RECORDS.

4. Control and guanlua Aecords,

3 ag operation cost ledgers
ard worksheats providing cost and
expense data for sdainlstratics, or
cperation, Includes equipment hours
of cperation, scheduled and ectus)

RETENTION PERIOD

3 years after close of
fiscal year in which
inventory is superseded.

6 years after tenant
vicates property.

6 fiscal years after
close of fiscal year in
which property is closed
to tenancy or leaves DOE
contractor control.

6 fiscal years following
close of fiscal year in
which (8) lease termina-
ticn, lapse or cancella-
tion occurs, or (b)

1itigation {3 concluded,
vhichever is later.

SETENTION PERICD

3 fiscal years following
close of fiscal year in
which unit 13 closed to
tenancy or leaves
contractor control.

5 years after resolution
of prablem,

§ years.

3 fiscal yeers after
close of fiscal year in
which wark is dors.

3 yoars after date of
last entry.

DESCRIPTION OF RECORDS

Attachment V-1
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CONTRACTOR RECORDS SCHEDULE 15

RETENTION PERIOD /‘W@"

hours of operation, hours idle, and )
repair hours. Includes power ind

wtility plant records (e.9., power,

water, heating, refrigeration, ard

alr conditioning,)

b. Power and uum* Plant t_)acralloml 3 conths,
rce Records, including its,

foros and records used to recerd the
protedural steps followed by the
operators; and {nstrunent recorder
charts, tapes, and griphs reflecting
source dats recorded (n connection
with the operation of various power
and ut1lity equipaent,



~
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CONTRACTOR RECOIDS SCHIDULE 16
ADMINISTRATIVE MANAGEMENT RECNRDS

This schedule provices for the retention or disposal of certain records relating
to adainstrative ranageaent activities in contractor organizations. These
activities include the direction 2nd control of nission cperotions and program.
The schedule excludes records of personnel, budget, accounting, and printing
functions covered by other Contrigtor Records Schedules, but includes records of
spectalized procedurs] and cenagement staffs, 1Included within the scope of the
scheoule are files of organizaticnal plarning, records canagenmnt sctivities,
ard adainistratisn cof progrems. Contractor Records Schedule 1| {items 12 and 1))
provides for the disposition of ircentive award casc ftles and sinilar types of
mnagerent {rproverent progracs.

Files pertaining to s managecent prograc ia & well defined area, such as reports
oanagecent, consist primarily of detatled case files on each form or report and
for & 1infted period of tice are of sninistrotive icportance, Files of
progracs covering broader and core diverse flelds, such a5 organizational
plarning studies, ncrmally consist of project files, established for each
separate problen assigned for fnvestigation; the resulting cose file 13 usually
of continuing value in docucenting the history of how the contractor carried out
its contract respomsibdilities, [n additics, there arc epheneral adninistrative
caterials. These may include working papers that do not have a direct besring
on the transaction, prelininary or intermediate drafts of docurmnts and prelici.
nary worksheets that do not represent significant basic steps in the preporation
of final drafts, letters or ceacrandd of tramsoittal and acknowledgrent, routing
slips, and extra copies of docuoents.

1TEm

NO,  DESCRIPTION OF RECORDS RETENTION PERIOD

1. DIRECTIVE CASE FILES.

Mznagecment directives case files
of contractors docurenting policies
&ng procedures pertinent to DOf werk.

4. Master printed copy of each directiwe 3 years after termina-
caintained by organizationai entity tion of contract.
responsible for directives managecent.

b. All other copies. Konrecord--destroy when

no lgnger negded for

reference.

CONTRACTOR RECORDS SCHEDULF 16

DESCRIPTION OF RECORDS RETENTION PERIOD

c. Backep naterial supporting 1ssuarce

15 years, or upen
of the directive.

closecut of contract,
shichever is earlier.

PUBL ICATIONS. Pacphlets, reperts, leaf.
Tets, filc maruals, or other published or
processed cocunents, Or the last cany-
script report if nct published, relating
to managecent projects.

a. Record copy with the supparting papers
which decuaent the inception, scope,
and purpose of the project.

(1} Documenting substantive programs 3 years after temina-
and accorplisheents, tion of contract.

{2) Others. 6 years, or ) yeary afier
ternination of centract,
shichever is earlier.

t. Working parers and Background caterials. See itea 10,

RECORDS DISPOSITIOR FILES., Descriptive
Tnventories, disposal authorizations,
schedules and reports.

a. Rasic Documentation of records dispo- fiettroy when related
$1tion progrars, 1acluding DOE Forn records arc destroyed,
AD.331, Recoras Retention and Disposal or when no longer needed
Asthorizatien, Standard Form N9, for agninistrative or
Request for Records Dispositicn ref erence purposes,
Autherity; Standard Form 135, Records
Transnittal and Receipt snd related
docurentaticn; or other reccrds
retirecent and transfar
docucenty including cescriptive lists,
box and location infermution, dispesal
suthority, access restrictions, and
security classification of records.

Attachment V-1
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ITEM
KO.  DESCRIPTION OF RECORDS

b. Records Inventory and Disposition Unttl superseded or
Schedules, UL form m.wﬁ. or equiva- obsolete.
Tent, containing a Msting of filing
units snd gonersl files of an organi-
ation; citation as to ppropriate
disposal zuthority; retenticn period;
instructions for file cutoff, retire-
ment, transfer, or dispossl; and concur-
vences of responsible organizational

RETEMTION PERIOD

authority.
¢. Records Disposs] oction notices used 1 yesr.
© notily retiring offices, records

officers, and other interested parties
of the destruction of reccrds whose
retent icn peariod has expired, including
ppropriate concyrrences for their
destruction.

4. FORMS FILES.

4. Formm control files, consisting of 1 year after form i
copies of forcs and flow schedules cancelled,
thereof, and tncluding such inforca.
tion a3 purpose of each ferm to
deternine the need, adequocy, design,
ond forn nuober,

b, Working papers, background cateri~ls, Destroy when related
requisitions, spectfications, processing form i3 discontinyed,
dats, and control records. wpersedad, or

cancelled.

5. CORRESPONDENCE FILES. General subject
correspordence e3, censisting of letters,
oecorands, cessages, studies, reports,
forms, and other datd docucenting or
ieplesenting plans, policies, procedures,
secosplisheents, opindens, and decisions
pertaining to DOE progran and staff activ.
1ties or pertaining to internal acninistra-
tion or cperations,

CCHTRALTOR RECORDS SCHEDULE 16

1TEm
N0, DESCRIPTION OF RECORDS RETERTION PERIOD
4. Files cocunenting the develop=ent of Pernanent.
plans end policies pertaining to the
oission, progrea, or functions for
which the concerned division, office,
field office, laboratory, or contractor
has pricary responsibility; cpinfons
and decisians of on important policy or
precedent nature; and s$uRAry reports
and dats refiecting 1ts overall
accoplishments, (These files will
qenerally be found in the offices
of principal staff of Meadquarters
divistons and offices, field offices,
laboratories, and contractors.)

b, Files of an operational nature docu- 15 years.
menting icplenentaticn of the cleorly
estoblished afssion, prograss, policies,
ond grocedures for which the divisien,
office, ladoratory, or contractor has
prinary responsibility, provided that
the docyaentation in 4., above is
preserved.

¢ Files docutenting transactions of a 6 years.

routine character, gencrally recurring

type, which relote to local performarce

of particular transactions of & oission,

prograa, or activity, and which essen-

tially sre suzarized or duplicated in

records described tn b. above, cdine

tatned at a higher organizational level,

d. Ffiles pertaining to iInternal adatnise 2 years.
tration and operations, and informa-
tional copies of correspondence, forut,
pudblicatians, reports, and cther
tssuances reloting to terporary needs
and routine normission or nonprograne
a1ng responsibilities.
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ITEM
N0. DESCRIPTICH OF RECORDS RETERTION PERIOO
6, RECORDS MOLOINGS FILES, Statistical 3 years.

reports of records holdings required

the General Services Amlnlurauon
including feeder raports from all ofﬂm
and dita on the voluze of records disposed
of by festruction or transfer,

1. NN[CT CONTROL FILES, Mecoranda, reports, Destroy | year after
r reconds u-enting aul;n:nu the year in which the
project is closed.

wo;rou &nd cocpletion of projects.
8. REPOAT FILES,
a.  {RESERYED)

b. Activity and Status reports, consisting
of !ulua‘ statistical, or graphic
ratter, prepared perlodlully and

reflecting sctivities in, or status of,
assigned functions.

{1) Fceder or prelininary reports
prepared by sudordinate units for
contractor candgezent.

{s) ueekly and monthly reports, 3 years,

{b) Quarterly, semiannual, & 6 yoars.
annual raports.

(2) Reports having archival and Perzanent.
historical interest, including
contractor cunagement’s perfodic
reports tu DOE, seaisanual and
smual sumary reports for plant
cperations, arnual technical
activity mission reports, and those
describing and relating corrective
action for unususl iIncidents and
occurrences.

CONTRACTOR RECORDS SCHEDULE 16

11EM
N0, DESCRIPTICH OF RECORDS

C icgru. Other Than Activity or Status
usually ccacerning a single
'unﬂloﬂ or sybject, prepared periodi-
cally, occasicnally, or on one-tize basis
and directed to higher or equal levels
of organization for suwurizatica cr
total inclusicn in fimal reports.

RETENTION PERIOD

{1} Feeder or prelioinary recorts,
{a) veekly and conthly reports. 1 year.

(b} Quarterly, semiennual, anmual, 3 ,ears.
occaslonal, and one-tice
reports.

(2) Acainistrative 2nd financial syTary
reports, covering functions, sucth as
procurenent, cost accounting, budget,
perscanal, inventories, field
printing, and safety; prepared from
tource records by comractors
perlodically (ronthly, quarterly,
senfannually, annually) for subais-
sioa to DOE in sccordance wilh
reporting requireaents.

(a) Anmual reports. 3 yoars, or after

GAD audit, which-

ever {s earlier,

(b) Nonthly, guarterly, and 1 year,
1miannual reports.
d. Trip Reports, reflecting sctivities 3 years.
engaged Tn “on official trave) of

e=playess for the purpote of crienta-
tion, rendering assistance or csking
studfes; eac'usive of reports regarding
pansgemont appraisals.

1311.]
no,

DOE 1324.2
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CONTRACTOR RECORDS SCHEDULE 16

1TEn
nd.  DESCRIPTION OF RECORDS

e. Managezent Appraisal Reports, docus
mniing the gga‘ngs conclusiong, and
recormondat ions msulung froo reviews
of facilitating prograns or functions
of DOt components and contractors,
preparcd froa data gathered during
visits to installations, or froo engat~
natfon of reports and Cocu—ents, or
both; exclusive of 2udit reports and
reports evaluating or appraising the
substantive or progrzmmatic functions
of DOE and {ts contractors.

9. (RESERVLD)
10,  WGRYING PAPERS. Project background records

such as studics, 2nalyses, notes, drafts,
and interin reports.

11.  RECORDS MANAGEMENT FILES. Reports, corre-
spondenca, authorizations, technigues, and
related records concerning the developent
and icprove=ent of the mansgement of
records.  [ncludes the management of files,
forms, correspondence, tatl, reports,
microf i1, automatic data processing, vits)
records, and related records not covered
elsewhare in this schedule.

12.  CONFERENCE AND COMMITTEE RECORDS,
Rocords, TncTuding copies of plans,
announcersents, invitations, agenda,

papars presented, swwaries, and
related raports.

CONTRACTOR RECORDS SCHEDULE 16

DESCRIPTION OF RECORDS

(1) Internstional and naticnal
cenferences in which DOE i3 &
participant:

RETENTICH PERLICO

6 years,

Until 6 months after
final action on project
report, or 3 years after
copletton of report if
no final sction i3
taken,

5 years.

RETEMTION PERIOD

{8} Official files maintained by Permaneast.

the contractor rosponsible
for coordinating the DOE
affort.

(b} A1l other coples.

1 years, or when mo

Jonger needed for
roference, whichever
13 earlier.

(2) DOL-wido staff cr field office
neetings of Qissicn (progren)
groups.

(a) Offictal files of sponsoring Pernanent.

contractor.

{b) All other copies.

2 years, or when no

longer needed for
reforance, whichever
i1 carlter,

{3) OOE-wide staff or field cffice
aret 1ngs of Support groups.

(a) Official files of sponsoring 10 yeors.

contractor.

{b) A1l other coples,

2 years, c¢r when no

longer needed for
reference, whichever
13 earlier.

{4) Conferences, meetings, conventions,
syrposfums, and sceainars not
sponsored by DOL or its contractors.
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CONTRACTOR RECORDS SCHEDULE 16

ITEM
50, OCSCRIPTION OF RECORDS RETERTION PERIOD

{a) Reports containing su=raries 3 years.
of views presented and acticn
taken by the assemdly and of
berefits cerived fron DOE . l
participation.

(b) Al other material, 2 years, or when no
longer needed for
reference, whichever
15 earlier.

b, Board, Cormittee, Panel, Files
consisting of charte . notices,
agendas, ninytes, reports, recoamenda-
tions, and correspondence directly
related to the mission of the group,

(1) 0fficial files of "Committees,” 15 years after
"Panels " “Task Forces,® “Study teminattan of
Teams,® “Work Groups,” assignment.

established internally to provide
information, advice, or recommen=
datiens to DOE or contractor
canagement {eaclusive of organi-
ratfonal surveys and studies).

{2) Files :aintained by individual Until superseded,
cecbers of comnittee, pamel, task obsolete, Or upon
force, terninacion of

menbership.

13, ORGANIZATICNAL RECORDS.

a. Organization and functional charts;
publicattons, policy announcesents,
tssuances, instructions, and bulleting
1ssued by and for contractor cunagement.

CCNTRACTOR RECCRDS SCHEDULE 16

[TEM
NO.  DESCRIPTION OF RECORDS RETENT10N PERIOD
(1} Record copies. 3 years after
terninatton of
contract.
{2) Otrer coptes. uati] superseded or
ghsolete.

b. Surveys and studies or organizational
units and operdting procedures,
trcluding formal reparts resulting
theref rogm, eacept for records other-
wise covered in this or other

schedules.

{1) Documenting mission programs, 3 years after
ternination of
contract,

(2} Others until Superseded or

cbsolete, or when 15
years old, whichever
is earlier,
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CONTRACTOR RECORDS SCHEOMLE )7
CIRTOGRAPHIC, REMOTE SENSING IMAGERY, AND RELATEO RECORDS

This schodule covers cartographic, roaote sensing 1nugery, ond related records.

R
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1€
KO,  DESCRIPTION OF RECORDS

RETINTION PERIOD

Records created pricr to 1-1-50 must be offered to tho Nationa) Archives before 6. COMPUTER-RELATED MAPS.
applying the disposition stardards {n this schedule.
2 Onc copy of edch published, maruscript, Permanent. Offer to
Cartographic records include maps, charts (hydrographlc, nautical, weather, or computer=p od cup that shows National Archives sdthin
and agrenautical), photoaps, atlases, cartograas, globes, and relief rodels. the general geographic covorage of 8 10 years.
Related records are those records that forn an integral part of the mapoaking €ocputer systea, or the guographlc
process, such as fleld survey notes, geodetic controls, cup history case files, Tocation of input statiens.
source caterials, indexes, and finding alds. Recerds of the capoaking process
(n sutooated storage ind retrieval systecs are covered by Records Schedule 20. b, Hard copy caps acquired 83 scurces of Subait 80f Form AD-331,
data for a cocputer systen. Records Retention and
Recote sensing imagery covers aerjal photographs and visud) ioages of the Disposa) Authcrization.
surface of the earth taken froo airborne vehicles for evaluation, ceasuring,
or cupping the cultura) and physica) features of the landscape; and related ¢, Cocputer-plotted raps (hard copy Sudait 00€ Fora AD-231,
indexes. printouts or atcrofilo cutput). Records Retention and
Disposa) Authorizatica.
Additicnal cescriptive informaticn spplicible to the dispositicn instructions
for selected itexs are ircluded in explanatory motes at the end of this schecdule. 7. CLOZES, TERRAIN MODELS, AXD nism RELIEF
- ree-digensicasl terrain [
This schedule is brozd and coploents other schedules. aad raised relief asps.
T 4. One representative saple of each type. Pormanent, Offer to
N0, DESCRIPTION OF RECORDS RETERTION PERIOO tations] Archives within
1 year of production, or
1. KAKUSCRIPT, STICKUP, AND ANNOTATED MAPS. Sudait 00C Forn AD-331, whon no longer needed.
73‘:: for scainistrative use, research, or Retords Retenticn and
exhibits or wall displays; sap erclotures 01sposa) Authorization. b. Reaainlng itess. Until no longer nceded
to reports cr ccrrespondence; criginsl for Contractar use.
topographic planetable sheets, terrain
tketches, and rautical depth-sounding B. FINOING AIDS. Graphic or written indesas Follow digposition
sheets; final manuseript "soooth sheets® ard other Tinding aids relating to maps. standard for related
and *fair sheets™ showing the results of . Faps.
surveys; naps or aerial ghotographic grints
amotated with fleld survey information, 9. SURVEY FIELD NOTES, GEGDETIC CONTROLS, AND  Permanont. Offer to
initial hand-drawn photograxetric stero- NS.  {Hard copy or Microfila). Hationgl Archives
plottings fram zerfal photographs; and Field notes froa surveys, observations, within 10 years after
proofshests or overlays that bear and explorations, consisting of a running cocpletion of resultant
annotations resuiting freo field checking account of the terrain, geological notes, P,
or verification of survey data or that are witer depths, a daily log or journal
ansstated to show ssurce of {ofermaticn (often a notebook, triangulaticn diagrazs,
uted en the map. annotated derlal ghotographs, and survey
cocputations).
CONTRALTOR RECORDS SCHEOMLE 17 CONTRACTOR RECORDS SCREDULE
[3(L] . 174
K0.  DESCRIPTION QF RLCCROS RETENTIO PERICOD . N0, DESCRIPTICH OF RECORDS RETEATICH PERICD

2. CARTOGRAMMIC RECORDS PREPARED DURIRG
THTCRREDIATE STAGES OF PUSLTCATIGH,

Tribes plastic sheeis, color separatien
theets, coposites prepared as a step In
the making of colcr separation sheets,
shatographic negatives, glass plate
negatives, enlargezents or reductlons,
coler palis. groof coples subject to

- fina) revision, “correction file” maps
annstated to show correcticns to be
ircerporated into the next edition of a
the pudlished nap, and sinflar itess
whose {nformation content 18 duplicited
by tha final published map.

3. PUBLISHED MAPS. One copy of each
contractor-produced published cap, atlas,
portfolio, and photosp, including each
editicn and variant, and 211 related
indexes ({n sup or other form).

4. AP HISTORY CASE FILES AXD SOURCE MATERIAL.
I stcry case files ]
plaming, surveying, field work, and
producticn and revisicn of specific naps,

Destroy 1 year after
pblfcation of resultant
ap, or 1 year ifter no
1onger needed for
revision.

10. through 15, (RESERVED)

16,  VERVICAL AND OBLIQUE AERIAL FILM
» vertical and
que o in black 2rd white, color,

or *false color.” including photo indexes
{controlled ¢r uncontrolled rosaics),
flight Yine indexes, or coordinate grid
systes used as finding atds.

Subait 0GE Form AD-301,
Records Retention and
Dlisposal Authorization.

Crigina) or master negative.

b. Copy negatives, internegatives,
rectified negatives, end glass plate
negatives.

{1} Anrctated.

Parmanant,

Subalt DOE Fora AD-J31,
Recerds Retent{on and
013posal Authori zation.
Subalt DAL Forn AD-2D1,
Records Retenticn and

Unti) no lenger needed
Disposal Autharizatien,

(2) Mnaannotated.
for contractor use.

and sources of iafermaticn, specifications, c. Priats.
location diagrem, and cartographer's
rmtes. {1} Annotated. Subatt DOE Form AD-331,

Records Retention 2ad

9. WAPS OM MICROFILN. Dispasal Authgrizaticn.

2. If both criginal hard copy aaps and
oicrofiln coples exist.

sybait DOL Forn AD-331,
Records Retenatiocn ond
Disposal Autharizatien.

{2} unannoteted. Until no lcnger needed

for contractor use.

follow dispesition
standard for related
hard copy records.

b. 1f cnly the nicrofila conisg exist.

a. Original or master negative.

Sutait DOE Form AD-331,
Records Retentlon and
0isposal Autherization.




- Attachment V-1 DOE 1324.2
Page 176 (thru 186} 5-28-80

CONTRACTOR RECORDS SCHEDULE 17

e
K0. DESCRIPTION OF RICORDS RETERTION PERICO
b, Prints.
- 1) Annotated. ) Subalt BOE Form AD-231,

Records Retention and
Disposal Authorization,

(2) ungrnotated. Until no lenger nesded
for contractor use.

18. FINDIAG AIDS., Photc mosaics flight line Follow disposition

exes, coded grids, coordinate grids, standard for related
and other finding aids relating to re=ote recote sensing ioagery
sensiag fougery. records.

EXPLAMATORY NOTES

Itens 1 th: h 3

The term "map® {3 used as a generic tem for raps, charts, cartogreas, and
atlages. The word “pudlished”™ i3 used to rean cups or charts reproduced (a
ultiple coples by printing, photogragh, or siailar processes. If hand-
corrected editions dre filed with other mblished mups in 3 central cor custer
flle, do not recove the hand-corrected copies: 1mitedd, maintain the file in
origing) order.

1tea 6b

Maps used for inpyt into 4 computer syitea nay have enduring value for
enplaining the unfque infcrmation used in the systox or to verify the criginal
source of informatfon. If the mapt are arranged (q & m=bered or alphtbetized
file, retain the criginal and complete order. Finding aids should be retzined
in conjuncticn with the maps. -

1ten ¢

An evalustion of these tups must take into account the reproducibllity.
repetitive nature, access, and legibility of the nups.

CONTRALTOR RECORDS SCHEQULE 17

Iten 7

Glebes are often uni and valuadle ftecs of cartographic empressien ond may
hve enduring value {except multiple ccpies)., One se=ple of each globe produced
or accuuloted by the contractor in an official cepacity should be preserved
percarently.

1ten 8

Graphic indexes are raps containing nes, sy=bols, or colors designed to show
the geographic coverage, 1imits, or state of cocpleticn of each iten in a series
or nultiple set of map records, Other finding alds cay inciude written mip
1ists, box 1ists, card file indexes, or magnetic tape or other rachine-resdadble
finding atds.

Itec 9

Survey notes in rachine-readddle form ruy be permanently valuzdle. Guidelines
for the disposition of sulomated records are found (n Records Schedule 20.

Iten 16

Vertical acrial filo coasists of fila insges thut are exposed with the cptical
axis of the cazers ipproxtcutely perpendicular to the earth®s surface and with
the fila feuge a3 nearly horizontal ag practicable.

Oblique aerfal fila consists of fila fmages that are made with the carara axis
directed betwcen the herizontal and the vertical, Oblique photography s
generally used for recornalssinte purposes and may be repetitive. If repetitive,
representat ive s&ples ooy be selected by agreeaent with National Archives.

Itea 17

These sensor systex provide photographic {nagery, soretimes after conversion or
tringferral of informatien from raw dats. The fila is considered to ba the
pricary record. The raw data, 1f cachincereadable, I3 covered by Records
Schedule 20. (Norphotogriphic sensor recards such as o crowave, radioeter,
thermal infrared, thermul ultraviolet, and nonlasgery redir ire not covered by
this schedile.)
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CONTRACTOR RECORDS SCHERRL 18
SICURITY ARD PROTECTTYE SERVICES RECORDS

Security and protective services recerds inclyde the various files created

by contrictors to control and protect classified information; to protect
Goverrcent facilities fron unsutharized entry, ssbotage, or loss; to ensure

the sdequicy of protective oeatures ot privately amed plants given securit
cogafzance by the Governzent: to Cetermine loyslty and fitacss of imdivicuals
ezployed by or seeking ecployment froa the contractor, and to develep and irple-
eont plans for the protecticn of 1ife and property undor emergency conditions.
Also Included are files of security units, guard forces, and other orginiza-
tional elerents docunenting the control of classified information, acCess to
facilities, ind like catters.

This schedule tuthorizes for dispossl records documenting adainistrative
actions relating to the adove functicns.

STCURITY AND PROTECTIVE SERVICES PROGRAM RECORDS

Records sccu=ulated in the sdoinlstraticn of security and protective services
progreas.  They relate to classified information eccounting and control, facili-
ties ‘security and protective services, personnel security c¢learance, and
energency planning,

1T

K0, QESCRIPTIGN OF RECORDS
1. (RESERYED)

CLASSIFIE0_TKFORNATION ACCOURTING AND CONTROL RECORDS

RETENTION PERIOO

Records accwulating fron codsures taken to protect classified ‘Inforration
fren unwutherized disclosure in jecsrdince with Executive Order 10501, other
Executive o~ders, or statutory or regulatory requiremants.

2. (RESERVED)

3, COCUMENT RECEIPT FILES. Classified 2 yuars.
nts receipts, relating to the recelpt
and 13e of classified documents.
4, DESTRULTION CERTIFICATES. Classifled 2 yoars.

cocunents destruction certificates
rtlating to the destruction of classified
dotoants.

COMTRACTOR RECORDS SCHIDARE 18

OESCRIPTION OF RECORDS RETEH1]ON PERIOD

CLASSIFIED DOCUNENT INYENTORY FILES, Forcs, 2 yesri.
Tedgars, or registers used to show fcentity,

Internal routing, and final dispositicn

nade of classified documents, but exclusive

of classified decument recelpts and

destruction certificates 2nd docusents

relating to Top Secret matertal covered

elsewhere (n this schedule.

107 SECRET ACCOUNTING AND CONTROL FILES.

5 years after documents
shown on forms are
doungraded, trans-
ferred, or destroyed,

4. Registers cuintained at control points
10 indicate accountability over Top
Secret docunents, reflecting the
receipt, dispatch, or destructien of
the documents.

Untll related docunent
13 downgraded, trans-
ferred, or destroyed.

b, Forms sccozpanying documents 1o ensure
continuing control, showlrg nees of
perscas hundling the doccents, Intre-
office routing, and corparable data.

ACCESS llig.'ﬁsl FILES. Requests and
authorTzailens for Indlviduals to have
access to classified files.

CLASSIFIED DOCUMENT CONTAIMIR SECURITY
. Foras or T1sts o reco
sale and padlock cosblinations, nemes of
ind{viduals knowing cozbinaticns, and
cocparable data used to cantrol access

into classified docu=ent contalnars.

2 years after
gatharlzation eaplres.

Until sugerteded by a
rew fora or 1{st, Or
upcn turnein of
containers.

1Tem

OLSCRIPTION OF RECCADS

17.

Attachment V-1
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CONTRACTGR RECORDS SCHECULE 18
FACILITIES SEQURITY AsD PROTECTIVE SERVICES RECOROS

Records relating to measures taken for the protecticn of Goverrsent-owned
facilities and privately cperated facllities given security coganlzance by the
Governent fron unauthorized entry, szbotage, or less, )

171
AD.  DESCRIPTICH CF RECORDS

9.  (RESERVED)

10.  SURYEY AND INSPECTION FILLS {GOVERNMENT-
. Reporis of sutveys

and inspections of Governaent-owned
facilities conducted to ensure 2dequity
of protective and preventive mcasures
taken agalnst hazards of fire, explosicn,
and accidents, and to safeguard
fnformaticn and factlitles against

sibotage and uniutherized entry.

11.  SURVEV AND INSPECTION FILES {PRIVATELY
N « Reports of survays and
nspecticns of privately owned facilities

assigned security cognizance by Goverment
agencies; and related pipers.

12, INYESTIGATIVE FILES actu=ulating fron
Tavestigations of Tires, explosions, and
accidents, consisting of retained coples
of reports and related papers when the
original reports are subaitted for review
and fi19nq 1a DOE or other ccatractor
qanlnlloml elecnts, and reports and
related papers concerning occurrences of
such 3 ninor naturc that they are settled
locally without referral to other organiza-
tional elewnts.

13.  PROPERTY PASS FILES authorizing resovel of
Preperty or materials.

RETERTICS PERIOD

3 yesrs, or ) years
after terzination of
facility, whickever
13 socner,

4 years, or J years
after ternination of
facllity, whichever
i3 socner.

2 years.

1 ronths after
espiraticn or
revocation,

18,  GUARD ASSIGNMEINT FILES relating to guard
3Tgments and strength.

CONTRACTOR RECORDS SCKIONLE 18

RETENTION PERIOD

4. Ledger records. 3 years after fimal

entry.

b. Reguests, analyses, reparts, change
notices, and other papers relating to
post assignoents and strength
requirenents.

POLICE FUNCTICHS FILES. Files relatirg to
the exercise of police functions.

4. lodger recerds of arrost, cars ticketed, 3 years after final

2 years.

and outside police contacts. entry.
b. Reports, statecents of witnesses, 2 years.
wirning notices, and cther cise pipers
relating to arrest, comitments, and
traffic violations.
€. Reports on contact of cutside police 1 yeor,

with bullding occupants.

PIASONAL PROPERTY ACCOUNTABILITY FILES
relating to dccounta ty for persona
proporty lost or stolen.

3 years after fimal
entry.

4 Ledger files,

b. Reports, loss statexnts, receipts, 1 year.
and other papers relating to lost

and found articles.

KEY ACCOUNTASILITY FILES relating to
ttcountability for keys issved.

For ercds under adainm
security, destroy 3
years after turn=ia of
key. For other areas,
destroy 6 months after
turnein of key.
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CONTRACTOR RECORDS SCHECULE 18

1M
0. DESCRIPTICN OF RECORDS RETENTION PERIOD 11EM
13.  VISITOR CONTROL RECOADS, N0, DESCRIPTIOH OF RECORDS RETEXTION PERICO
) ing felonies and papers
(») Visitor registration cards or sinflar  Restriction: Facilities of files concern
- records, docusenting adnissicn of where exposure to radia- placed (n official persornel folders.
visiters (or oployees withcut tlon cculd occur, 2 {RESCRVED)
official passes) to aéninistrative *

er restricted arcas, or tmstdllaticns--
reflecting such data as ru=e of visiter
time in and tiee out, verificaticn of
@polntaeat occasicaing visit, whether
"Q® cleared or under efcert, nies

of escorts, nines of persons recelv-

destroy S0 years after
-date of document.

unless resticted abave,
for areas under curima
security, destroy §

yedrs after final entry

FHERGENCY PLANMING RECORDS

Records acoulating fron the forzulation and icplementaticn of plans {such as
evacutlon plans) for protecticn of Vife and property during ecergency conditions,

ing visiter, and anuﬂcullt‘m of or 5 years after date of 2. (RESIRVED)
o epariurey T ¥ Posnsten o Tor ee ™ s 7).  DXERCINCY PLAANING CASE FILES sccumulated  See Records Schedule
denro; 2 years after ' offices responsible for preparatien 16, ftea 1.
final entry or 2 years znd (ssuance of plans and directives,
after date of decunent consisting of & record copy of each plan or
a8 approgriate. 4 directive istued, with related background
* Ppers.
(b) Registers of persons suthorized For aress under niximm
acCess to exclusion areas, main- security, destroy 5 2. W—ﬂiHTL\_Ermmgv D':f'f"" L r[mla ';":Es' than ""‘n:'n:“’"”"m or
tained by pitrolaea on duty, and years after date of m"nlngulned % ";“'d 1bed e
recording svch data as nese of da=ent, as appro- - Nt 25 thove, | cove Tlles descr
e;ﬂ:loyeo er f:m. vehicle nuzber, gl.-lne'. ;or amcr'areas. ve.
tine checked in and out, reason stray 2 years after
for entrance, signsture of person, 0. See Records Schedule

final entry cr 2 years

MR%CV PLAXNING REPORTS. Reports of
cperations s, conslsting of consol-

2nd nane or initials of patrolain, after date of cocu=ent, dated or comprehensive reports reflecting 16, fren Sb.
as appropriste. results of tests conducted under esergency
19, FACILITIES CHECKS FILES relating to plans.
periodic quard force factlity chects. 31,  ERERGENCY DPERATIONS VESTS FILES. Papers 3 years.

accurulating froo tests censucted under

a. Data sheets, door slip sumuries, ecergency plans, such as instructicns to
»

1 ycar,

checksheets, and guird reports on
security violaticas {except copies in
flles of Departrental security offices

nebers participating in test, staffing
assigroents, cessages, tests of coomuni-
catiens and facilities, and retained

covered by {tem 25 of this schedvlo). ¢oples of reperts.

b. Reports of routine after-hours security
checks shich either do not reflect
security violations, or for which the
Inforrution contained thergin is
dotu=ented in the files defired in
(ten 28 of this schedule.

1 =onth,

CONTRACTOR RECORDS SCHEMAE 18

NO.  DESCRIPTIOH OF RECORDS
20. GUARD SERVICE CONIROL FILES,

RETERTIOS PER1OD

4. Control center key or code records,
exergency call cards, and buildirg
ne:v;d and eployee identificaticn
cards,

Uatil superseded or
chiolete.

b. Round reports, service reports o
interrupticns and tests, and punth
clock dia) sheets.

1 year.

¢. Automatic machisc patro) charts and

1 year.
reglsters of patro! and alarm gervices.

3 panths after return
of aras.

d. Ams distrituticn sheets, chirge
records, and recelpts.

1. LOGS AND REGISTERS. Guard 1093 and
reglsters not covered elsewhere in this

schedule.

4. Central quard office ruster logt. 2 years after final

entry.

1 year after 'lrul
eniry.

PERSONNEL SECURI 13 CLEARANCE RECORDS

Recerds accu=ulating froa (nvestigaticns of pertonnel conducted under Executive
Order 10450, other [xecutive Orders, or stitutory or regulatory requiresents.

22 {RESERYED)
23, (RESERVED)

2, p§nso.wn SECURTYTY CLEARANCE STATUS FILES,
e er N e fem of 33 CF rosters.
25.  MONFILGNIOUS SECURITY VIOLATION FILES.
e3 relating to investigations of

d5e
alleged security violations, but exclusive

b. [ndividua) quard post logs of
occurrences entered in caster 1093,

until superseded or
obsolete.

2 years after completion
of fina) corrective cr
disciplinary action,
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CONTRACTOR RECORDS SCHEDULE 19
RESEARCH AXD DEVELOPKINT RECOROS

These are records created by contractors in the conduct of technical and

scient if1¢ rescarch and developmant (RED) activities to develop new concepts,
techniques, equipment, and materials, or modify those in existence. The records
relate to such phases of research and development as the estadblistoent of
requirecents end prelininary characteristics, expericmntation, design, engi-
acering, oodification, testing, and acceptance. Trey accuulato 4t various
crganizational levels, such as offices responsible for progran direction, and
labaratories,

Sciont(fic data accurulsting curing the conduct of a specific praject are
generally recorded in laboratory notebooks, and later suxaarized in teche

nical reports. thile the technical reports will nomally show the progres-
sive and fina) results of the research effort, they do not always show how
these results ware achiaved, or when a theory, device, or process was first
concalved or ruduced to practice. The labsratory notebooks and other sudsidiary
scientific papers record the methods and procedures used datly by the scientist
1n retearch performunce, and cay possess valus for the estadliskmmnt of patent
or invention rights.

The work of a major research 2nd developoent project or systom may be assigned
to various centractor Wnluuwl elents. Thete work assigrments cay be
designated a1 “sud-projects,® “tasks,® or ‘gheses.® They are generally identi-
fied with the osjor project or tystea v.nmgh the project medering or classifi-
cation systea, The tern “project® as usad tn this schedule dnclydes any related
subs-projects, tazks, or phases. It (s desirable that these rolated rocords be
contolidated into a single praject file prior to tranmfer tc 4 Federal Records
Conter, Howaver, for profects of long duraticn, where voluag or cther factors
preclude nulnlng the records lccally until) capletion of tho entire praject,
records of individual subprofects, tasks, or phates oay be transferred to
fmra: Records Centers following the requirenents in standard 3 of this
sKhedule.

e
NO. QESCRIPTIGN OF RECOADS

1. w WM ﬂl[;. Progres docunants,
correspondence oylntsined
b,y o"i:cl n:ponubh for execution,
review, and andlysis of contractor
research and developnent ras, and
relating to tho general planniag and
tupervision of the program.

RETENTI0N PERIOD

Porarent,

CONTRACTOR RECORDS SCHEOULE 19

BESCRIPFION OF RECORDS.
{RESERYED)

m ECT FILES. Praject Case Files
ng story of a project froz

1nulnlon to cocpletion, including
resesrch, developcent, design, and test
resylts. Included are reccrds such g3
projact proposal; review meocrands and
coxunts: project duthorizaticns and
directives; copies of unpudliished coms-
scripts, journal articles, and conference

PAPOTS; progress reports; correspindence
mnunmlm the directien of tho project;
and 115ts of pudlicaticns and flles
resuliting freo the praject.

RETENTIO0N PERICD

a. Casp filos decoed by DOE, centractor,
or the National Archives to have
exceptions) valug beczuse of the
highly significant nature of the
research ind developoent involved
or uniguanass of the case file.
Included are files that:

Peroanant.

{1) Show developzent of new and
significant techaiques.

(2) Relate to new and significent
methodology and materlals.

(3) Mere the subject of Congressicnal
investigstion or ca=e under
intensive public scrutiny,

{4) Result in judictial decisions
or legislative activities
affecting the fynctions and
activities of DOL.

(3) Rewult 1n significant chingas
in the functions of the OQE.

ITEM

50.

9
10.

KO.  DESCRIPTION OF RECORDS

Attachment V-1
Page 199

11en
RETERTION PERIOD

b, All other case files
4,  (RESERVED)

15 years,

$. R&D SOURCE DATA FILES. Punch cords,
electronic tape, or comparable cedia
used to collect and assechble data of
4 preliainary or intermediate charscter
generated fran such grocesses as experi-
aents or cbservations of a routine,
repetitivo mature, and used for refarence
in arriving at deterainaticns fo the
conduct of research projects

6. R8D LABORATORY KOTESOOKS FILES. Notebooks
oonu{nh? technlcal and sclentific data
sccuculating freo the conduct of research
end developoent,

Dispose of when cator-
ained by conpetent
scientific research
personnal that the

files have served atl
research purposes,
CRS-20, Machine-Readable
Records, provides dispo-
sition guidelines,

4. Notebocks containing data essential Raetain 25 years, and
in establishing patent or invention then failow b., ang
rights, €., Tequireaents below.

b, Hotebeoks containing data determined
by compatent sclentific or technical
persomel eithar to be duplicated
10 technical repsrts or elsewhere In
project case files, or to be of such
A routine or fragoentary nature that
their retention would not 2dd signifi-
cantly to the project file,

Destroy & conths after
copletion cr termina-
tion of the related
project or prajects,

c. Other notebooks. Sutarit DOE Form
AN-331, Records
Retentign and

Disposal Authorization,

7, 240 TECHNICAL REPGRT FILES. Published
and urpublly scTeni € and technical
reports.

4. Record cepy of reports not sent to
lechn::al Information Center (TIC),
9e.

Pernanent.

CONTRACTOR RECORDS SCHEDULE 19

DESCRIPTION CF RECORDS, RETENTION PERIOD

be Al ather copfes. Monreccrd--return to
litrary when no longer

needod for referenca.

See CRS 22, Design ond
Censtructien Drawings ang

RD omluc AND SPECIFICATION FILES. An
© copy of cach drawing and
spumeauon showing final casign and Related Records, for
technical characteristics of ftem disposition instructions,
devgloped. See also CRS 26, Xuclear
keapon Records,

(RESERVED)

RaN PROJECT CONTROL FILES. Coples of
woents conta n project case files,
prelioinary shetches, drawings, specifi-
cations, and photographs detemined by
campetent scientific and technical
personnel not te bo of sufficient value
for facerporation into groject cise files.

(RESERVED)
(RESERVED)
(RESERVED)

R&D TECKNICAL REFEREKCE FILES. Copfles of Until superseded or
technical reports, specificsticas, drawings, absglete.

and cther techalcal and scientific data

received frod Govarmaent agencies,

cooorcial concerns, or other sources, used

a3 3 reference source in the performance of

the research and developoent function, but

axclusive of offici1al fils coples of these

docummats.

PARTICLE ACCELERATOR EXPERIMENT RECORDS
resuIting Troa exparicents co

with particle sccelerators {spark
chanbor, bubble chanber).

Destroy upon cospletion
or cancellation of pro-
Ject, cr earlier, a3
they serve their
purpose.

"‘ﬁ
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[TEm
50,

ITEn

CESCRIPTION OF RECORDS

4. Rew data recorded on filn,
ragnatic tape, punched cards,
cocputer printauts, record charts,
logs.

b, Rew doata detemined to have
probadle value for sccondary
evaluations or future different
experioents,

€. Sumary dats or data reflecting
unusual accurreaces recorded on
f1la, cagnetic tapes, punched
cards, cocputer printouts, logs,
and notebooks which serve o
backup for reports generated
during expericents.

d. Final reports reflccting the results
of expericwnts conducted with
particle scceleraters.

WEAPON FIELD TEST RECORDS accumul ated ot

RETENT LN PERIOD

Until pertinent data
have been extracted,
reduced or suTaarized,
evaluated, and Inter-
preted and the raw data
13 no longer needed for
eiparicenty; or 5 years
following the acquisi-
ticn of the data
whichever i3 uriur,
provided that the date
have been reviewsd by
qualified sclentific
parsonnel 2nd deternined
10 have no probadle
value for secondary
evaluatfons or future,
different experioents.

Review anmuatly, dispose
of when no longer of
value for research
purposes.

15 years.

Permanent .

test sites and conllu‘ng of variQus types
of ootien picture file, otcillogra=s, and
cagnet ic topes, on which sre recorded raw

or unevalusted data; end evaluation data
resulting frao study of sbove matertal,

1ncluding neoranda, graphs, tabulations,

reparts, and related papers referred to
collectively as “Reduced Data.”

CONTRACTOR RECOROS SCHEDULE 19

DESCRIPTICN OF RECORDS.

Raw test data, consisting of Mitchell
camra fila, Askania Photothecdolite
filn, and Fastexr filn; trajectory data
oscillogracs, telematry oscillogrars,
and cagnetic topes.

Reduced data, as cescribed above.

SYNOPTIC METEOROLOGY RECORDS accumulated

to evaluate,

aterpret, and deteraine

metearological and clicatological
conditions dearing cn engineering &nd
conteainat1on prodlecs,

b.

Co

d.

Wing L%ﬂl recording wind specd and
vectian at hourly intervals and
at various levels.

Suanary Skeets recording octual and
avgrage wind speeds and direction,

Reports of § tic wind Odservations
[gx%‘ng wind vuiodﬂu and dlrectian
at half hour intervals ia each
project ares.

Soi) and Air 1T ature Logs, recerding
teperatyres at E;? hour intervgly at
varfous levels below and 2bove syrfice.
Salar Radlation Logs recording bourly
avgrages end dally totals of solar
radiation, direct and indirect,
received on g horizontal surface.

;M%&\E%!M; figured
e wet & ry readings, dew
point, relative humidity, and
adjustzent figures taken from other
records.

RETENTION PERLOD

§ years, or 1 yoar
after cocpletton of
final evaluation
report of test project,
whichever coms first.
Until caplete wmapen
or subassexdly becomes

obsolate and 13 recoved
froa stockpile.

10 years.

10 years.

10 years.

10 years.

10 years.

10 years.

1TEn
50,

LTEn
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NO. DESCRYPTION OF RECORQS

h.

3.

ke

CESCRIPTION OF RECORDS.

Presyure l.nax listing heurly darograph
readings and corrections, station
pressures, and teoperatures.

Surface Weathgr Cbservation Data
”sflnq si? ak celling; vhlﬁ“lt:;
tea level pressure; tesperature; dew
point; direction, speed, &nd character
of winds, and total sky cover.

Sumary Records concarning pressure,
sky cover, Ruafdity, frost, fog, and
aiscel lonoous weather phenocena,
including data and resdings on
frontal passage &nd chinock
faversicns.

Precipitation Measyrements ng
sizmaries, 11sting water in rain
Gauga, snow, sleet or ice on the
ground, water equivalent, and
unelited amounts, together with
chserver's recarks.

Matecrological Recorder Charts

recol ng wi velocity

direction, tecporature, solar
radlaticn, thermograph ind
hydrograph readings, and atampheric
pressure over Zé-hour periody.

Pilot Ballggn ascension ngoru.

cating etevation of balloon ot
2inute intervals, azicuth, distance,
tpeed, tesparature, and odserver's
recarks.

¥eather Maps and Charts on which gre
plotted weather Tnformation received
by teletype, including pseudosdiadatic
charts, United States Weather Buresy
{U.S.%.8.) plotting charts, U.S.W.B.
plotting charts, and upper

alr charts.

CONTRACTOR RECORDS SCHEDULE 19

Backgroynd Recording Charts and

n. g i

mWNILEr Togs nedsuring ciscel laneous
dackground readings of atr
contaaination,

RETENT10X PERIOD

10 years.

10 year;.

1D years.

10 years.

S years.

2 year;,

2 yoars,

RETENTION PERIOO

1 yesr,
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COHTRACTOR RECORDS SCHEDULE 20 PART 1 - DOCUMENTATION

MACHINE-READASLE RECORDS

This schedule covers machine-resdadle records and related documentatien.
Machine-readable records require processing and decoding for conversion to
huan-readadle Information ¢nd are wsually stored on media which cake then easy
to codify and update. Fecersl statutes ord reguiaticns define Federal records
23 the products of Governaent business and specifically include all nedta on
which they may bo recorded. When information exists la both machine-readsdle
and hard copy fors Including cocputer output oicrofern (CUM}, vartous factors
bear on the decision of which medium should be retatred for archival purposes.
Among these are the relative cost of storage and greservation, the rolative
convenience of reference, and the factlity with which cost hard copy fors may
be regenerated froo cuchine-readable files (2 process which is costly to reverse).

Then
dispose of
1 year
after final
actten.
dispase of
1 year
after dis~
cont inyance
of the
systen,
retain with
related
date file.
d{sposc of
1 yesr
after coo-
pletion of
testing.
needed,

gnet ic

The disposition of data on mgdia othor than computer mignotic tape (such as
punch cards, paper tape, disc packs, or drum) Is euthorized by this schedule;
howaver, magnretic tape §s usually required for transfer of archival dats to the
National Archives.

are authoriled

Which are

Hachine-readable records differ fron records on other media in four irportant
wys:

l. The oachine-resdable medis on which they are mst often recorded are
erasable and reusable, thus creating 4 cost effectiveness factor fin their
oarggent which 13 not present with more permanent media.

or an approved systen for
which any related magnetic
data file 1s mot suthorized

or an approved systeq for
for disposal

which all related oo

data files

for o disspproved proposcd

systen
for an approved sysien

for disposal

2. The magnetic nmedia on which most machina-readsble records are recorded are
not d:nvm to be percanent storage aedia for records, Thus the fragility
of cost {nformation in machine-readable form rukes it oandatory that such
records be Srought under Control as early as possible in thelr Vife cycle.
1daally this control should be pxercised ot the timc & system i3 created,
even before 1t has generated records. 1f this {s done, disposition stan-
dards can be written on the cediun as an iategral part of the (nternal file
1abel. Etarly identification of files of archival valug ensures that they
are stored ynder opticyn conditions,

Conststing of

3. Due to the case with which cachine-recdable records may be updaled or
revised and the redia reuted, their |ife cycle is driefer ond rore corplen
than that of other records, While the caster file s cost often of archival
value, somtices other versioms should be retafned because their informa-
ttonal content i4 more cosplete than related master files or especially
relevant to coatractor poltcy, decisions, or spectial reports.

tions of the system including

functional requirecents, date

requirezents, systen or
deserlptive rater{al 1acluding

test plans and test anslysis

requests for the system, and
reports

dogu=ents contsining defini-
suthorizing divectives

subsystes specifications,

unttiion

designat ton
Date systess
specifications

Tile
Systea Test
documentation

1
2
3
X
s

CONTRACTOR RECORDS SCHEDULE 20 PART 1 - OCCUMINTATION

4. Becsuse machine-resdadle records cust be sudbjected to both mechanical and
eloctronic processing and decoding to be converted to huwn-resdadle
inforcation, tho records, revealing such processas (documentation) cust be
scheduled with the machine-resdable records.

with related
date file,
related dots

file,
data systems

specifico-
tions.
related dats

retain with
file,

Then
dispose of
retain with

The qualities which separate nchine-resdeble records froo those on other cedia
also make It difficult to produce a subject-oriented schedule far machine
readable records. Thus, this schedule categorizes rocords for disposition
standards on the basis of the kinds of records or files that are cazmn to cost
AP systexs, They are divided into three classes:

Bocuzentation (Part [) covers those records required for servicing machine-
re. ¢ records~«for converting theo froo hwaan-reedeble infermation to
encoded data and vice versa. Theso are the descriptive docunents reguired
to Initiate, develop, operate, and matntain speciftc 2pplications of ADP
systexs. The dispasition of documentaticn s linked to the dispasition of
the related machinesreadsdle files.

Which are

Processing files (Part L1} are those cuching-readadle files exployed to
create ad it & caster file, Processing files iInclude work files, raw dats
trput files, publication files, and security backup files. Processing files
generally ¢o not qualify for long term retention, Those for which disposal
#s not authorized may contain aore coaplete tnformaticn than the related
naster file or be especially relevant to contractor policy, decisions, or
special n?orts and thus possess potential historicat value. Application of
the schedules for processing files will increase the avalladility of space
on machine-rezdable cedia and reduce DOE expenditures for sdditionsl stock
of nagnetic medio,

for & systen for which a1t
related ragretic data files
ore 2uthorized for disposo!
is not authorized for
aisposa)

for querying files

Tor 2 systen for which ¢ny
related rugnetfc data fiie
availadbility, and procedures
TistTngs of esch type of
output by title and tag,
foraat specifications, sclec-
tion criteris, volue and
frequenty, nedia, ?raphlc
displeys ond syrdols, secu-
rity and privaCy comditions
#nd disposition of output

cliently

Master files (Part 111) constitute the definitive stote of a data file in 2
systay at 4 given tiew. Such files ore categorized in this schedule only
partly on the basis of subject conlent, Other icportant considersdtions
regarding disposition are the formut of the data file and the cunnor in
which 1t 13 updated. Suth variables tnfluence the scope of the informa-
tional value of 3 file and cay require subnission of DOE Form AD-331,
Records Retention and Disposal Authorization,

tions of 211 codes used; Cross
reference coce oarual; security
ond privacy resteictions; and
veltdity characteristics; up-
date and access conditions;
sarves for the preperation of

trput data and the Interpre-

tatfon of results

definitions of the Yogical and
physical charsctertstics of

of date 1n the file, inciuding
neoes end tegs or lobels; rela-
tive position, fore, format
and size of dsts elements
{record layout); specifice-
recording cediv and voluce
doscribes the functions of

the systea in non-ADP teref=
nology 0 that users can
determing its applicadility
and when 2ad how to use it
deteiTed descriptions of
products of the system that
ore 10 be used outside the
camputer center

esch record, elesent or item
Trforneticn which S

The decision table forcat is used for two reasons: (1) it woduces requiremants
for explanatory footnotes, and (2) assists the wser in conceptualizing the asny
categories and subcategories of records involved.

File spectfice-

File funttion
dasignation
tions

User gquides
specifications

Output

6
7
9
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reference valid transaction data to other nonrecord catertal cycle.! edit, correction, reject list, have been o W
create a new caster file Sumtched data elicinating created and ~N
error, and rerun files. proven sat- o o
18 an indes to record cuterial subalt 00 isfactory. :
such as correspondence, Form AD-331,
legal hearings, patents, and  Records 1 used Tn & one-tice stu tpose ~N
trodeoarks, and record Copy  Retention or survey after coster
of pudlications and Disposal dats file
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= 1sfactory.
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caster dete R waster file for creation of update '
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bt 15 valid transaction after . dispose of 4
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extracted froo the systen procuting o printed pwlice- Records 13 no necessity for statis- : =
(without destroying the tion of less historicol Retention tical analysis n
source file) preservation value than the and Disposal
machine-readable cedis vsed  Auttorila-
to produce 1t tion. 16 used in sdditionsl amalysis it DOE
Foro AD-331,
Records
Retent fon
and Disposal
Authoriza-
tion,
File functicn
designation Consisting of Which are Then
1 ) fre-resdable cedie comtatn- gt required for GAD site  dispose of File function
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. to herd copy extracted frao the systeo ledgers, cables registers, Records
or other {without destroying the and reports of an extrezely Retention
files docu- source file) specialized noture having and Disposel
conting the less historical preservation  Authorite-
se=e process, value thar the machine- tion.
transaction, readadle nedis used in
or cose. producing thes
2 required for GAQ site audit dispose of 22 Security cachine-resdadlec cedip that updated dispose of E
In sccor- backup is identicel in formet to after third [=
dance with caster file and retoined as update e
hard copy security in case raster file eycle. B o
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retention erased § ct
requirecents k2] & one-tire study or survey dispose of fal K o
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create 4 new caster file (tnf- -
tial deta includes excerpts 1
4 froo forms placed in case noncumulative pertodic sudiy DOE -
files) files of status of Federal fFarn AD-131,
losn and grant oclivity Records
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COMTRACTOR RECORDS SCHEOULE 21 CONTRACTOR RECORDS SCHEDULE 21

AUDIOVISUAL RECORDS

RETERTICS PERICD

17eM
This schedule covers 2udiovisual and related records. Audiovisual records N0,
tnclude still pictures, motion picturks, scynd recordings, video recordings,
and related documentaticn used for, or necessary to, the proper tdentificat ion
and retrieval, or doaring cn the orlq!n, acquisition, use, and cwnership of
these mcm.

DESCRIPTION OF RECORDS

master posftive or duplicate
negative plus aptical soundtrack,
and a sound projection print.

Audtovisual records that cuy have continuing legal, adainistrative, and research (2)
value are of two kinds: (1) those crested, acquired, used, or distributed on

tehalf of DOF for informational purposes, and (2) those generated In conjunction
with tho transaction of contractor business or resulting from contractor progria
responsibilitios. The latter constitute evidence of the organization, functions,
policy developaent, decisions, procedures, cperations, or other activities of

the contractcr, Additional dascriptive (aformation 2ppliceble to the disposi- {3
tion instructions for selected item arg included in eaplanatory notes ot

the end of this schedule.
{4) Unedited outtakes 2nd trics, the
13(1.] discards of filn productions, which
KO.  OfSCRIPTION OF RECORDS RETENTICN PERIOD have been sppropriately arranged,
labeled, and dascribed--the
1. STILL PICTURE FILES. eriginal negative or color criginal
sots, cItrips, posters, criginal

n and & work print.
artwork, and other pictorial records that:

Filas produced by or for
Contractors--filcs thet are intended
for internal staff use--the original
negative or color criginal plus
sound and & projection print,

F1lm ccquired by contractor--two
prajection prints,

$ti11 photegraphs,

(S) Films resulting froo & visual or

&

Provide docunentation of contractor's
organization, functicns, policies,
proceduras, and essential transactlons;

Permanent. Offer to
National Archives
whon no longer needed

clectronics tronsfer of video
recordings.

or contaln informaticn that ts unigue for sdoinistrative use b. Are included a3 part of & project file, Uispose of in accordance
in substance, arrangement, or manner of  or when 10 years old, case file, report, or a siailar tyge of with the approved
presentation, and unavailable in another whichever {3 later. record. disposition instructions
form; or docuagnt events or phenomena applicable to the
which are gignificant; or utilize 2 records of which they
significant new technology and represent are & part.
an ¢dvance in the state of the art.

¢, Are not percanent records a3 described Until no longer neeced

(1) Still photographs.

{2} Black and white photogrephy -
the original nagative and &

captioned print.
(6} Color photography--the

originol color transparency
or color megative, a capticned

CONTRACTOR RECORDS SCHEDULE 21

under 1ten 2a of this schedule.

d. Are faulty cor technically pocr
photography.

SOUND_RECORDINGS nus. Soynd reccrdings
on tapes or discs U

for adainistrative use.

Oestroy icrediately.

CONTRALTOR RECORDS SCHEDULE 21

382,

DESCRIPTION OF RECORDS RETENTION PERICD %0, DESCRIPTION OF RECOROS RETENTION PERIQY
print, and an internegative {f s Provide documontation of contracter's Permanent. Offer to
ong i3 avallable. organization, functions, policies, Hational Archives when

procedures, and ossential transscticns;, no longer needed for
{2) Other st11l pictorial records=sthe or contain Inferoatton that 1s unique adainistrative ute or
criginal and 3 reference print of in gubstance, arrangecent or canner of when 5 years old,
each, pretentatton and unavatlable in another whichever is tater.
forn; or document sctual events or
b. Are included as part of a project file, Dispose of in accordance phenooena which are significant; or
case file, report, or 2 siaflar type with the approved utilize a significant new technology
of record. disposttion instructicns and represent an advance in the state
applicable to the of the ort,
records of which they
are a part. (1} Conventional mags-produced
cultiple copy disc recordingse-
¢. Are nol pernanent records as described  Unti) no longer needed the master tape, catrix or
undar itea 15 of this schedule, for zdainistrative use. stacper, and one disc pressing,
d. Are faulty or technically poor Destroy irmediately, {2) Magnetic audio tape reccrdings

photogrephy.

{reel-to-recel, cassette, or
:anrldr)--the original tape or

2, MOTION PICTURE FILES. Motion picture the earliest goneraticn of each
o, Inc ng negatives, casters, and recording and a *dubbing” if cre
prints of productions and unedited cuttakes exists,
and trizs that:

b. Are intluded o3 part of a project DBispose of in accordance

a, Provide docuzentation of contractor’s Permanent, Offer to file, case file, report, or a $tatlar with dispesition

organizaticn, functicas, policies, Mational Archives when type of record, instructions applicable

procedures, and cssential transictions; no longer needed for 10 the recerds of shich

or contaln information that 1s wnique atainistrative use, or they are & part.

1n sudstance, arrangecent or canner when $ years cld,

of presentation and unavailadle in whichever is later. c. Are not peraanent rocords as described until no longer needed

another form; or docu=ent actusl evonts ynder itea Ja of this schedule. for ecatnistrative use.

or phenocens which are significant; or

utilize a significant new technology d. Are faulty or technically paor Dispose of ixwdiately.

and represant an &dvance in the state
of the art.

{1) 00f-sponsored files intended for
distribytion--the criginal negativo
er color wlg{ml plus separate
optical soundtrack, an intermediate

LB

Y]O0E0 RECORDINGS FILES.

recordings.

Video recordings

that:
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CONTRACTOR RECORDS SCHEDULE 2)

17eM

X0.  DESCRIPTION OF RECORDS RETENTION PERIOD

4. Provide cocunentation of contractor's Percanent. Offer tc
organization, functions, policles, National Archives when
procedures, and eysential transactions; no lenger needed for
or contain inforoatfon that is unique adainistrative use, or
in substance, arrangeczent or canner of when § yesrs old,
presentation and unavatlable in whichever 1s later.
another forn; or docu=ent actual events
or pheno=ena which are significant; or
utilize a significent new technology
and represent an advance in the state
of the art. Included are the original
or earliest generation of the recording.

b. Are included as part of a project file, Dispose of in accordance
case file, report, or o siaflar type with the approved
of recard. disposition instructions
spplicable to the
records af which they
are a part.

€. Have been transferred by visual or
electronic processes to motion
picture filno,

Oispose of after
verifying the adequacy
of the filo copy.

d. Are not permanent records as descrided Until no longer needed
under iten 42 of this schedule, for cgainistrative uie.

e. Are faulty or technically poor Dispose of icmediately,
recordings.
9. AUDIOVISUAL DOCUMENTATION FILES. Finding
aids and docunentation files relating to
audiovisual records, including:

a. finding Aids consisting of any of the Oispoie of in sccordance
Tollwing: shelf 1tsts, visval atd with {nstructions
cards, dota sheets, shot lists, covering the related
contiruities, revicw sheets, indexes, avdiovisual records.
caption Vists, catalogs, or other
docuentation in & textual, alcroform,
or suchine-resdsdble form that s
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1Tem
. DESCRIPTION OF RLCORDS

RETENTION PERICD

necessary or helpful for the proper
identificetion, retrievel, and use
of the audiovisual records described
in CRS 21, iteas 1, 2, J and &,

o. Production Files or siailar files
which include production contracts,
scripts, transcripts, and other
docunentation bearing on the
origin, acguisition, release, and
ownership of the production.

Explanatory Hotes

Dispose of 1n sccordance
with instructions
covering the related
sudicvisual records.,

Iten 1a{))

Inclyded are protographs of significant contractor activitics, perscnalities,
procedures, prograzaatic responsibilities, and developants which sre cade avail-
4able to the pudlic and those which are mede and ytilized in the course of
contractor business but which are intended for Intornal staff use,

ftem 10(2}

Included are records that explain, instruct, advertise, or i) lustrate contractor
progreas and functions, A representative sapling of these records should be
idantified as percanent records and offered to the National Archives. ODetermins-
tions as to the 1tens to be selected 43 permanent records should be based upon the
1ignificence of their content and the unigueness and quality of its presentation.
Oisposition of audio recordings that relate to fllnstn?s or slide sets should be
1a accord with instructions governing the sssociated filestrip or slide set.

Item 1c

Included are stHlV photographs that have lioited gdoinistrative use or interest
16Ch as photographs whote 1udject catter 13 trénsitory in nsture or i3 of purely
loce) interest. Such photogrephs might dopict athletic events, socisl gatherinys,
or cther sctivities not directly related to cantractor opentlons or responsidili-
ties. Included also are photographs of low-level adainistrative staff functions
and cereonial activities showing award presentations snd comendstions.
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[tea 22

Included are edited cotion picture productions as well as unedited footage
{outtakes and trics) that depict significent contractor activities, perscnalities,
procedures, progra=matic responsibilities, and developaents., This fteo includes
ootion f1lns oade for distribution snd Intended to inform, teach, or entertain,
and filos aege and ytilized 1n the course of contractor business for internal
staff use. This itoa also Includes television sdvertisemants and annsuncemants,
cozronly referred to as "TY spots,” which describe, ezplain, or procote DOT-
sponsored prograas ond activities. Freguently these announcesents are produced
in varfant forms which describe the sase progren or octivity and brosdly specking
furnish the sa=e basic information but In a s)ightly different arrangecent, or
they are of such a general nature that thelir Informational and evidential uluc
13 inconsequential, Every TY spot produced for DOL is rot a percament record. A
representative sacpling of TY spots should be fdentified as permanent records and
offered to the Matfonsl Archives. Determinstions as to which TY spots possess
sufficient value to warrant sclection as pormanent records should be dased upon
the significorce of their content ond the quality of its presentaticn, Those
spots not selected as pernansnt records are disposadle in sccordance with the
disposition instructions for itea 2¢c.

Iteo 2¢

Incluged are cotion picture productions as well as unedited footage (outtakos

and trias) that have linited adainistrative use or intervst such as cotion
picture filas whase subject cutter fs transitory in nature or 1s of purely local
interest. Such cotion picture filas night depict athletic events, soctal
gatherings, or cther activities not directly related to <ontrar.ur operations or
msponslblfluas. Included alto 13 cotion pictyre footage of low-level idmini-
strative staff functions and cerexnial activities showing swerd presentations
and cozoendations. This 1tem also includes @otion pictures that present standard,
well-known, widely availadle technical instruction or cunsgertial training program
which were scquired froo Governzent sources.

Iteo 32

Included are completed sudfo productions which are distriduted on diws ond
tntended to inform, tesch, or entertain. Also intluded are "radio spot masters®
of radlo arnouncements which describe and explain significant DOE program and
sctivities. Froquently these onnouncements are produted In variant foros- which
descride the ssme progrsa or sctivity and brosdly spesking furnish the sice basic
inforcation dut in a slightly different arrangement. In suth cases only a
sampling of representative radio spots pertaining to 4 specific DOE sctivity or

progren need be considered percanent records. This iteo also includes sound
recordings of significant speeches, conferences, and committee aweetings. Those

CONTRACTOR RECOROS SCHEOWLE 21

not selected as permanent records should be disposed of in accordance with the
disposition fnstructions for itea 3c.

1tea 3¢

Inclyded are sound recordings which have linited ddninistrative use or interest
such as recordings which were produced for and utilized in some other audiovisosl
producticn such as 4 motion picture or a slide show. Sound recordings whose
subject catter i3 tramitory or of a local iInterest nature are also included.

1tea 42

Included are video recordings which ere distributed and intented to inform,
teach, or entertain as well 23 video recordings of significant programcatic
events, procedures, conferences, ceetings, operations, and techaiques. This iten
also includes television 2dvertiscoents and annduncecents, cocconly referred to
a3 "T¥ spots,” which descride, explatn, or proote OCL progreas and activities.
frequently these snnduncenents are produced 1n variant forcs which descride the
same prograa or activity and brozdly spesking furnish the seme bastc informaticn
but in a slightly different arra nt or they are of such general nature that
their infornationa) and evidential value 1% Inconsequential, Every TY spot
produced for DOF should oot be consldarvd 3 pernanent record. A representative
sazpling of T¥ spots should be identified a3 pervanent records &nd offered to the
Hational Archives, Oeterminations as to which TY spots possess sufficient value
10 warrent selection as permanent records should be based upon the significance
of their content and quality of their presentation. Those spots not selected

as permanent records by the contrector are dispossble in sccondance with the
digposition instructtons for item 4d. Contractor criginated video reccrdings
and regordings acquired by the contractor that cantsin unigue training and
instruction material are included if such recordingt provide documentation

of or for contractor p.ogri=s and show their rolationship to ¢nd icpact on

the pudblic or present a h.itorical sccount of so=e aspect of DOEL's or contractor's
developoent.

Item 4&c

[attructions goveening the disposition of motion picture filns that contain
material that was originally in o vidoo recording forcat will be found 1n ites 2
of this scredule.

Iteo 44

[ncluded are video recordings which are purely trangitory in mature and those
wnich depict routine ictivities and fynctions having only marginal importance,
Video recordings that prescnt standard, well known, widely available technicsl
imtruction or canagerial training prograas which were acquired fran Government
sources are included,
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DESIGN AND COXSTRUCTION DRAWINGS AND RELATED RECORDS

This schedule provides guidelines for tho disposition of design and comtruction
drawings and related rgcords that havo beon crested or received by DOE contracters
1a connection with of fictal sctivities. Oriwings refer to those grophic or
englnenﬁn’ records that depict conceptual as well as precise asesurea inforoeticn
essential for the plaming, design, and constructica of facilities such as
bulldings, structures, plants, uttlities, and other pudlic works projects,
as wall a3 oiscel lanecus onglmrln' and fabrication projects such as michinery
oquipcent. Related records iInclude enginsering studies, design calculaticns,
project performgnce documentation, indexss and finding atds, specifications, and
three-dicensionsl oodels. Most design and constructicn records lose thelir
usefulness after specific poriods of tice. Generally, drawings pertaining to
the conceptual or prelioinary design process lose their adninistrative usefulness
after the final construction plans are sccepted; these records should be
consicsred inactive after the coopleticn of the coastructicn project. Precise
oessured drawings which are used and finalized during the construction process
have a contimsing value during the 1ife of the factlity espectially for repair and
aaintenznce noeds. The finalized ("as-Built®) construction drewings as well as
repair and slteratiocn drawings (er aicrofora copies) should ba considered sctive
while the structure s still used, culntained, or owned by the Feders) Government.

Aftar the design and constryction files are no longer useful to the coatractor or
OCE, certain records have continuing historical value, particularly for the
architectural historian, historlc preservationist, and sccial historian, Since
it 13 unecenonic and unnecessary to retain a cocpleta set of driwings and related
records for each constructicn project sponsored by the Federal Government, 1t i3
necessary to aske 4 selecticn of records for rmmnt preservatien. This
selection cust tiko into consideration not only the types of records tut also the
nature of the individual comstruction prajects. The gemeral {nteat of any
selectien should be bated ¢cn documenting the structures 4nd projects that are
architecturally, historically, and technologically significant. Criteria for the
selection of the significsnt records are contained In the notes following
tho schedule. The selection of fndividual buildings or projects should be
oide by personnel with appropriate historical training, sudfect to the approval
of Naticna) Archives ind Records Sarvice (RARS). Any records croated prier to
m-zl mtlbo offered to NARS Defore applying the dispositicn tnstructions in

s schedule.

This schedyle relates pricarily to records on the cesign and comtuctfon of
buildings. The principlss ostablished here can alsc bo applied to other static
structures and oiscel laneous engineering prajects.

:nu records which are davelaped during the design process genarally consist
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Infttal D“'ﬂ Planning Records, Or&wings and sketches that are conceptual

0 nature, and architectural readerings, thst show the basic design features

of the project, including bullding perspectives, elevations, floor plans,

and other ganeral festures; order-of-magnitude cost estinitas and perforcance
schedules; and oay includo three-dimensional codels prepared for tllustration or
presentation purposes.

Advanced Planning §§%r4s. These cover the pre-Title [ design activity

ntation, iac 09 construction project data sheats or cther types of
project propasals, conceptual dosign studies and reports, conceptual safety
and erviroroantal fcpact analyses, cost esticates, perforaunce schedules,
aethods of projoct performance, and tho dssign criteria for the project; and
development of the pro}ecl managesent plan.

Prel intmry lnno 1} Blig? Records, Title ) ¢esign stwdics, and reports
sumarizing sTgn results {TncTuding core r!'lned definition of profect
requiremonts, cost esticates, per of project parfor-

csnce, safety and envirommental) fcpect analyses) and preparation of prelininary
driuings and censtruction specificaticns.

Fina) (Title [1) omg?. Records. Title I1 (final working) drawings, final
constrection spacifications, performance schedules, methods of project perfore
cence, final sefety and envircrmenta) iopact analyses (reports); and fingl
project caragemant plan for construction,

m !n?tmlng and D'“F Records. Enginsering studles and reports, design
caleuTations, aralyses, and other enginesring data and inforcuticn developed
durlng project planning and design shich docuoents the enginsering ¢nd design
decistors’

od_1n ign. Informatien, correspondence, and other records
planning and design phases, ossential to the performance of
:ﬂlel but not essential for project recard purpeses following project
cm etian,

Those recards which pertain to or are developed during the construction process
usually consist of:

Fiaal #ﬁin; nn-mp. (Ceveloped during Title |1 Design) Architectural
and engTneering drawings which consist of the caster tracings 4nd acceptedie
reproducibles. These driwings provide Information about various aspects of
the coastruction of the buflding or factlity tncludiag architectural (floor
plans, intericr and exterior clevations, and sections), ornemental, struc-
tural, cechunical, electrical, hoiting, ventilating, and alr-conditioning
doulll. as woll as site 4nd landscaping plans. These are fcportent records

1T

X0.
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decause they provide not anly detailed imtructions for the erection of the
building, but also present a comprehensive and detalled picture of its design.

Fina) Construction Specificaticns., (Developed during Title Il Design) Detailed
requiresan: or the project fdentify naterials and worksunghip require-
ceaty, and explain the catertals and equipment items depicted on the related
working drawings.

Pro]«:t Management Plang for Constructinn. (Developed during project planning

410, tails of the project work breakdcun structure; authorities and
rewomlmliual of participants; porformance diagraa; and technical, cost, and
schedule control systeas for the project.

cAs Bullt" Druulng:. Annotated ceples of final working drawings or sdditional
rawings ch 3 changes in the construction fraa the origingl cesign.

shog Brawings, Oetailed drawings prepared by comstruction centractors or

ontractors of particular parts of the building which they are to supply

or by manufacturers of products to be fabricated or agserdled in their shops.

These drawings which include plans for architectural features and interior cesign

such a3 tile and curble work, special cabinet work, alevators, or heating,

ventilating, and air-conditioning systeas, not onl{ provide instructions for
asscchling the products oa the job site, but may also be necessary for future

operation and caintensnce.

Repair and Alteraticn Drawings. Originsl drawings which depict repairs and
aiurnions 10 the bullding as it was originally constructed.

Standard Crewings, Final drewings for standerd dotails and other documents
crea ¢ preparation.

M__?M%ﬂ_ﬂlg. Prograss reports, construction cospletion
reports, equipcent specificaticns, operating and cuintenance fnstructions
(manyals), warrantee data, final inspection 2nd acceptence reports, and other
ioforoation docuenting IM construct fen process.,

Other Bocuaestation and Information, Informition, correspondence, and other
records deve uring the construction process, essential to perforoence
of the process but not essential for project record purposas following project
cazpletion {such as interin process reports and other interio project ectivity
1aformation).

CONTRACTOR RECORDS SCHECULE 22

DESCRIPTION OF RECORBS RETENTION PERICD
PROJECT PLANNING AND DESIGN FILES.
a. 1Initial Design Planning Records. until project cozple-

tion (see b., below,
for exception); or upon
project termination,
whichever i3 earlier,

b. Records selected for srchitectural, Permaneat. Offer to
historical, and technological NARS when file i3
significanca (see notes at end of inactive. (See first
schedule for selection criteria). paragraph of intro-

duction to this
schedule,)

{1} Project descriptian, location,
enginaering or dasign costs end
perforasnce schedule,

(2) Architectura) renderings and
final architectura) and
angingering drewings {selected
to adequately depict the
principal architectural and
enginearing festures}.

(1) Special enginecring or dasign
reports, studies, and date
{for projects of technological
or architectyral significance).

{4} Construction Completion Reports.
(5) Models,
<. Other Planning and Design Records.
vanced planning, prelininary and
final casign, and engtncering or design
studies, colculations, analyses, and

other eaginacring or destgn data doCu-
monting design dacistions made.)
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1TEM Ten
K0, DESCRIPTION CF RECORDS RETENTION PERICO K.

DESCRIPTION OF RECOANS

c. Hh:olla;sm_g Construction Records,
nformaticn, correspondence, a
other records ceveloped during the
construct fon process, esssntial to
parforzance of the process but not
esgential for project record purposes
following project completicn,

RETENTION PERIOD

(1) Records of completed projects
costing core than $750,000, or
which involve special equiprent,
systeos, CF processes.

unt1) discunticment

or disposal of facility,
equipsent, system, or
rotess; or when supers
taded or obsolete,
whichever i3 earlier.
(Sce b,, atove, fer
exception,)

until project
cazpletion,

d, Records selected for architectural,
historical, and technological signifi-
cance (see notes at end of schedule
for selection criteria).

Permanent, (ffer to
MRS when file 13
inictive. (See first
paragraph of intro-
duction to this
schedule.)

(2} Records of completed projects
costing $750,000, or less, which
do not Involve special equipment,
1ysteat, OT processes,

10 years after
completion of
project.

{3} Records of terminated projects 10 years after project

(projects not suthorired for 13 terainated. (1) Project descripticn, location,
design, construction, or fabri- construction costs, and performance
cation; cr terninated prior tec schedules.

cepletion of any of these sctive
Ities) costing oore then (2) “As-Built® architectural) and
$750,000, or which involve engingaring drawings (selected to
special equiprunt, systems, or adequately depict the principal
process projects. architectural and engineering

features).
(4) Records of teminated projects )

(projects not suthorized for
design, construction, or fabri-
catign, ¢r terotnated prior to
cazploticn of any of these active

5 years after project

13 terninsted, (3) Photographs of cocpleted project.

(38) Construction Cozpletion Reports.

fties) costing $750,000, or less, 3. (RESERYED)
which do not involve spectal equip~
cent, tystems, or process projects. 4,  (RESERVED)

{5) Miscellaneous planning and design
reccrds, inforoation, and corre-
spondence eisential to perfore
nance of the processes but not
essential for project record
purposes (such a3 interio progress
reports, preliainary drawings and
specifications, and other in-process
docuzentation cr infortation).

until project completion 5.
or teroinaticn, which-
ever i3 earlier.

FINDING AIDS. Incexes and gther finding

Oastroy in accordance
alds to design and construction files.

with instructicns
covering the related *
dasign and comstructicn
records.
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1TEm
KO. DESCRIPTION OF RECORDS

6. QM{T' ASSURANCE RECORDS prepared,
received, and maintained in conjunction
with tho design, canufecture, construc-
tion, tnstallatfon, test, amd operation

shep drawings, standard crewings, of equipaent, structures, plants, ang

repair end alteration drowings, systezs. (Reference for nuclear fact)i-
equipment spectfications, operating and ties: Azerican Maticaal Standards

caintenance canuals, equipment warrantee Institute (ANS1) stendard WAS.2.9-1974.)
data, firgl inspection and acceptance
reports, construction cost and schedule a. Raccrds which would be of significant
dats, spsce assignment plans, and other

1
NO. OCESCRIPTION OF RECORDS
2. PROJECT CONSTRUCTION FILES.

a. Working drawings and canstruction
specifications, “as-bullt® drawings,

RETENT10X PERIOD RETENTION PERIOO

unt1l the ftex s

b,

essential inforcation to document the
construction process.

{1) For completed projects.

(2) For projects terninated prior to
construction campletion.

Construction € 10n Reports.

{Documented swxmary of the project,

froo design through construction

cocpletten.)

{1) For unique or specisl-iaterest
projects.

(2) For other projects.

Unttl discantiozent or
disposal of facility,
equigrent, systea, or
process; or when supere
seded or obsolgte,
whichever iy earlier
(see d., below, for
enceptions).

5 years after construc-
tion 13 terminated (see
d., below for
exceptions).

20 years, unloss
covered by oxcepticn
in 4., below.,

unt il dismantlo=ent

or disposal of the
facility, equipment,
or process; or wheo
superseded or obsolete,
whichaver i3 earlier.

value in demonstrating capedility for
safe cperation; in oaintaining,
reworking, repairing, replacing or
@0difying the iten; In doternining the
caute of an sccldent or calfuncticn of
the ftex; and those which provide base-
1ine data for inservice inspection.

Records which verify that an activity
was perforoed in sccordance with the
applicadle requircaents but need not
be retained for the life of the plant
or fteo,

(1) Records maintained in compliance
with requlatory requirezents,

(2) Records for nuclear facilities
which are usaful through first
overhaul or reloud.

(}) Records which sre needed to
process and support claics oude
under the warranty.

renoved fron service.

Retain in accordance
with current regulatory
reguirecents or for
nyclear facilities, 6
yesrs after plant or
itea i3 put into
operation.

2 years after plant or
iten 13 put fnto
operation cr after first
overhayl or relosd,
whichever 13 later.

1 year after plant or
itea 13 put into
operation or upon
expiration of warranty,
shichever i3 later,
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11
KO,  DESCRIPTION OF RECORDS RETENTION PERIOD
(4) Records which have no value uatil day sfter plant
after plant or iten is put into or item 13 put Into
cparaticn, operation,

EXPLAXATORY KOTES

Items lo and 2

Criteria for the selection of architecturally, historically, and technologically
signtficant files:

Architectural Significance,

Ortginal Design. Primary consideraticn should be given to those
mia!m and ;mmm which are essentislly ortginal tn design,
Although 1t may iIncorporate standard features, 3 uniguely desigred

tuilding or facility 1s one that was designed to neet specific needs cr
functions, and whote basic design is not repeated in arother building.

Standard or Regg%nive %;Isn. 1f bulldings or facilities use a
standard or repe ve design, 1t is not necessary to pervunently
retain o file for esch butlding, A file thould be retained, however,
for the buflding or facility cost representative of the basic design,
for each variant of standard designs, and for each repetitive but

slightly different design,
Architectural Style, Buildings which ecbody the distinguishing
characterTstics of either a pericd or a reglonal architectural sytle.

Innovations. Buildings or fecilities which include srchiteciural
e englneering innovations,

Historical Significance.

Adoinistrative Functicns ard Activities. Butldings which are associoted

maJor functions tl feral Governront (executive depart-
aents, agencies, and burcaus) and the major activities of the various
Federa) agencies,

Mationa) fvents or Pertcnalities. Bulldings cr facilities which are
as3ocTated with events or persons who represent the broad history of
the country.

CONTRACTOR £ic{URDS SCHEDULE 22

Noted Architect, Drawings b{ nuted architects or engineers of both
pro; and constructed buildings or facilittes,

Controvarsial, Buildings or facilities which were involved in
controversy In regard to their cesign, constructien, or utilization,
Projects terminated becavse of cost overruns, safety hazards, and
enviromental hazards are included.

Technological Significance,

This categry includes files of such projects as first-of-a-kind
enargy resgarch, dovelopent, or demonstration projects or other
unigue building or facility projects, Since this i3 a broad category
which covers nany different types of technical facilities, specific
dotails have not been attecpted. Permanert records relating to these
abjects can be chosen more selectively than records relating to
buildings, In general, files which show how the project was designed,
constructed, and altered, should be retained for a selection of the
o5t unique structures and for o representative saple of repetitive
and siallar structures,

A selection which is to be based on engineering and historical
significance should consider projects which include engineering
innovations or prototypes, projects which have schieved raticnal
accleio or controversy, or projects which represent the major product
of an agency (such as NASA's gpacecraft or TVA's hydroelectric
projects). Representative secples should be based on the type of
strycture or project, cost, and regicnal vartations., Structures and
criteria used by the Historic American Engineering Record and siatlar
comprehensive 1ists can serve a3 a guidelire and minioyn standard,

1t should be noted that cocpretensive site develapzent plans or
oaster plans are closely related to maps. These cozprehensive plang
can be evaluated 1n terms of cartographic records (sce schedule 17),
while individua) duildings and facilities within the system can be
evaluated on the basis of this schedule.
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EQUIPENT Cﬂlﬁﬁl MAINTENARCE,

Records detcribed in thig schedule are those qenerslly caintained by property
nd plant canacecent pertornel fulfilling their responsidility for the canage-
nent, control, accountadility, maintenance, and operaticn of mobfle or stetianary
equipnent and persondl property. Fixture-type eguipaent requiring use of cesign
and constry tion drawings for repalir and maintenance §s covered by Facility
Peccrds (CRS 15). Thig schedule covers personal property, equip=ent, aschinery,
oachine tools, vehicles, of fice cquipnent; and gccessory and auziliary itees,
and spare parts; exclugive of notor vebicles (CRS 10); and Industria) Facidity
Records (CRS 24), Equipaent records aay complement or supplezent procuretent
and supply records and pecounting records.

Records nay be segregated fntc groups by equipment kind, type, purpose, use,
location, valuation, or other assigned category, 0.9., plant, office, supplier-
owned, pertonal-ute, teol recelpts, loaned property, borrowed groperty, and
controlled-ute equipnent. Records oay be elther as brief or as detailed ag 13
required to of ficiently cunage equipment consistent with 1ts value, usage, or
servicing require=ents, In some (nstences, ccples of a pricary control record
are used for additiona) secondsry record or indexing purposes, e.9.. & duplicate
equinzent inventory card 13 filed by naze of scccuntable employee.

1T
NG.  OESCRIPTION OF RECORD RETENTION PERIOD

1. [QUIPKINT CONTROL RECORDS, Equipment
TAtroT records are property sccount-
aditiyy records which constitute an
inventory of ecuipoent, perscns)
property, drd spare parts,

4. loventory Lists, 3 years from date
of tist,
b. Ineventory Cards  Includes M ttory 3 years ofter o new
Wumnaw acquisition, assigment, control card ¢
or accountadility, and final prepared, or 4 years
disposition. after equipent or

property 13 recoved
froa control.

€. Adjustoent of laventory Authorizetions, 4 years after date of
| 2ationg to sCrip Or write of wthorization ¢r date

and other papers used as evideoce of of posting action.

CONTPACTOR RECCROS SCHEDULE 23

3{1d
N0,  DESCRIPTION OF RECODD RETENTION FERLOD

authority to adjust inventory control
card.

d. Property Transfer Files docurenting
accountabllity transfers of property

ard wquiprent.

{1} Copy in preperty accountadility 2 years after date of
office. posting inventory card,

(2} Copy in offices transferring 1 year,
property.

2. I%IPK[NT MANTEMAXCE GICOBDS! INCTUDING
N . .
a, Summary ledger or card records 3 years after property
reflecting naintenance and repair. ts ditpoted of or

removed froo control,

%, Inspection, service, rairtensnce, and
repair records.

(1) Pecords reflecting unresclved 3 years after resolu-
fonitored prodlens, tion of prodlec,

{2) Records reflecting satisfactory 3 years following
inspection, service, maintendrce, close of fiscal year
and repair; includes requests in which work {3 done.

for service, repair orders,

work 0rdery showing dates of
scheduled or completed maimenance
or service, billings, and
inspection reports.

3. OPERATION AGD COST RECORDS. Equiprent 3 years after date
gers ond work theets providing cost of last entry.
and expemie data fr eguipent maintenance
or operation, reflecting scheduled and
sctual hours of operation, hours Idle, and
repair hoursg,

Attachment V-1
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CONTRACTOR RECOPDS SCWEDULE 24
ANBUSTRIAL FACILITY RECORDS

This schedule covers recards pertaining to the cunsgement 3nd cperatfon of DOE

industrial faciitties,

Such factilittes include, but are not restricted to,

Kaval, test, and production reactors; producticn facilities; laborstories; and
separation plants.

The records consist of a wide variety of facility canagesent records such as

progress, producticn, and status reports; quality control data files; equipment
history snd control records; special moterial accountability files; and product
output swezaries.

Records accusulated in the oporation of the facility would include such documents
s Togbocks; instruoent monitoring charts; Incustrial x-rays and radlographs;
equipment Inspect fon and servicing records; work permits; and cany other docu~
cants that are generated in the operation, ronitoring, production, and cainte-
nance of the plant and 1ts equipoent,

1TEN
NO.

1.

2

DE

DESCRIPTION Of RECORDS

FANASEMINT OF PRODUCTION RECORDS.
Production contral Tiles developed 1n
coordinating work progrems in the
production of cocporents and equipment,
consisting of oinutes of neetings of
product fon persannel to work out
product fon schedules and to sdjust
Hificulttes arising in production
prograa.

WORK PERMIT (WORK CRDERS) RECORDS.

4. Log sheets pertaining to special

RETENT1OM PERIOD

2 years after copletion
of individual preduction
prograa,

1 year,

work pemits in operating activities,

togather with work order reason
sheets.

b. kork permits authorizing electrical

wert in processing plants, Including

relace) vtchiag Imstruct fons.

c. Photographer's wort permits,
reflecting data regarding {mstruct

CONTRACTOR RECORDS SCKEDULE

1PTION OF RECORD

in safety rules, use of safety
equipment and protective clothing,
and accocpaninent o hazardous areds.

FANAGEKENT REPORTS.

[

Progress reports of production
departoents gnd product testing
Taboratories.

(1) Periodic reports covering
progress and diffarences between
actusl and scheduled deliveries
in substant ive work progreas.

{2) Datly cutput reports.

Adainistrative, progress, production
and quality comeo! reports ind
records, providing detall and suorary
dats pertaining to production znd
quality of ts such as cost
recovery, a)lay varizdles, quantity
of {teas produced, inspected,
wccepted or rejected, and related
infermation, exclusive of canigecent
production reports and monthly
quality control progress reports.

PRODUCT MANAGEMENY RECORDS.

Project mnoq files consisting of
records eccuwmla uring the course
of specific production grojms.

such a3 laboratory se=ple reports,
14ln slides, graphs, drewings, and
related papers and correspondence.

Run Books providing process histery
uCt through serles of
fodrication phases.

1 year after cocpleticn
of work,

1 year.
on

24

RETENTION PERIOD

S yeors.

1 year.

1 year.

§ years.

1 year after finished
product s transferred
to custooer,

ITEM
NO.

S.

1TEm
NO,

DESCRIPTION OF RECORD

Attachment V-1
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CONTRACTOR RECORDS SCHEDULE 24

DESCRIPTIOH OF RECORDS

Ce

1.

Bevistion files consisting of records
approving and accepting or rajecting
products which deviate fron drewings,
or specifications, together with
revised drawings or specifications,
serving as basis for inspection,
reacceptance, and recoaversicn of
raterial,

Quality Control Records,

{1) Technical data files, consisting
of reports and records docu-

ecenting the quality characteristics

of eath produtt produced, and
providing detailed informaticn
pertaining to cocposition,
casting extrusion, oachining,
canning, testing, and tnspecticns.

{2) Data reflecting lcpurities of
product netal rolled ot
specified temperatures,

(3) Lot fabrication and tnspection
records develeped in quality
control activities at caterfal
processing plaats, of reference
valye only during short life of
oetal slug product.

y Fi Ingustrial tnspection

ay es, consisting of X.ray filn
asde to determine physical status of
products utilized in aperating plants,
exclusive of radiographs of equipment
and caterials used 1n fuclesr system
{see 1tea ).

Seal Files. Seal status report
ftles, consisting of dally and weekly
susrdries showing nucbers of seals

CONTRACTOR RLCORDS SCHEDULE 24

INDUSTRIAL METHODS RECORDS.

built esch day, type of seal, aucber
tramferred, issued, or used In
processing operation,

Procedures of sperating activities

covering phases of cperaticn,

and

conslisting of calibration

books, and makeup sheets,

Process Wort Re%ns pertaining to
cproveneats In handling, operating,

precessing, and material quality.

Nort Sieplificaticn Records consisting
of cate hhs containing detailed

descripticng of plams fer sicplifica-
tion of work or icprovement in
nonprocess operation.

Industrial Engineering Reports
pertaining to potential cost

RETENTIOM PERIOD 3
10 years after date of
1ssue.,

§ years.

2 years.

1 year.

1 year,

1 year.

RETEMTION PERIOD

Until superseded.

3 years.

2 years.

Until 1 year after
proposal 1s adopted or

reduct(cns or icprovements in rejected,
nonprocess work or separstion
operaticns.

1 yesr.

Seopling Checklists made out by

supervisors observing sc=pling
technigues of operators taking
process si=ples, to deternine
co=pliance with estsdlished
procedures.

6. PRODUCTION EQUIPMEXT INVENTORY COMTROL

3. Production Equipsent Invento
Tistingt.

3 yoars, provided
inventcry control

records are maintatined.
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COXTRACTOR RECORDS SCHEDULE 24

1TEm
K0._ DESCRIPTION OF RECORDS

b. Produttion Equipment lnvento:
Fecords, luiﬁ reccrdl
Jocurent ing acquisition,

assignment, accountadilfty, and ¢
final dispositicn.

1760
RETEXTION PCRIOD NO,  DESCRIPTION OF RECORDS RETERTION PERIOD

3 years after a new
control record 1S
prepared cr 3 years
after equipment I
recaved froo control,

{3} ®Routine conitoring records of
inspecticn, naintensnce, or
repair which reflect
sati{sfectory perforrunce:

{a) logt or supporting records 1 yesr.
€. Posugq or Adjutteent of laventory recording equipnent test
utharizat 5. Papers J years after date of retults for--
authorlzing posting cr adjusting poiting or date of
{nventory control recerds, autherization recerd, 1 Converter status (daily
shichever I3 later. reports);
1. l&gll’!{" FAINTENANCL RECOROS, 2 CyVinder pipe leaks;
ntensnco records include testing,
inspection, servicing, and repair recerds, 3 imllz;dunl tube {ge=re
(11335
a. Swwary Reccrdi. Summary card, 2 years after equipnent
Ted 'zr. or equivalent records 13 renoved fron control, 4 Valves;
reflecting naintensnce ang repalr. .
5 Valve equipoent;
b. Life of the t%.d%nz Records.
ervice e of the equipaent history & Industrial inspection
and radiograph records. X-ray files consisting
- of X=ray fila to deter-
{1} Sea) history sheets and related 1 year after sedl i3 nire status of equlgm
Togbocks, reflecting work recoved froo service, used in operating plants.
performed on specific seal from (See radiographs of
time of {nstallation untid sea) reactor systen welds
' 13 no lcrger uied; together in 2603}, sbove.;
with test sheet dats reflecting
facts concerning teits made on {b) Operators reports of 1 year.

individual seals. equipnent failure,
reflecting equipoent diata,
fadlure characteristics,
and circumstances lesding
‘up to interruption of
operations,

0P[RATIONS RECORDS. Records reflecting
equitnent-operations data, ({See

operators reports of equipment failure,
7d(l)lb), above.)

(2) Pusp histery files, consisting
of nalntenance records; including
descriptions of repatr work
performed dnd materlal used, fron
installation of pu=p yntil it
recaval fron service. 8.

1 year alter p=p i1 .
resgred from service.

{3} Radiographs of reactor systen
welds, Including coolant systems,
and rexctor vessels.

Until equipment s
renaved fron service.

CONTRACTOR RECCRDS SCHEDULE 24 CORIRACTOR RECORDS SCHEDLE 24

I 1TER
KD.  DESCRIPTION OF QECONS RETENTION PIRIOD K. DESCRIPTION Of RECORDS RETENTICN PERIOD
{3) Radiographs of fuel elecents. S years cr until elecent 3. Control roon logs. 6 yeers,
is expenced, whichever
13 later. b, Shift supervisors® 1 6 years,
recording significant |nc|dtnu
¢. Fenitored lggig nt_Records, 5 yoars after resclution &nd actions taken,
aipection, service, rafntenarce, of problen,
and repair recerds reflecting <. Datly cperatfons summary reports. 6 years,
unresolved renitored problens,
d, Operations centrol records, Records 5 years,
4. fgulpoent Recordt, Inspection, include:
tervice, rairteaarce, and repair
reccrds reflecting performance. 1 Operating experfences.
(1) Pressure vessel inspection Until subsequent test of 2 Significant iIncldents.
reports, reflectirg date vessel cencerned,
corcerning periccic hydro. 3 [guiprent performucce.
static tests of pressure N
vessels, and serving as check- 4 Resctor process evaluation,
Tists to assure complisnce
with specified test intervals. ¢. Reacter T rature Control
Fecordgs.
{2) Gamma distribution files, 3 years,
cons{stirg of recorded calcula- {1 Graphite data sheets listing S years,
tiens of eapected govva ray graphite tezperature ingice
activity in rexctor shieles, reactors,

based upon feasurenent dats

taken experirentally. {2) Temperature and flow rups 3 years or until

{3) Records other than tre routine
renitoring records cescrited
below indicating satisfactory
inspectlan, service, meintenance,
ard repair. Includes prelinie
nary tests of equipmert and
systens fndicating reidiress
for cperationy, reguests for
service, repdir ordersy, or
work orders; whith show dates
of iCheculed or cocpleted
attion.

3 yosrs after action cr
wort 13 corpleted.

3

Seure

reflecting reactor power levels
and providing outlet water
tecperatures and flow dats of
reactar tudes.

Texzperature cards and tapes
recording at set levels the
tecparsture readings of
individual tudes ¥n reactors.

o records used to sccutulate "

information sumarized in a, thru e.,

&bove,

1ncluding checklists, logs,

expended core exdninz-
tions have been
corpleted 2nd fingl
inspection reports
18sued, whichever {s
later.

3 years.

Production reactors:
1 yesr. All other
reactors: 3 yesrs,
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CONTRACTOR RECORDS SCHEDULE 24

OESCRIPTION OF RECOROS

h,

reflecting source data recorded

in connection with the operation of
various rezctor and assoclated
equipment.

Ganerator sheet files, recording
cperating characteristics of
flourine or other generators,
reflecting such data as voltages,
tezperstures, pressures, and weights.

Instruoent chirts and resdings or
process data sheets; providing
significant data ts transcribed
to run or logbooks.

Recorder charts which record
tesperature, sresture, flow, power
fluctuation, and other data in
connect ion with testing and control
oparations, exclusive of radiation
datection charts; provided pertinmt
data is transcribed to logdooks,
reparts, or other records.

PATERIALS PROCESSING RECORDS.

a8,

Ceatrol Records ?oruinlng 10 Mork
erig [ [7] &l atories.

{1) Laboratory curvals, stemdards,
and procedures.

(2) Laboratory logdooks cescribing
amlcu and dafly activities
of the laboratory.

{3} Seple recetving logs.

(4) Specia) muclezr motertal
accountability Jogs, provided
official ucmnubdlu record
1s retained.

RETENTION PERICD

2 years.

1 yeor.

1 month.

Until superseded.

S years.

2 years.
2 years.

CONTRACTOR RECOXDS SCMEDULE 24

1Tem
X0, DESCRIPTION OF RECORDS

€.

(5) Spectrograph filn logs

weporting analysis work,

(6) Spectral slides used in

spectrographic analysis of
semples.,

(7} Analysis reguests.

{8) Analytical assay records

Tisting results of aralysts,
providing pertinent data
are retaimed in other records.

{9) Quality control eonthly reports.
(10) Supervisor's shift logbooks.
(1)) Essantia) naterials snalysts

reports.

(12) Investigations of high hand

scores, providing significamt
data pertaining to individuals
tre retgined in cther recerds.

(13} Co=parative anslysis logs

pertaining to saxples analyred
by two different methods for the
same test.

(14) Dat)y sample report.

b. Aaalytical I.ggl recording

analyses of samples in separation
operations sctivities for quality
control purposes.

le Analysis Data accusulated
"o, es in productfon

T
matertals for quality or cther
centrol purposes.

RETENTION PERIOD

2 years.

1 year.

1 yoar.
1 year.

1 yeer.
1 year.
1 year.

1 year.

1 yoor,

1 year.
3 years.

2 years,

1Tt

1.

11N

10,
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CONTRACTOR RECORDS SCHIDULE 24

DESCRIPTION OF RECO2DS

d, Batch Inforration consisting of
echnical, and
data pertirent to chenical mateup

ical, or statistical

RETENTION PERICD
1 yoor.

or process batches, provided informa-

ticn pertinent to product history is

transcribed to recerds which are
retained,

e, Sarple Reports on chenical solutions,
ma for control of process

varizbles.

f. Process Transfar Records of retals,

s, OF £0 ons used for
operational control purposes.

9. Slug Storage Records. S$lug storage
Sl'n mﬁl Tisti

» 118ting quentities and
types of slugs ewaiting processing,

including trrzdiaticn history.

h, Sarple History Sheets recording
'ﬁhgory of ursniuo sacple,

BARRIER RECORDS.

4. Barrier Retubing Inventories
cons13ting Of reports caeplled
datly showing czount of barrier
raterial received and transferred,
vtdge nade, aount on hand, scrap

inventcry of broken cr rejected
tubes,

b. [Inventory and Transfer Files serving
3 sceonTiBTTIEy Tecords T

1 year.

1 year.

1 yeor after slugs
are processed by
chenical separations.

1 year.

2 years,

1 year.

cr birrier

naterials,

c. Barrier Pr#n; and Usage Reports
@y pertatning Lo saintenance O

barrier catertal in processin

cperations, reflectirg type, ?ongth,

1 year.

CONTRACTOR RECORDS SCMEDULE 24

DESCRITION OF RECORDS

and nucber of barrier tubes installed,
rurber troken and rejected, and the
maber of plugs in esch converter.

SPECIAL MATERTAL ACCOUMTABILITY,

b,

Files Pertatning to Esticuted
Hequireawnts o;!swree ard specta)
nut lear materials, and containing

correspondence on this subject
with cperations of Fices.

Allotoants, Orafts, and Allocaticns
TTlas of requesting agencies
ConsTsting of ratained coples of
DOt Forms ET-437, Nuclear Materia)
Oraft, or mlu‘om foros, togsther
with pertinent cerrespondence.

Essent1a) Material Reports of
aperating vities, s ~
begirning and ending tnventories,
receipts, dtsbursements, and
consuptien,

Supervisor's Uraniun Transfer
ﬁoFﬂ . RccountabiTity reports
oafntalined for resdy reference by
supervisors, showing urgniua

transfers between aperating zctivities.

Essantial ‘mss' Materials

countdl et documenting
The recelpt innﬂ'er. and shipaent
of essential materials {other than
$S suterials) and consisting of
wrksheets, inventories, ledgers,
reports, and gther source records
providing detsll for reconciliations
and account ing sudits.

RETENTION PERICD

2 years.

2 years.

5 years.

1 yesr.

2 years.
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CONTRACTOR RECORDS SCHIOWLE 24

1TEN

OESCRIPTION OF QECORDS

17tm

f. $S Material kccunublllt! ang
réimfer [+] atre-
plant tranmsfers), cmhunq of
mon‘h ut{lized within an 5S

station to sccount for transfers
fron cne unit to inotker within
plant or factlity or between
such plants.

q. Daily Line rati Reparts.
sports or logs prepared dally
primarily for 1ine operations
facluding operating and maintensnce
informaticn, shift end stitus,
esgential naterfal end cheaical
tank inventories, and technical,
snatytical, or statistical dats
pertinent to cheatcal or process
aaterials or solutions.

b, Feed and Waste R%ds Files
consisting of rec th reflect
physical inventory of materisl on
hind at beginning of ezch day,
depleted feeds, waste withdrawals,
and cther processing dats uied in
eadsuring datly performance and to
assist in locating foreign material.

t, Product Withdrawsl Sheets
reflecting gross, tare, and ret
weights of product withdrawn

fro= each cylinder In processing
plants.

3o 58 Material shisflni fern F||ﬂ
congisting er

equivalent, vied in tht tnnshr
of source and specla) ruclear
materials, or other cuterfals
controlled by the 35 cuterlals
accountability systes.

RCTENTION PCRIND

2 years after caterial

13 no longer 1n Inven-
tory, providing DOL
audit has been cospleted.

1 yeor.

% years,

2 yeors.

Untfl audit by DOC
secountadility survey
teen.

CONTRACTOR RECORDS SCHEDULL 24

X0.  DESCRIPTICN OF RICORDS

Reports of Shigper-Receiver
nfmm...z B‘l“unmu Ted

shippTng end recelving 1mulhuom.
pertaining to tramfers of $S =etertal
between installaticns under the seme
or under different cperaticns offices,
and containing conclusions, recormen-
dations, and resoluticns of the
reasuresent differences.

RETENTION PERIOD

2 years,

DOE 1324.2
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COMTRACTOR RECOADS SCHEDULE 2%
MEDICAL, HEALTH, AND SAFETY RECORDS

Records covered by this schedule include the following classes of records:

(a) safety management; (b) cedical and health resesrch; {c) operational records
for health units, fire units, and dbiological laboratories; (d) individual case
ftles of employees exposed to hazardous or toxic substances, or radioactivity;
and (e) records of BOf-controlled activities reflecting the protection provided
to esployees, the public, property, and the environment, during the conduct of

the activity.

L
AN, DESCRIPTION OF RECOROS

Y. SAFETY MAMAGEMINT RECOROS.

4. Occurrence {43 defined by the Assistant 15 years.
Secretary for Environoent) investigation
tiles, including a copy of the report,
related corvespondence, technical data,
statecents of witnesses and ewployees,
other relevant information and data.

b, Reports of {nspections, appraisals, 10 years,
audits, studies, and pertinent
correspondence caintained by
organizaticnal units respansible for
safaty of facility, ccvering unsafe
conditicns, hagzards of criticality,
fire hazardy, fires, and explotions
together with accidert statistics,
exclusive of individual accident
reports.

¢. Records of reports of routine safety 1 year,
inspectfons, including evidence of
2ction teken,

d. Reports, statistics, and correspondence 10 years.
relative to traffic and property
deage 2ccldents, including recerds
relative to sicruaries of industrial
persondl 1njury accidents, exclusive
of cases involving persondl injury.

CONTRACTOR RECOADS SCHEDULE 26

DESCRIPTION OF RECORDS RETENTIGN PERIOD
e. Tatulations copiled in classifying 2 years.
injuries for reporting purposes and
used for reference in sumaarizing
cedical reports.

f. Prescriptions for safety glaises. 6 months,

KEALTH UNLY RECORDS,

4. Individual Ezployee Health Cage File. 12 years after last
Voros, cormw%n:e. and mkr records entry,
relating to an ecployee's medical
history, occupaticnal injuries or
diseases, physical exeainationt, and
a1} treatcent roceived in the Mealth
Unit, EXCLUDIKG recards of exposure
te toric substonces, toxic cheolcals,
and to unique occupaticnal hazards of
the atanic enargy prograa (item 7, this
schedule). Also exciudes preesployment
physical exaainations and disadility
retirecent and (itress for cuty
exaninaticns.,

b, Individua) Kealth Record Files. Cards 6 years after date of
. ch contaln such Tnformotion as tast entry,

date of employee’s visit, diagnosis,

4nd trecoant,

¢. Kealth Unit Control Files. Logs or
Tsters reflecting dally rusber of

visits to dispentar
roazs, ond hoalth units,

{1) 1If toforcation is sunmarized on J conths after last
statistical reports. ontry.

(2) 1f information 15 not sumarized. 2 years after last
ontry,

RETENTION PERIOD

17Em
N3,
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1TEm
¥0. DESCRIPTION OF RECORDS RETENTION PERICD
3. FIRE tX1T PECORDS.

a. Aalam, investigation, and incident 10 years.
reports relating to varfous types of
fire alarms and 1nvestigaticns of
fires; including source dats concerning
fires 1n which fatalities cay result
or when arson 13y suspected.

b. Fire eatinguisher history records and

fire hose records, of equipment from

service.
c. Fire extinguisher inspecticn records 1 year.
showing descripticn of extinguishers,
recharging data, and nsmes of
ingpectors.,
d, Ftre station operating logs. 6 years.
e. Adhulance service reports. J years,
f. Fire alam systeo tests, radio 1 year,
caxrynications logs, reports on instide
and outside fire drills, daily force
reports, and butlding tnipect fons.
G.  Auxiltary brigade attendance and 1 year,
training records.
h. fire truck records and controlled 1 yesr.
burning records.
4,  MEDICAL OR HEALTH RESEARCH PROJECT CASE Permanent,

reflecting the history of the research
Project froo initiaticn to cocpletion,
including research, developrent, design, and
test results. Included are records such as:
project proposal; review oecoranda and
corvents; project authorizations and
directives; copies of unpublished many-
scripts, journyl articles and confererce

CONTRACTOR RECORDS SCHEOULE 25

DESCRIPTION OF RECORDS RETENTION PERICD
papers; progress reports; correspondence

inflyencing the direction of the project;

and 1ists of publications and filos

resulting fron the project. Also included

are the records of any subsequent studies

resulting from the resesrch,

RECORDS OF PERSONKEL (XIPOSED YA HAARDOUS
TONCUNTRATIONS OF YOXIE CREWICALS RRD

OYITW BATERTALS. Records prepared in the
normal course of business establishing
exposure of personnel to hazardous
concentrations of toric cheaicals and
other materials, excluding radionuclides,
and individual employes files.

a. Standards, operating guides, and Percanent,
procedures, including revisions ang
background records which estadlish
operating practices.

b. Operating plans for specific jobs 1 year.

within the scope of the sbove-
established operating practices.

¢, Records and finvestigations establishing 75 years.
the extent of employee exposure to
toxic chealcals and caterials. These
reccrds should be filed tn the Health
Physics personnel folder (item 7 below),
wherever possible.

d. lndustrial HMygiene lTogsheets recording
surveys for industrial harards other
than radiation and cantanination.

{1) Surveys indicating no industrial 75 years.
hazard,

{2) Surveys tndicating o potential
industrial hazard.

unt1l related facility
ts disoantled.

1 year after removal
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e
K0, NESCRIPTION OF RECORDS

6, RADIATION-CONTAMINATICK CONTROL PROGRAM
providing an accurate, quantitative

escripticn of the exposure of persornel to
external rediaticn and internally decosited
radionuc)ides, including devalopeent of
eppropriate regulaticns and procedures used
as & dasis for the radiation-contenimaticn
control progrza. Excludes Individus)
employee files,

a. Perscnra) Exposure Dose Records
indicating raudon exposure dose to
the individual due to alpha, beta,
gtmma, ond nevtron radiation as
deternined by personnel ridiatfon
monitors er by esticstes based on
other radiaticn dese instremnts.

(1) Results of equipment callbration
citablishirg the zuthenticity of
the abave dote results.

(2} Autenatic dats processing systen
progreas, codes, lastruction
tapes, and discs if used for
retrieval of item 3 sbove,

(3} werigheets, requests for analysis
chart records recording infornpe
ticn which must be interpreted
or further acdified before use,
sutoaatic data processing systen
input records, other I(nforndtfon
used in interin calcylaticns or
to varify that recorded dats It
correct {iuch 43 checksheets), f1in
badges, and statistical suuries
cuplicating the above espogure data.

CONTRACTOR RECORQS SCHEDULE 25

1TEN
50._ DESCRIPVION OF RECORDS

RETENTION PERICD

1% years.

75 years,

75 years.

Until exposure record
above has been verified
and approved, or |
year, vhichever is
eirlier.

RETENTION PIRIOD

Technical Standards, Operating Guides
atorato! ratirg, @ atiohe
ontanination Lentro roceduras

fescribing Lhe technical 2
sdninistrative basis for the radistion-
contaainaticn protect ton prograa.

{1} Historical file of standards,
guides and procedures, including
revigions, and background
records defining philoscphy in
developrent, methods of evsluation,
and rode and scope of radiation-
centzainaticn projection efforts.

(2) Detatl plans for specific jobs 1 year,

perforred within the scope of the
shove procedures and similar
recerds relating to routine daily
operations.
c. Lo 1 (chrenological history) which
prov! & concise suwary of shift
and dally activities, including urugual
incidents, radiation and contaaination
preblens, release of rzdfcnuclides to
work areas or public zcnes, 1nterpres
tation of unusual chart recordings and
sinflar {tems.

d

Routine Rzdlaticn and Contsaination
Jurveys and air sa=ple 1cg1, including
muh.;ng laboratery analyses and
equipment calfbrations, lnﬂuung no
unugual hedlth er ulny grobleas,

e. Recorcer Chart Recerds of radiation
and contaninaticn delected by ale or3l
sctivity monitors {gasecus a
particulate} and 1cn|ntlon d\::t:en.

15 yesrs.

75 years.

until purpase 13 served

monthy, whicheyer

18 carlier.

1TEM

0.

DOE 1324.2
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CONTRACTOR RECORDS SCHIDWLE 2%

1TEH
K0.  DESCRIPTICH OF RECORDS RETENTICK PERTOND
f. Reports and Endineering Studies of 100 years.
unusval nahﬁon or conteaination
srodleas.
15 years.

7. IRDIVIDUAL [WI.MH HEALTH HAZRRD CASE
ToY sapatire hstary fHie incleding
cr Nterlu umiurt history e, includin
radiaticn exposure (both Interma) ai
external}. Necords include those of
visitors. Each file provides a record of
an individual’s exposure, including both

tive and positive results; and shall
5:-:&3.:

a. Reccrds of skin and n2sal centziration
incidents, including deconteaination
detafls,

b. Incidents involving contaninated
injuries, alcng with decontaniration
and treatoent of such injuries,
incliuding tourniguet tice reccrds, if
used,

c. Results of direct messurement of
radfaticn fron the chest, specific
organg, or whole body.

o

Investigations of the following types:

{1} Assinilations of radioactive
raterials in excess of standards
and control quides:

{2) Missing or unusua) personnel radiation
exposure datag

(3) Rediatien exposures exceeding

quarterly to yearly exposure guides
and $tandards,

CONTRACTOR RECORDS SCHEDWLE 25

DESCRIPTION OF RECORAJS RETENTION PERICO

e, Records of blosssay dats.

(1) Pesitive laboratory results on
bloassay secples (such as urine,
feces, and blood) vsed to ceternine
internal assimilation of & redice
muclide by an Individual.

(2) Labsoratory results {ndicating ro
assiaflatfon of radicective raterials.

PLANT RECORDS.

a. Radlaticn Detection Instrument
ration Recerds. Reco! relating
to the calibration and inspection of
instrucents, used in the detection
and ncnrdlnq of radlatien, against
sources of known radloactive eaission
cr dose rate.

(1) History file of procedures 15 years.
indicating criterlia for selecticn -
and mathods used, and schedules
giving frequency of calibration
and cdintensnte of redlation
detection instruzents and
equipeent.

{2} Report of instrurent and equipment 1 year.
distritutfon, cdecont&ainaticn,
perforcance, {nvertories,
statistical data, physical status,
cperating condition, and any
related dita,

b, PRadlation Detectton Charts used with 1 year.
alam sysiems to record radlation in
excess of establithed guicdes In
production plant areas, proriced
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Page 279

CONTRACTOR RICORDS SCHEDULE 2§

1TER 11Em
W0, CESCRIPTION OF RECORDS RETENTION PIRIND K0, DESCRIPTION OF RECORDS RETENTION PERIOD
wrautual radiation data are posted to €. Miscellanecus worksheets, chockiists 1 year.
other records which are retained. (Seo or other data theats froo which
1ten 63, this schedule,) pert inent data has been transcribed
to iten b, above.
9. Ewvil NTAL CONTAM|KATION WE EXENT
cating presence 4nd encunt of d. Unplaaned depositicn records (spills Permanent.
aainating materials (including radio- or leaks) of radiocactivity.
aetive naterials) in serples of air, water,
earth, diological (eatnal ind vegetation) e. Records of rediosctive gaseous wistes Pernanest.
and specis) raterials froa ansite and discharged to surface ground or water,
offsite locations,
f. Miscellaneous waste dispossl records, 1 yeor.
2 P which detail the mathods bui1ding cr between tarks, botloff
8 of analysis of rates, and intank solidification
environmenta) suples.  Includes infornation providing pertinent data
records or corres which has been trangcribed to records which
glnltm philos: Y and scope of are retained,
n; 1do interpretations of
mm?'.m"aun the plang for 11.  BICL0GIF’L LABORATCRY RECORDS docu=enting
sampling and analysis of envirommntal Prograas under which data concerning the
se=ples. effect of radlaticn on animal and aquatic
life are sccumulated, avaluated, and
{1) Genera) procedures. Percanent . reported,
(2) Spectfic procedures, umt) amalytical results a. Resesrcher's Biology Motebooks
are verified, accepted, containing all mtes pertinest to
end syrngrized, or § laboratory experfoents, including
years, whichever g chservations and calculations, and
earller. 411 other data partinent to the
expericent, Including discussions
b. Analytical Sicruries of results of Urtil enalytical results by the researcher ard conclustons.
" analyses, inc g results on are verified, accepted,
standards cr cther calibrations used and suznerized, or § (1) Research notedooks deeaed by the  Perwanent.
to establ{ish the validity of analytical years, whichever is 00E, contrector, and the
results. carlier. National Archives to have
exceptional value Because of the
€ L containing pertinest szcpling  Unt1l analytical results highly sigaificant nature of the
or analytical calculations, cbserva- are verified, accepted, research involved or uniqueness
ticns, and interpretations of results. end suarized, or § of the research,
years, whichever s
earlier. {2) A1l other notedosks. 15 years.
CONTRACTOR QECORDS SCWFDALE 28 CONTRACTOR RECORDS SCHIDULE 25
ITEN 176N
X0, DESCRIPTION OF RECORDS RETENTION PERION KD, DESCRIPTION CF RECOSDS RETENTION PIRICD
d. Workgheets, recorder charts, Unt4l analytical results b, Periodic Reparts relating to activity 6 years.
Taboratery analysis requests, radio- are verified, sccopted, and progress prepared weekly, monthly,
stograph fila, dosioeter data, and and suckarized, or S ind annually fron data recorded in
cther interin records cr devices uied years, whichever is diology notebocks described in (a.),
in determining the basic data froa earlier. ove.

which retuits in ften b., sbove, 2re
obtained, ¢, Machine-Readadle Data taken froy
worksheets (see n. ow) pertaining to
rediological aml{sls or beta

snalysis of anical or sguatic life,
used for crganization of data for

ertry in biology notebooks.

until entered in
diclogy rotebook.
e. Rotebooks of lsboratory techniclans
8Td inspectors concerned with

esrth sciences.

Until analytical rasults
are verified, stcepted,
and semarized, or S
years, whichever is

esrtier,
d. Kecropsy Protocols recording data 15 years, or J years
t. 3 gathered to measure residual Perouanent . co‘limh Suring autcpsies performed after cocpleticn of
axination of soll and on aninals, Including pathologic study, whichever ig
water with Yong-lived radlosctive or diagnosis of various organs and later.
taalc subttances at or mear DOE sitet. glands. Provides source data for
aninal case histories (sea e. below)
9. Envircnoental Kenitorin 3 and Peraanent, and 13 pertinent to the evaluaticn of

& s ning extent
and Yevels of rsdicective contening-

tion {n sof) or rsal estate. e. Anical Case Mistories recording such
Tacts as: data from lesbing records,

10. maﬂlﬂi" mﬁ D] SPOSAL OR LINPLAKNED treateent records, genealogical

expericental results.

20 yaars cr J ysars
after cozpletion of
study, whichever 13

records, gestatica periods, lezding later.
dates, nu=bers, sex, and weight
a. h?ahum goveraing rediozctive wagte Pereanent fcportant In the evaluatien of
shipoents and burtals, ncluding DOT expericental results and as a source
orders, Federal regulaticns and guide- of entries to biolcqgy notebooks.
nes, and other pertinent standards,
Quidss, and procedures. f. {wg&% congisting of 15 years.
sting co ing data taken
b. Records which indicate type of waste, Percunent . froo anical thyrold count worksheets
{soV1d, Viguid, or gasecus) cegree I {sea n. below). Records provide source
of radicactivity; and for solld of dats entered in biology notebooks.
wiste: date of burtsl, volume buried, R
years,

activity level, and storage location. 9. Radio Analysis Sizple Data éescribing
collect ing.n. counted saples, .
the bet

and 1sting 2 count, decay
factor, analysis factor, and remiris,
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COMTRACTOR RECORDS SCHEOULE 28

1TEn
0. (ESCRIPTION OF RECCRDS RETENTION PERIOD

W\ This eecord i3 useful to accuculate
data for transferring to keypunch
N cards, and 13 useful during retention

period for checting ervors on such
- - cards (related to e. above).

h, #ll: BIoIP Data Analysis showing 2 years.
ype of sa=ple, Tocatics or source,
counting informaticn, laboratory
corvection factors, and related data

1. Decay Curve Bata Sheets used to 2 years.
T alTTy and vorily Shiracteristics
of rediosctive seaples tested under
1aboratory conditions,

IN _mﬁcvguna Curve Data Sheets Visting 2 years,
sa=ple r, s&ple designaticn,

date sacpled and related facts,
cbserved laboratery reacticns, and
corrected ectries.

k. nan¥ Counter lukgr_?_m_d R%:. 2 years.
£ counting Instruranis &

ng
sumarizing all the bickground dats
recorded en ridiaticn counters o0 3
daily basis., Reports are tranmicrited
to resylts of al) requests for
analysis, such as ite=s g. and b,
zbove.

1. Mulgual i$u cetcribing se=ples 2 years,
ch Teboratary analysis s

desired, 1rcluding results of the
culnh, and related fects pertinent
1o specia! or 1o alphadeta-triti
counting requests. Informatiea frem
this record 13 abstracted to blology
rotebocks (4. above) for correlation
snd evaluaticn,

CONTRACTOR RECORDS SCHIOWLE 25

1TEn
RO, CESCRIPTION OF RECORDS RETENTION PERICD

a, Protoaie ic & ts end 2 years.
reqeeits for rela ogrephic
rk, including fnstruction ¢nd
Justification.

n, uban_?:z Morisheets, recording date S years.
pertaining to snical birth records,
anical weight, anicel trestoent,
hadit patterns, thyroid counts, and
related data copiled in anicel case
bistories ead usaful 1n eveluation of
expericental results.

o. Anies) Tissue Preparation R 2 years,,
Tisting tissues io 153 m% Tiz
to be used 1n laboratary, thickness of

section, stain to be used, specla
inltmcuom and schedule of cozplaticn.

p. Radistion Counter Control Bats used to 1 yeor.
ain correct opevating conditicms
for radiaticn detectisn instruzents.

q. Radiation Counter P|atem Visting 1 yeor.
o' » date,
tine, oica window (M:knﬂ:. voluw.
Ngms. and total counts; used to
cetemine ¢nd 194t the operating
conditicn of rediation counters.

r. Scurce Data Card Filas used to check 1 yeor.
sccuracy of radiation counters against
the kacen calibration standards
peblished by the U.S. Buretu of
Stendards.




DOE 1324.2 '
5-28-80

Attachment V-1
Page 291 (thru 300)

CONTRACTOR RECCINS SCHEDULE 26 CONTRACTOR RECORDS SCHIDNE 26

KUCLEAR WEAPON RECORDS tIeM
N SCRIP CORDS.
This schedule covers muclear weepcn records and reports for cesign agencles K0, DLSCRIPTICN OF &F REVENTICH PIRICO

(aboratory facilities) and productics agencies {mamufacturing facilities).
Files censist of design and production drawings for weapons, Cocporents, and
related equipe Inel in this schedule are records reflecting dats
conceening testing, imspection, assechly, quality sssurance, and production,

b, Quality Audit Reports and related 3 years. . /
corrective sction recomendaticn -

reports. (Record copy maintained by _

Other mclear weapon research and development records are covered by Records 1 auditing agency.)
Schedule 19, Research and Developoent Records. | c. Cartificates of Inpection. (Record 3 years.
1N ] ‘copy maintained by 211ty
NO.  DESCAIPTION OF RECORDS. RETENTION PERIOD 1 Assurance Inspection Agency.)
1. DRAVING STSTEM RECORDS, ] 5. SIPORTS.
l a. Design or production agercy sudit 3 years.

reports and related corrective sction

3. Design Drawings for wespon cocponents,
ué“u aﬁa anci)lary equipoent. recamendation reports.

{1) latest fssue.
(2) Superseded issues.

Retain until superteded,

6 conths after retire-
cent of the Weapon

b.

Xeapon information reports, prepared
by the ailitary to report the results
of inspecticn, rodificaticn, alters.
tion, or cozponent changes On rajor

6 ranths after retire-
mnt of the Wegpon
Systea fron stechpile.

Systea fron stockpile,
Record coples are
retained by the design
agency fron shich draw 5
ings for & regresenta-
tive szmple of weapons
are to be of fered to the
Natlcnal Archives a3
pernanent records. Upen
acceptance, destroy
rensining drawings.

asserblies, {Record copy maintalined
by design agency.)

MAIOR RSSEMBLY RELEASES, prepared to

3 e stockpile status of wespon
raterfal, {Record copy maintained by
design agenty.)

6 ronths after retire-
rent of the Wegpon
Systes from stockpile.

b. Productica Febricaticn Drawlngs for 6 ronths after retire-
weapon components, 33 et and aent of the Weapon
Systea fron stockpile.

ancillary equipment,

¢. Production Tool ard Cace Drawings. 6 menths after retire-

oent of the Weapon
Systea fron stockpile.

d. Acceptance fquipcent Drawings. (Record 6 ronths after retire-
T l?ﬁ Ey desgn or production rent of the Weapon

copy maintd
age'vytcy assigning driving nucters.) Systen froa steckpile.

CONTRACTOR RECORDS SCHEDLLE 26

1TEM
KO, DESCRIPTION OF RECORDS

e. [Engireering Releases which change the
%ut aJmnm percaneatly or for
specific units of weapon material,
anzillary or acceptiace equipment.
{Record copy matatained by design
agercy.)

2. TEST AXD INSPECTION DATA AXD AMALYSIS
meees.

T, [vatuatien, quality control, gricess,
and {agpection data required by the
design agency 1n the Drawing Systen
and gent to the dexign agency.
{Record copy maintained by design
agency.)

RETENTION PERIOD

6 rmnths after retire-
nent of the Weapon
Systen froo steckpile.

6 conths after retire-
rent of the Wegpon
Systen fron stockplie.

b. Cvalustion, quality control, process, 6 months after retire-
and Inspectfon dats required by the neat of the Keapon
detign sgency in the Drawing Systen Systea fron stockpile.
ganerated and retalred by the produc-
tica agency. {Record copy natntaired
by deslgn agency.) 1
€. Production bulk rew naterlal records. $ years. l
3,  KEAPON ASSEMBLY AXD DISASSEMSLY RECORDS. 6 months after retire- l
3¢ records Ire requ Yy 1L rment of the Weapon
agency, {Record copy naintalned dy design Systen fren steckpile. l
agency.)
4, QUALLTY ASSURANCE RECOADS.

e

Nespom Tt _ond ln 1gn Cata, ¢.9.,
LC) %!erhl [aﬁaioq Tﬂest'aah.

and Stockpile Laboratory Test data.
(Record copy malatained by deslgn or
groduct fon acency perforning test or
fnspaction,)

6 ronths after retire-
nent of the Weapon
Systea froo stockplle.
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CONTRACTOR RECORDS SCKEDULES
SUBJECT INDEX
- Schedule* 1ten®
s’ Mbtentee records 2 3
.~ Access zuthorizaticn to classified files 18 H
. Accountability files essentia) muterials 24 11e
Accountability reports of uraniua trensfery tL) 1d
Accounts ledgers, distribution 7 2
Accounts payddble index & 1
Accounts recelvable involces 6 lc
Adainistrative, cost end
financial reports 16:8
Mninistrative nanagecent 16
Mvance pay check files 16
Alfen visit files 18
Miccation files, SS Materfals HZ )
Allotrents, payroll 2
Aerunition stock reports 23
Analysis requests 24
Analytical dssay records 24
Anplytical logbocks 24
Applicant availadility files 1
Applicant evaluation files 1
Applications for e=ploynent 1
Arrest case files 18
Aszet scovury card 8 6
Audit files, contractors’ interrsl audit 6 2
Audits of classified docurent faventories 18 10
Aytoclave fallure reports of batch tests 4 14{3)
Autoatic data processing 20
Awards fer supericr sccorplishaents 1 12
Badge suthorizations, access to exclusion aress 11 L]
Badge or pats records 11 L]
Bark statements and recenciliations 6 4
Sarrier records 4 10
Batch records 24 ™
Bateh tests, avtzclave failure, reports of 3 74())
Becknan record data 23 8h
Bills of lading 9 1
Blological reccrds 5 1
Rand registration stubs . 2 5

*Itee{s) in the {ten colum preceding the firgt semicolon arc found in the

tchecule preceding the first senicolen in the schedule colum,

relationship applies to additicaal seafcolons.

Bonds and warrantles

Ronds, perforcance

Bonds, savings

Budget and cost files, departrental
Budget cstirates

Budget flles and documents, Central
Budget office correspondence
Bullding ceintenance

Bus drivers’ trip ticket

Rus revenue contro! reccrds

Calibration records

Can trargfer records

Car centrol files

Car record baoks

Car records, tank

Cash advarce recaps

Cash distyriecent Index files

Cash receipts and disbursecent
Journal Files

Cash transfer reports, steres operationt

Check-cathing 2ctivities séninistrative reports

Chect registers

Checks, otker than payrell

Checks, payroll

clairs data, F,0.8.

Clains, transportotion

Claies, workzen's coepensaticn, pmdlic
ability, insurance, uresployment

Classified document control
and accountbility records

Classified file tnventories

Classifted documert accountability ang
¢ispasal files

Classified raterial recetpt

Cleaning tally sheets

Clesrance files, facility

Clething fnvertories, spectlal

Co=merclal facilities, leate and cperaticen of

Comnitrent files, funds

Comnittees

Cor=wnicatiens

Caxynications unit sdainistrative
operations files

The saxe

3

L
[
»
o

oy T OOy P AIT YT YTy -~
ga—UR 2 i

1:4

10,11,12;5%¢

3-8
3-8

3.8
3

3
10,31
1

1,3

3

12
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Cor=wunity water and sewage wtilities

Comparative analysis logs

COMSEC records

Conductivity meter record sheets

Conflict of interest statecents

Consolidations of Tep Secret documents,
rotices of

Construction contractor freight and traffic
units flles

Construction contractor payroll

Construct loa cost accounting files

censtruction, ergineering ond deslign records

Contatner files, suppliers’'

Schedule

Contaninat fon reasurement records, environtental 25

Contrabard receipts

Contract check files

Contracts

Control forms for classified cafl

controlled materials

Control records for analytica) Vadoratories

Converter records

Correspondence

Cost sccounting files, construction

Cost accounting files on msintenance and
operation of production plants

Cost distriduticn

Cott report Jedgers ind dita

Cost schedules

Courfer receipts

Cover sheet, Tcp Secret

Crane operators’ reports

Cryptegraphic reccrds

CyVincer pipe log

Data automatica records

Bocusentat loa

Master files

Processing files
Decontamination service
Deductions and acerual registers
Deducticns, dornitory rent
Deductions, payroll
Celegaticns of suthority

Design, engineering and construction records

Destructfen certificates, classified doquments

Cestructicn certiftcates of Tep Secret
documants

Deviation files, engineering products

Deviation files, plant or laboratery

Directives, maragenent

Ofstursecent of funds, schecules of

Ditcrininatica complaints

Dispensary Jogs or registers

Dispensary treatrent record cards

Disposal of classified materfal

Dispasa) of property

Dissolver cperations and metal transfer records

brawings, construction, as bullt

Orivers' license and testing files

Orug ang narcotics files

Carning summary files
Earth sclence records, radiolegical
Efficiency reports
Flectrical utilities records, plant
Electrical work permits, processing plants
Electrenic data processing {ADP)
Llevator inspectinn reparts
Erergency supply records
Eeployee absence reparts
Erployee correspendence
Ecployee expense voucker files
feployee financial statemants |
Ecployee health statisticel summaries
and reports
Eoployee interviews
feployee medical histery
Ecployee property 1ssue check sheets
Ecployee record Cards
frployee suggestiens
Ecployee travel espense youcher files
Erployee terninaticn
Eeployees’ accumulated earnings, reports of
Engineering, design, and construction records
Engineering test studies
Engineers® project Files
fnviromrental contezinaticn teasurewent
recerds

RnnZ333

Schedule

22
18

=
3

[*7

~
NWwONWNDRE o

o2y I

~
n

a;— o

T3
Sm— o

92
Td(4)(a)
[

-4

74(4)(a)

Part I

Part

Part 11
20(2) (b}

18,

32

22
4
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Equal ecployrant apportunity
fquipment inspecticn and services, safety
fquipoent inventcry and status reperts
fguipoent oaintenance
Equipcent wtilization and history files
fquipmeat work reports, tcchuln
fquipomnt cpsrators’ report
Essential caterfals umnuhnuy files
Cssential caterfal analysis reports
Cssantial caterfals inventcries
Cxecption certificate registers, tox
Expanditure &ccounting
Exposure records, perscnnel

Hazardous caterials

Rediation

Fecility clearance files
Feed and waste reports of caterial
Field test records {nuclesr weapors)
Field wort orders
Fila padges
Flla tives
Covircreantal contaninsticn orssurement
Experinent and test
Parsonnel radiation exposure
Financlal cata mansgement repcrts
Fire drilly
fire records
Flreares qnnﬂcnion record

i
Foras contrel files
Freight bills
Freight chirge sdjustosats

Ganca records
Garnistment releases
Genera) ledgurs
Gerarel subject files
Generator sheet files
Guard foree

Guard orders

Iu;n\lan saterfal,
&
snlgplng uchq!ng {redicactive and fissile)
Healt
Health resesrch
High hand sceres, iavestigation of
Highway cperaticn and ceintentnce flles
Hospital cash receipts
Household goods dme- cletay
Hoytehold shipeemt files
Housing, lease

Incident reports, security

Incone tax

lm:mrul engineering reports of cost
reductions or {cprovenents

Industrial plant equipmnt

Industrfal plent records

lnspectien reports of field inspectors
{construction)

Insurance

Insured matl

Inter-DOf and intersgency igreccants
(procurement)

Inveatories of classified documents

laventories of essantial materials

lavantories of Special clothing

lnventories, t Fam*

1aventory

lmmoq ;'nd n.mn reports of equipment

lnnnury of pnrn! 11es and equipment
Invertory, special of“gnm
lavestigations of exposure to rediation

by psrsannel
Invoice payable Idrn
Involce preavdit files
1ca chasber inspecticn

Jantteris) services (n scninistrative areas
Job classificatton marual

Labor relatiom
Laderstory biological receceds

transfer 1n process sred

Bonld w3

R -7

8

|

N -~

F)
Td(a)(b)
1le
9a(11)
1l
13
12,9;4a

5,7
6.7

14(2),24(4}(a)

3

——— s
oY -I=T=TT ¥'N
w n
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Page 302
Schedule Itea R, 2

Ladoratory control recerds 24 S
Leboratory logbooks 24 N,Z —
Labcratory canvals u 9a(l
Labcratory notebocks 19
Landlord respeasibilities in adoinistrative

areas 15 2
Leases 315 4;le
Leases, housing 15 1c
Leases to cperate Govermment property 15 1e
Ledgers, general 7 2
License plate records, Federal 10 ?
Liviag a)lomance data files 9 4
Lock and key control files 18 17
Logbooks of processing aress, cpereticna) 24 af 119
Let fabrication and inspection records b 44(3)
Machine reidadle records 20
ratl 12 $,6
Mafling 1sts 13 [
Matintenance service, butildings '

and equipoent 11;15;23;24 $:2:2;7
Managecent directives 16 1
Manageewnt projects 1[] 2,710

reports disscainating

fingncial dota 8 8

Material and equipcent index files 3e: 10;4,8;1

Materiel end pachage pass suthorizations 18 13
Material or service order files for cost

weounting 8 8
Material {fissionable) transfer in Process
Ares 24 ne
Meagyrerent differences, trinsfers of SS
caterials 24 1k
Measurement records, envircmental
contentnat ton 25 9
Medical records 5 2
Medical or health research 2 4
Festenger sarvice 12 [}
Metal soluticn transfer records 24 9f
Metal transfer and dissolver cperations
records un 9t
Meteorology records, synoptic 19 17
Schadule iten
Mbile equipnent operation and
oy intenance 2 2,3
Mobilization of carpower L] 28.31
Motion plcture filn
fxpericent and test 21 2
Fleld test records 19 16
Motor pool trip tickets 10 22
Mptor vehicle operation and
raintenance 10 H
Nercotics and drug files 3 10
Ruclear caterial
Contracts, reverve producing 4 8
Lease agreesents 4 10
Tramfers without charge 4 9
Occupancy and space reports n E]
Occurrence investigation files 25 1
Dffice equipcent fnventory 23 1
Office michine inventory control 23 1
Office nachine saintenance 23 2
Office machine records 23 1.2
Operating activities procedures 2 S
Organizaticnal charts 16 13
Outstds ecployment, requests and
approvals 1 25
Overtioe tuthorizaticn files % 54
Peching lists 3
Particle iccelerator 9 1%
Pass authorirations for material and
pachages 18 13
Pass logs n b
Pass or bedge records n 4
Pass reports, unretyrned n 4b
Passes, material removal 18 13
Patrol force 18 140
Patrol cfftcers’ reports of inspection 18 200
Patrol supplies and equipsent, receipts
for and tnventories of 23 1
Paynent voucher files (] 1
Payroll adjusteent notices 16 L
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:

Payroll &dninistration correspondence 16
Fayrall allotoents 2
; Poreol) certificatiors H
: Payoll cherge slips 2
Payrud) checks 2
Payro)] checks recapitulation 2
Payro'l, cosstruction contrictor 3
Payrard control registers 2
Payrel] deducticns 2
mnn reports 16
Payroll special pA{fant recerds 16
Payroll statistical data 16
Pecsonnel) 1
Petcenel sctions, notifications of 1;2
Personne) folders 1
Personnsl folders, health-physics 2
Perscans! management correspondence 1
Personnel radlatinn esposyrs, iovestigative
recerds v
Perscane! rediaticon axposure reccrds 25
Personnal statistical repons 16
Photographers’ work pe u
Phatographs (See aito Audlovnul RS 21)
Research and develupment 19,22
Construction 4,22
Master plan 4
Plam electrical utilities records 13
Plant equipoent failures 24
Plant protective measures reports 18
Plutoniua accountadility logs L)
Polygreph ensninat fons 16
Position descriptfons 1
Position record card 1
Postage 12
Pestsl records 12
Pesting and control cwdia, ledger ?
Pot room data rheets 24
Power cperations, suuries of 15
Power records 15
Pretsure vessel Inspection reports 24
Printing, binding, duplicaticn 1
Priorities )
Processing plants naintenance reports 0
Scheduls
Process work reports Fe)
Procurecent 3
Procurenent case “iles 1
Product withdrawa) sherts 2
Produttion control files 22
Production departemnt progrets reports 16
Production plant equipment tests FL}

Progress reports on financial, cost and
budgetary matters 8
'rogress reports ¢n producticn ind testing 16

Project esticates,

caintenantce progress 1%

Project history files 2
Property dacage ind trl"l: sccidents 10;25
Property disposa) 4
Property 1stued checksheets, eployse 23
rty, losn or rental of 23
Property, procurecent )
Puzp history files o
Punch cards, accounting 8
Punch cards, pay sdainfstration 8
Purchase ordert 3
Quality assurance records 22
Quatity control files, retal n
Quality contro! ronthly reports 24
Cuality contro! reports and records of
laboratories 28
Quality control technica) data files 24
Regiation cetection charts 25
Rzdistico esposure records, personnel 2%
:Mlat!on conitoring equipaent, Jespecticn of 25
adio 12

Radioactive caterial shipping peckaging records 9
Radiosct ive watte disposal records 2
Radicect ive, maturenent of coatzmtnstion fa

onvironcent 25
Radlographs 22;28
Ridiological esrth science records 28
Ratlrosd aperation and ceintensnce files 22
Rew test dats 9
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Resctor operations records 2
Resctor cperations source records k3
Resctor process records F2)
Reactor processing evaluation records E{}
Receipts, classified naterial 10
Receipts for bonds snd checks 2
Receipts for contrabind articles confiscated 10
Receipts for patrol supplies and equipment 2
Recelving 1093, stores b ]
Recelving notices, accounting L]
Reccrder charts k2]
Reccrds cwnagement files 16
Reduced test data 13
Registered mail 12
Ioglnen of persgng vigiting exclution
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Iaolnen of visitors to areas, installations,
and comnities 8
Registers of vlslu to dispensaries E4]
Repalr orders, equipcent F2)
Reports (activity, sdainistretive, feeder,
financial, trip, cesting, sppraisal) 16
Requirements, supplies )
Research, mdical or health 3
Research and anlmm
Sackground pipe 19
Expericent and tnt records 19
Rotebooks 19
Particle sccelerators 19 1
Photographs and filn 19:21;22;26 $;1,
Praject case files 19
Progran files 19
Reports 18
Retireoent 2
Fouting crder files 9
Run books u
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Safety equipcent inspection and tervice 2
Safety glasses, prescription for %
Safety iespecticns, appraisals, studies of

facllity, reports of F) 1
Safety unit adainistrative cperaticns files 16 )
Salary and wage adainistration 16;2 Sc;24
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Snllry distribution 8 8a
Sales certificate, e=ployee 6 1b

Saple tank transfers, uranivn b} 9
Sa=pling checklists, process u Se
Scientific and technical reports 19 ?
Seal records 24 4. 7a(1),7¢(3)
Security 18
Security office sdainistrative cperations 16 )
Service facilities cperationsl files é 1
Service station reports 3 15
Service unit progress reports 16 Ba(1)(a)
Severance certificates 2 1
Sewsge utilities, coxunity 15 l
Thift-end status reports k2 119
Shipping docvents 3 1
Shippt pulager records (radiosctive and
fissile catertal)
Shuttle trip repart 10
S1ug storage basin records 24 L]
Scurce records for sumruries of power
operations 1% 3
Space 11 2,3
Space and occupancy reportst n 4]
Space cost Viquidation reperts 1n 4
Special delivery 12 s
Spectral slides uwln 2 9s(6)
Spectrograph ﬂi 109
$S material shipping form files u g
$S auterial tranifer files nu ne
$S material estizated requirements
Stock cardy
Stoch control files, comstructicm prajects
Stores stcounting
Stores receiving files
Stores receiving Im
Stores stock req
Sudsoil alp!u-ma unlnll sheets
Sumzaries of power aperations
Suppllﬂ‘l' container files
Supply
Supply cenagesent files (ncr“ recelving
files and stores control ltedoer)
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fehrdile

Laznly remrsitics files (umaty regileeeniy,

withtramy] from currems 1napaiery sge-

1 terevoes?
Sarplul progerty

Lerrert esd 3tufieg oF copanizatieel eeity

Trmpot e cetorss
Yyrreis meterslogy retorsd
ipttees Saconestatipe [EIS)

Tabnlattawy comgtled ix shasnifylierg tmiorin

Tame cav recaret

Yam Ve imeemeries

tymm Veaxetmey of chemical wigtitoe
i recardd of batlches srocenimd
pet, telmtosmpde, ot telrpceiter
exrsgtion certiftante rogistary
ermeriipey, wlibhaldisg

Tax witiheals reparin

Techairal sguioment =ori reparts
Telrghcoe

teioghone, 1411 sl

Teletype

{erperdtore Cards on reacior Tubed
Termisgt lon, e=ployes mtice

Ting gocd 23tesdymce Fyporse

Tisw Bocen

Time cardy

Teeteening f1ies

Tise-alf fob

foel Sarchase dila

Tpel receipls and rrparts

Toals, major sachine, somaring of
Top Secrel covor thent

Tog Setrel destruciion cettificates
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Ieg Secrel daciment comsolidation, =of ices of £ ]

fop Secrel document Tnventiories

foj Secrel dpcumedt receipt

Traffic and properiy <emage scd)denty
fraffic Toga sng thech) e

Traffic siolgtien flles

traffic warning ticiets

fralning Cotts

hieg tocrie recordy

Yeasiafor iies. 35 wetertaly

Tracaporictior 2illc

Treaspertriies clabmy

Travipertiatine files, Tredghs omd 10pfT)c
anits uf cemstruction comirscior

Tramporistion receizted 8111y

Travel aspezte voscker Tile eeplogyes

Irave) reservation

Trawel wnlt adainittrastive coeraiiant files

Trip reports and logs of courfer eicorted
thipmenty

Uraniee vaegle Miutory sheels
firantom sarple tank tramfers
Uramium transfor accountahility reparts

Vecotiow uswgry files
Yatwm 1rit data

Yalve teal lom

Vendaor coreerpendence
Visit smmrava) requesty
Wititer reglatratiss cardy
YIstiore’ escort reecnsy
Maitory" registers
Yoltreler charly

wige pulrgy i

barea=iin

Sty Alipeial, rasiaettber

Kitee temle Lals sherin

turpe resargy aAs reperls

walger tast Filex

bel! wiler malnes

Eitherana] guiharizaltee sarsy Tee glos
"

o sLEpitYipgt e rrosrgy, feEcmwreld
pevatien

s peterd
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Feuzine yyites)
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